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Introduction

The requirement is for the [Supply and Installation of a …………………………]. 

The Procurement method used was [Shopping] 

Details of Invitation

The bidders who were issued with the Bidding Documents were as follows:
Details of Bid Closing

Bidding was closed on [          ] at [time] at [               ]. Sealed Bids were required and received from:. 

Details of Bid Opening

Details of Evaluation Committee

An evaluation committee was nominated comprising the following officials and approved by the project manager of the on  [date]:

Name: 

Name: 

Name: 

Details of Evaluation Methodology

The evaluation methodology used was Technical Compliance Selection, which involved the following three-stage procedure:

i. Detailed evaluation to determine the technical and commercial responsiveness of eligible, compliant bids to the technical specification and terms and conditions in the Invitation. Bids that were not substantially responsive were eliminated from further evaluation. 

ii. Financial comparison to examine and rank financial bids. The lowest price eligible, compliant, substantially responsive Bid was ranked first and declared the best-evaluated bid.

Detailed Technical and Commercial Evaluation (of the eligible, compliant Bids)

[Brief narrative on the results of the Detailed Evaluation and detailed justification with reasons why any bids were declared non responsive. Include details of any nonmaterial nonconformities, errors or omissions waived or rectified by the evaluation committee and the way in which they were quantified for inclusion in the financial comparison. Include details of all clarifications requested and received from bidders. ] 

See Tables 2 and 3, which summarise the detailed technical and commercial evaluation. 

Financial Comparison (of eligible, compliant, responsive Bids)

[Describe the correction of any arithmetic errors, application of any discounts, adjustments made for any nonmaterial nonconformities, errors or omissions, conversion to a common currency and application of any margin of preference.]

All bids that were eligible, compliant and substantially responsive were ranked, with the lowest priced being ranked first. 

Recommendations {amend as appropriate}

On the basis of the evaluation methodology and criteria stated in the Invitation, it is recommended that-

the best evaluated bid for the procurement of [Supply and I AND DELIVERY OF STATIONERY BE is from [  ] with a total evaluated price of [    ]. 

Negotiations are not required. 

a post-qualification is not required. 

the total proposed contract price is [   ].

Signed by the Evaluation Committee:

I confirm that this Evaluation Report gives a complete and accurate report of the evaluation conducted:

Name: (Chairman) 
Signature: __________________________ Date: ________________

Name:


Signature: ___________________________ Date: ________________

Name:. (Secretary) 
 Signature: __________________________ Date: ________________ 

Annexes: {amend as appropriate}

Record of Issue of BIDDING DOUCUEMNTS
Record of Receipt of Bids

Record of Bid Opening

Table 1: Summary of Prices
Table 2: Summary of Detailed Commercial Evaluation

Table 3: Summary of Detailed Technical Evaluation

Combined Technical Specification and Compliance Sheets for each Bid

Table 4: Summary of Financial Comparison

Documents available from the Procurement and Disposal Unit: {amend as appropriate}

Copy of the solicitation document. Copy of all Bids. 
	
	1
	2
	3

	Name of Bidder
	
	
	

	Eligibility criteria
	
	
	

	{Complete criteria as per solicitation document}
	
	
	

	
	
	
	

	Administrative Compliance Criteria
	
	
	

	{Complete criteria as per solicitation document}
	
	
	

	Valid trading licence or its equivalent
	
	
	

	Valid certificate of registration or its equivalent
	
	
	

	Income tax clearance certificate or its equivalent (for the last Financial Year)
	
	
	

	Valid VAT registration or its equivalent or a signed statement that you are VAT exempt
	
	
	

	
	
	
	

	Conclusion
	
	
	


KEY: C = Compliant    NC = Non Compliant {delete that which is not applicable in the table above}
This preliminary examination eliminated [No] bidders, [Names of Bidders].

	No.
	Name of Bidder
	Commercial Responsiveness
	State reasons for non-responsiveness. State any nonmaterial nonconformities, errors and omissions accepted and the way in which they were quantified

	1. 
	
	R
	

	2. 
	
	R
	

	3. 
	
	R
	


KEY: 
R = Responsive    NR = Non Responsive {delete that which is not applicable in the table above}
This examination eliminated [] bidders, [].

{Attach further details or workings if commercial evaluation is complex}. 

	No.
	Name of Bidder
	Technical Responsiveness
	State reasons for non-responsiveness. State any nonmaterial nonconformities, errors and omissions accepted and the way in which they were quantified

	1. 
	
	R
	

	2. 
	
	R
	

	3. 
	
	R
	


KEY: 
R = Responsive    NR = Non Responsive {delete that which is not applicable in the table above}
This examination eliminated [no] bidders, [Names of Bidders].

{Attach Combined Technical Specification and Compliance Sheets for each Bid if technical evaluation is complex}. 
                                                                                      







Evaluation Currency: UGX

	No
	Name of Bidder
	Bid Currency
	Bid Total
	Corrections made


	Exchange Rate
	Converted Total
	Rank

	1. 
	
	
	
	
	
	
	3

	2. 
	
	
	
	
	
	
	2

	3. 
	
	
	
	
	
	
	1


{This table may be replaced with a spreadsheet with automatic calculations} 

{Attach working spreadsheets detailing line item comparisons for partial or split awards or detailing the application of conditional discounts for multiple lots}.
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