Draft Template for Request for Proposals for an Individual Consultant to conduct the Independent Review process
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[bookmark: _Toc184120237]Introduction
Provide a brief overview of CoST International, the specific CoST Programme that is issuing this invitation, and the context of the assurance exercise to be conducted. Highlight the importance of transparency and accountability.

State why the RfP is being issued and what you aim to achieve (e.g., selecting an independent consultant to conduct an assurance exercise (if projects are already known, mention them)).

Briefly mention how the assurance exercise will facilitate stakeholder understanding and accountability.
[bookmark: _Toc184120238]Description of Services
[bookmark: _Toc184120239]Objectives of the assignment

Explain the purpose of the assurance exercise in detail.
Specify how the assurance exercise will improve stakeholder understanding and identify potential issues.

[bookmark: _Toc184120240]Required qualification and experience
Outline the required expertise of the Contractor. Key qualifications and experience, e.g, Registered Civil Engineering professional, experience in contract management, public procurement, etc.

[bookmark: _Toc184120241]Information about the contract package
Outline the type of contract being offered (e.g., fixed-price, time-and-materials).
State the expected timeline for the assignment.
Indicate whether there’s a budget range or a maximum budget.
Highlight any travel requirements, use of specific tools or software, or other logistical details.
[bookmark: _Toc184120242]Scope of work
Briefly describe the scope of work that the Individual Consultant/ Contractor will engage in. Refer to the Terms of Reference for the Independent Review process.
[bookmark: _Toc184120243]Implementation timeline
Briefly describe the deliverables and activities. Refer to the Terms of Reference for the Independent Review Process. 

[bookmark: _Toc184120244]Instructions for proposal submission
[bookmark: _Toc184120245]Submission of proposals
Provide instructions on the proposal format (e.g., PDF, Word).
Specify the submission deadline and time.
Mention the submission method (e.g., email, online portal) and submission contact information.

[bookmark: _Toc184120246]Communication during the RfP process
Provide contact details for queries related to the RfP.
Specify how and by when bidders can submit questions and how responses will be communicated.
Include a clause about maintaining the confidentiality of the RfP process.
[bookmark: _Toc184120247]Assessment of Proposals
[bookmark: _Toc184120248]Exclusion criteria
List criteria that would disqualify a proposal (e.g., failure to meet submission deadlines, incomplete proposals, conflicts of interest).
Compliance with legal requirements or financial solvency should be included as grounds for exclusion.

[bookmark: _Toc184120249]Award criteria
Specify how proposals will be assessed (e.g., technical quality, experience, cost).
Provide details of the scoring system (e.g., percentage weight for technical vs. financial proposals).
Mention whether the contract will be awarded to the proposal offering the best value or the lowest cost.
[bookmark: _Toc184120250]Content of the Proposal

[bookmark: _Toc184120251]Technical proposal
[bookmark: _Toc184120252]Scope of services
Indicate the need to describe the proposed methodology for conducting the assurance exercise.
Indicate the need for the Contractor/ Consultant to explain how they interpret the objectives and plans to achieve them.
Mention any customisation or innovation in the consultant’s approach.

[bookmark: _Toc184120253]Outputs/ Deliverables
List expected deliverables (e.g., reports, presentations, stakeholder engagement plans).
Provide deadlines for each deliverable.

[bookmark: _Toc184120254]Work programme
Indicate the need for a Gantt chart or schedule detailing key activities and milestones.

[bookmark: _Toc184120255]Financial proposal
Indicate whether the Consultant should provide a detailed breakdown of costs (e.g., daily rates, travel expenses, and overheads).
Include a summary of the total cost of the assignment.
Specify proposed payment milestones (e.g., 30% upon inception, 70% upon completion).
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