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What is the purpose of an Invitation to Tender?
The Invitation to Tender is a procedure organised by the Maîtrise d’Ouvrage (MOA) of a project with the aim of selecting the service provider who offers the services and expertise best suited to its needs at the most competitive rates.
An Invitation to Tender is a competition and subcontractors must therefore endeavour to propose an offer representing the best value for money for the contractor’s needs.

An effective tendering process should consist of the following:
· Requirements which are fully and clearly elicited in the Terms of Reference (TOR). The TOR are the chance for contractors to ask themselves the question: what exactly is it that I want? The TOR provide sub-contractors with the essential information they need to prepare a quotation and a relevant and realistic proposal and to give undertakings which they are able to respect
· Objectives which are reflected in the selection criteria and which illustrate clearly what is expected
· Consultation with a panel of appropriate candidates
Putting out to tender is mandatory for procurement
The accepted means of procurement for projects funded by AFD is the tendering process. Procedures involving mutual agreements can only be considered in exceptional circumstances, for example in emergency situations or where there is only one qualified service provider.

The Invitation to Tender is therefore the most common procedure for the procurement of services.
The different types of market and invitations to tender

There are 3 main types of market, for which the recommended types of invitations to tender differ:

· Construction markets
· Services markets
· Intellectual services markets
An Invitation to Tender can be:
- open: the ITT is published and widely broadcast, without a set limit on the number of candidates. Any service provider meeting the specified pre-requisites in the ITT dossier can  submit a proposal
- limited: the ITT is restricted to a short-list list of candidates who have been identified on the basis of a pre-selection phase via a Request for Expression of Interest
NB: it is possible for markets of a limited size to proceed with direct consultations with a list of candidates already identified as contractors of a high quality.

In all cases, the Invitation to Tender procedure must respect the local regulations in force.
You will find additional information on the procedures for Invitations to Tender, model documents and user guides at http://www.afd.fr/jahia/Jahia/lang/en/home/Entreprises/pid/1868
Invitations To Tender in intellectual services markets
For PRCC projects, the most common type of invitation to tender involves the services and intellectual services markets. An overview of the main phases of an invitation to tender in these markets is given below. 

	The stages in an invitation to tender for intellectual services markets, under the responsibility of the MOA
	The relevant documents
	Notice of Consent from AFD based on:

	1. The drawing up of a short-list, a standard procedure for services / intellectual services markets
	
	- the pre-selection method (Case 1 or 2)

	Case 1: Call for Expressions of Interest
	- Notice of pre-selection published on the AFD website and elsewhere
	- the results of the pre-selection (drawing up of the short-list)

	Case 2 : Direct consultation
	-
	- the short-list

	2. The preparation of the Invitation to Tender dossier, containing:

- the instructions for the sub-contractors
- the evaluation criteria for the tenders
- the Terms of Reference (TOR)

- the market model 
	- ITT dossier containing the elements specified on the left
Model documents are available at the AFD website


	- the completed ITT dossier


	3. The distribution of the ITT dossier

	The ITT dossier is sent to candidates on the short-list
	-

	4. The preparation and submitting of tenders by the sub-contractors who appear as candidates on the short-list
	Each sub-contractor submits a sealed bid prior to the deadline stipulated in the Invitation to Tender notice.

Any bid submitted late will be rejected without being opened.

	-

	5. The unsealing of the bids

	- Officially overseen unsealing of the bids
	-

	6. The assessment of the bids

	- Assessment report on the bids received
- Choice of the provisional recipient of the tender

	- the assessment report on the bids received and the choice of the provisional recipient of the tender


	7. The allocation of the tender

	- Informing the sub-contractor that their bid has been successful
- The proposed tender contract
	- the proposed tender contract before its signature


Comment: you are advised to adapt your remuneration scales according to the type of service provided:
· On the basis of a fixed tariff (subject to satisfactory results) for assessment studies
· On the basis of hours worked (with the necessary resources deployed) for technical assistance and project monitoring
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The issuing of notices of consent





The issuing of notices of consent by AFD is a pre-requisite for the disbursing of funds. They are issued in response to a formal request by post on the part of the Maîtrise d’Ouvrage, which encloses with its request the documents which require consent. 





Experience shows that, in order to save time, it is best to exchange emails regarding working documents, even if they remain incomplete. That way, the AFD can provide comments and ask for further information if necessary and the Maîtrise d’Ouvrage can incorporate those comments before initiating the formal procedure, which takes several days.








An Invitation to Tender  - the essentials





Definition: A regulated procedure for finding the best service provider at the best price for a need which is precisely identified





Organiser of the ITT: The Maîtrise d’Ouvrage of a project organises the ITT with a view to recruiting one or several service providers





 AFD confirms that ITT procedures have been respected by issuing a Notice of Consent at various stages of the ITT



















































































� For each type of market and all types of invitation to tender, agencies are advised to consult the Internal Procedure Manual, particularly documents R009 – Process for allocating tenders for the carrying out of projects funded by AFD and U008  - List of checkpoints for the process of allocating tenders.


� � HYPERLINK "http://www.afd.fr/jahia/Jahia/lang/en/home/Entreprises/pid/1869" ��http://www.afd.fr/jahia/Jahia/lang/en/home/Entreprises/pid/1869� 






