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Expression of Interest (EOI) Submission- Standard Forms

Consultancy Firm for
Institutional Strengthening in Gender Mainstreaming (Phase 2)
I. TEMPLATE OF EOI Submission Letter
Location:………………………….

Date: ....................................

To:


The Manager Director
Jamaica Social Investment Fund
11 Oxford Road,
Kingston 5
Ladies/Gentlemen:

We, the undersigned, offer to provide the consulting services for 
_________________________________________________________________________________ 
in accordance with your Request for Expressions of Interest (EOI) notice dated ____________________________ and our EOI.  
We are hereby submitting our EOI as per the instructions provided.
We understand you are not bound to accept any EOI you receive.

Yours sincerely,

Authorized Signature:

Name and Title of Signatory:

Name of Firm:

Address:
Seal of the Firm:
Important Notice

The documents submitted herewith in response to the Request for Expression of Interest (EOI) must contain sufficient information to enable a comprehensive assessment of the firm to be carried out.  The information submitted will form the basis on which the scoring will be carried out and will determine the ranking of the firm or whether or not the firm is shortlisted. 
Additional documents or forms may be submitted in response to this request for Expression of Interest (EOI).
II. Description of the Firm
1. Information of Firm
	FIRM      

	Name of the Firm:

	Address:

	Telephone No.:

	Fax No.:

	Email:

	Date of Registration:

	Type of firm:

	TCC No.:

	Contact Person:

	Name: 

	Designation:


2. Legal Documents

For verification purposes the firm shall submit:
· Copies of company’s registration documents and 

· Valid Tax Compliance Certificate 

NB. Overseas Firms are not required to submit a TCC with the EOI, however, if recommended for award of contract, will be required to submit same before contract award.
3. Company Profile and Organization Structure 
Provide a brief (two pages) description of the background and organization of your firm/entity and each associate for this assignment. In this section the Firm shall also provide the following information:
· Brief company profile covering its:

· Objectives, 
· Working areas, 
· General experience
· Organization structure.

· Include Company profile (if available)

· To be completed using [Form TECH 2 (a)]
4. Human Resources Available with the Firm 

· Provide the Firm’s Organisational Chart. The firm/s shall provide information about professional staff that is available to the firm and who form a part of the organization structure of the firm; NO CVs are required to be submitted at this stage. Staff will not be evaluated on an individual key expert basis at this stage.
	Name of Staff
	Position
	Qualification
	Years of Experience

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


III. Experience of the Firm
4. Information Regarding Experience of the Firm/s

1. Specific Experience of the Firm: (To be inserted as outlined in the Terms of Reference)

2. To be completed using [Form TECH 2 (b)]
Summary 

	Name of  Project/ Location
	Client Name and Address
	Start Date
	Completion Date
	Description of work

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


IV. Evaluation Criteria & Sub-Criteria
6. Evaluation Criteria & Sub-Criteria 

	Criteria, Sub-Criteria
	Weighting (Points)

	1. Experience Engaging Target Groups [Tech Form 2 (a)]
	20

	· Experience outlined engages all listed groups at the local and regional/international levels. (20 points)
· Experience outlined engages a half of the listed groups at the local level –(15 points)
· Experience outlined engages 1-2 of the listed groups at the local level – (10 points)

	

	2. Consultant’s General Experience [Tech Form 2 (b)]
	35

	General Experience in relevant sector [as per TOR]

· In operation and undertaking various types of evaluation consultancies and other related initiatives for more than eight (8) years (35 points)
· In operation and undertaking various types of evaluation consultancies and other related initiatives for five (5) to eight (8) years (25 points)
· In operation and undertaking various types of evaluation consultancies and other related initiatives for one (1) to four (4) years (15 points)
	

	3. Consultant’s Specific Experience [Tech Form 2 (b)]
	45

	Specific Experience of Firm 

· Undertaken more than five (5) similar assignments (i.e. gender based research, evaluation and action as outlined in TOR) – 45 points
· Undertaken between three (3) and five (5) similar assignments (i.e. gender based research, evaluation and action as outlined in TOR) – 35 points
· Undertaken between one (1) and two (2) similar assignments (i.e. gender based research, evaluation and action as outlined in TOR) – 25 points

	

	Total Points
	100

	Minimum Required Points to be Shortlisted
	70


Form TECH-2: Consultant’s Organization and Experience

A - Consultant’s Organization

[Provide here a brief (two pages) description of the background and organization of your firm/entity and each associate for this assignment.]

B - Consultant’s Experience

[Using the format below, provide information on each assignment for which your firm, and each associate for this assignment, was legally contracted either individually as a corporate entity or as one of the major companies within an association, for carrying out consulting services similar to the ones requested under this assignment. Use 20 pages.]

	Assignment name:


	Approx. value of the contract (in current US$ or Euro):



	Country:

Location within country:


	Duration of assignment (months):



	Name of Client:


	Total No of staff-months of the assignment:



	Address:


	Approx. value of the services provided by your firm under the contract (in current US$ or Euro):



	Start date (month/year):

Completion date (month/year):


	No of professional staff-months provided by associated Consultants:



	Name of associated Consultants, if any:


	Name of senior professional staff of your firm involved and functions performed (indicate most significant profiles such as Project Director/Coordinator, Team Leader):



	Narrative description of Project:



	Description of actual services provided by your staff within the assignment:




Firm’s Name:  
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