ANNEX D
Evaluation Criteria and Bid Submission Forms
Electrical distribution, earthing, testing and commissioning works - UNHCR Humanitarian Hub, Nyinyang 
1. How bids are evaluated
Bids are evaluated in three stages. Stages 1 and 2 are pass/fail: a bid must pass every criterion to proceed. Stage 3 compares the prices of the bids that passed.
	Stage
	What is checked
	Result

	1. Administrative
	Signed forms, licences, tax registration and eligibility (Section 3)
	Pass / Fail

	2. Technical
	Competency, experience, key personnel, method, safety, equipment and scope (Section 4)
	Pass / Fail

	3. Financial
	Arithmetic check and comparison of total prices (Section 6)
	Lowest compliant price



Each criterion is assessed only on the evidence listed for it. A criterion is passed when all of its "Pass if" conditions are met.
2. Documents to submit
Submit the following, and nothing more. Please number them as below.
	No.
	Document
	Used for

	1
	Bid Submission Form, signed and stamped (Appendix 1)
	A1, T7

	2
	Valid trade (business) licence and commercial registration certificate
	A2, T1

	3
	TIN certificate and VAT registration certificate (or written reason why VAT does not apply)
	A3

	4
	Valid Electrical Work Contractor competency certificate issued by the Ethiopian Petroleum and Energy Authority (any grade)
	T1

	5
	Experience Form (Appendix 2), with a completion certificate or client reference letter for each listed contract
	T2

	6
	Key Personnel Form (Appendix 3), with a signed CV and a copy of the qualification certificate for each person
	T3

	7
	Technical proposal, maximum 8 pages, with the headings listed under T4–T6
	T4, T5, T6

	8
	Annex B – Financial Offer and Bill of Quantities, every item priced, signed and stamped
	T7, Stage 3



Separate letters accepting the UNHCR General Conditions of Contract and UN Supplier Code of Conduct or the scope are not required: These declarations are included in the Bid Submission Form. Company brochures, awards and general recommendation letters are not evaluated.
3. Stage 1 – Mandatory Preliminary Administrative Criteria
	No.
	Criterion
	Pass if

	A1
	Bid Submission Form
	Appendix 1 is completed, signed by an authorised person and stamped, with every declaration confirmed.

	A2
	Legal registration
	The trade licence is valid at the bid deadline, and its field of business covers electrical installation or electrical contracting works.

	A3
	Tax registration
	TIN and VAT certificates (or a reason why VAT does not apply) are in the bidder's name.

	A4
	Eligibility
	The bidder is not on the UN Security Council Consolidated List, the World Bank debarment lists or the UNHCR/UN vendor sanctions lists. UNHCR checks this on UNGM; no document is needed beyond the declaration in Appendix 1.


4. Stage 2 – Technical Criteria
	No.
	Criterion
	Pass if
	Evidence

	T1
	Electrical competency
	The bidder holds a valid Electrical Work Contractor competency certificate (any grade) in its own name.
	Doc. 4

	T2
	Experience of the bidder
	(a) The bidder has been registered as a business for at least 3 years before the bid deadline; and (b) it has completed at least 2 contracts in the last 5 years for low-voltage electrical installation in buildings or compounds (cabling, distribution boards, lighting and/or earthing), each with a value of at least ETB 1,000,000.
	Doc. 2, Doc. 5

	T3
	Key personnel
	(a) One site supervisor with a BSc or Diploma (TVET Level IV or above) in electrical engineering or electrical technology and at least 3 years of experience in building electrical installation; and (b) at least two electricians, each with a TVET National Qualification (COC) at Level III or above in Building Electrical Installation, or a higher electrical qualification, and at least 2 years of installation experience.
	Doc. 6

	T4
	Method and programme
	The technical proposal covers the works in both compounds under the headings below, and includes a programme showing completion within 20 calendar days.
	Doc. 7

	T5
	Health and safety
	The technical proposal includes a site risk assessment that addresses all six topics listed below.
	Doc. 7

	T6
	Tools and test instruments
	The proposal lists the test instruments the bidder will bring, including at least: an insulation resistance tester, an earth resistance tester and an RCD / loop-impedance (multifunction) tester.
	Doc. 7

	T7
	Scope compliance
	The Bid Submission Form confirms the scope declarations, and Annex B prices labour and services only (except the duct supply in item B3), with every item priced and no conditions or deviations.
	Doc. 1, Doc. 8


Rules that apply to T2 (experience)
1. Only experience of the bidding legal entity, with the same TIN and registration as the bid, is counted.
1. Experience of a former or related company is counted only if the bidder provides an official document of legal continuity: a Trade Bureau record of a name change, conversion or merger, or a registered transfer of the business. Common ownership or the same manager is not sufficient.
1. Each contract must be supported by a completion certificate or a client letter that states the client, scope, value and completion date. Contracts that are only awarded, ongoing or terminated are not counted.
1. Supply-only contracts and solar, telecom or water works without building electrical installation do not count as comparable.
Rules that apply to T3 (key personnel)
1. Each CV must be signed by the person and state their availability for this contract.
1. Short safety-training certificates do not count as a trade qualification.
1. Names listed in the Key Personnel Form are the persons who will work on site. Any replacement after award needs equal or better qualifications and UNHCR's written approval.
Headings required in the technical proposal (T4, T5, T6)
1. Method of work, covering both compounds: site verification and survey; trenching and ducts; cables and boards; prefab installation; lighting; AC supplies, timers and fans; pump and incinerator circuits; earthing; testing and handover.
1. Programme: a simple bar chart of the 30 calendar days, showing both compounds.
1. Coordination: how the bidder will coordinate with the hybrid-system installer at the 250 A board and the main earthing bar (Annex A, Section 6).
1. Risk assessment, covering: (1) electrical isolation and lock-out/tag-out; (2) excavation and existing services; (3) work at height; (4) fire; (5) testing and energisation; (6) PPE and first aid.
1. Test instruments and key tools that the bidder will bring to site.
5. Clarifications
1. UNHCR may ask a bidder to clarify its bid or to provide a missing copy of a document that existed before the bid deadline, such as a certificate or a completion letter.
1. A clarification cannot change the price, the named personnel, the scope or the content of the technical proposal. A technical proposal or forms submitted for the first time after the deadline are not accepted.
1. Material deviations from the scope, the specifications or the conditions of contract cannot be corrected by clarification.
6. Stage 3 – Financial evaluation
1. UNHCR checks the arithmetic of Annex B. If the total of a line differs from quantity × unit rate, the unit rate prevails.
1. Financial offers shall be evaluated based on the total prices excluding and including VAT, as indicated in Annex B and Appendix 1 of Annex D.
1. A bid that prices UNHCR-supplied materials (Annex F) does not meet T7.
1. The contract is recommended for the technically compliant bid with the lowest evaluated price, subject to UNHCR approval.


Appendix 1 – Bid Submission Form
To: UNHCR Ethiopia, Supply Unit · RFQ 3912 (re-advertisement) – Electrical Distribution Works, Nyinyang
	Company name
	

	TIN
	

	Trade licence no. and expiry date
	

	Address
	

	Contact person, phone and e-mail
	

	Total offer price incl. VAT (ETB), from Annex B
	

	Offer validity (minimum 60 days from the bid deadline)
	



By signing this form, the bidder confirms each statement below (tick each box):
	☐
	We accept the UNHCR General Conditions of Contract for Civil Works (Annex G) without reservation.

	☐
	We have read and will comply with the UN Supplier Code of Conduct.

	☐
	We are not subject to any UN or UNHCR sanction, suspension or debarment, are not bankrupt, and have no undisclosed conflict of interest.

	☐
	We accept the scope, boundary and exclusions of Annex A, including that PV, hybrid-system and generator works are excluded.

	☐
	Our prices in Annex B cover labour, supervision, tools, test instruments, transport and the minor items listed in Annex A, Section 4. We have not priced any material listed in Annex F.

	☐
	We will complete the works within 30 calendar days of the agreed commencement date.

	☐
	The key personnel named in Appendix 3 are employed by or committed to us and will be available on site for this contract.

	☐
	All information and documents in this bid are true and complete. We understand that false information leads to rejection.



	Name and title of authorised person
	

	Signature and company stamp
	 
 
 

	Date
	




Appendix 2 – Experience Form (criterion T2)
List at least two completed contracts from the last 5 years for low-voltage electrical installation in buildings or compounds. Attach a completion certificate or client letter for each.
	No.
	Client and contact (phone/e-mail)
	Location and scope of electrical works
	Contract value (ETB)
	Start – completion (month/year)
	Evidence attached (page no.)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	



Year of the bidder's first registration (from the commercial registration certificate): ____________
If experience of a former or related company is claimed: attach the official document of legal continuity (Section 4, rules for T2).
Appendix 3 – Key Personnel Form (criterion T3)
	Position
	Full name
	Qualification (title, level, institution, year)
	Years of relevant experience
	Attached: signed CV and certificate (page no.)

	Site supervisor
	
	
	
	

	Electrician 1
	
	
	
	

	Electrician 2
	
	
	
	

	Electrician 3 (optional)
	
	
	
	



Minimum requirements: see criterion T3. Short safety-training certificates are not accepted as trade qualifications.


Appendix 4 – Evaluation Record (for UNHCR use)
Record PASS or FAIL for each criterion, with the document and page relied on.
	No.
	Criterion
	Bidder 1
	Bidder 2
	Bidder 3

	A1
	Bid Submission Form
	
	
	

	A2
	Legal registration
	
	
	

	A3
	Tax registration
	
	
	

	A4
	Eligibility (UNGM check)
	
	
	

	T1
	Electrical competency
	
	
	

	T2
	Experience of the bidder
	
	
	

	T3
	Key personnel
	
	
	

	T4
	Method and programme
	
	
	

	T5
	Health and safety
	
	
	

	T6
	Tools and test instruments
	
	
	

	T7
	Scope compliance
	
	
	

	Technically compliant (all PASS)?
	
	
	

	Total price incl. VAT (ETB)
	
	
	



Evaluated by (name, title, signature, date): ________________________________________________
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