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February 10, 2022 

Request for Proposal (RFP) 

Subject RFP #: Field/217787/CSO Platforms/Firm Fixed Price/2022 

RFP Issue Date: February 10, 2022 

Terms of Reference / 
Specifications: 

Develop technology-based platforms to improve CSO networking and 
collaboration, facilitate strategic alliances and strengthen CSO-government 
relations. 

Project Strengthening Civic Advocacy and Local Engagement (SCALE) 

The Company Palladium International, LLC 

Country of Performance Nigeria 

Closing Date and Time February 25, 2022, 5.30pm WAT 

Contact Person Domini Madugu 

Details for Submission 
Submissions should be emailed to 
ngscale.procurement@thepalladiumgroup.com 

Thank you for your interest in the above procurement. As implementer for the Project, Palladium invites you 

to submit a proposal for the terms of reference below. Your proposal must be valid for the Validity Period. 

Please submit your proposal in accordance with the Details for Submission above by the Closing Date and 

Time. This RFP in no way obligates Palladium to award a contract nor does it commit Palladium to pay any 

cost incurred in the preparation and submission of a proposal. Palladium bears no responsibility for data 

errors resulting from transmission or conversion processes.  

I look forward to your response. If you have any queries, please do not hesitate to contact me at 

+234.802.307.6220 or by e-mail ngscale.procurement@thepalladiumgroup.com. 

 

 

Yours sincerely, 

 

 

 

SCALE Procurement Team 
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Terms and conditions 

1. Proposal Conditions 
By submitting a proposal, potential suppliers are bound by these 
terms and conditions. Potential suppliers must submit offers with all 
details provided in English and with prices quoted in a single 
currency.  
 
2. Proposal Lodgement  
The Company may grant extensions to the Closing Time at its 
discretion. The Company will not consider any quotes received after 
the Closing Time specified in the RFP unless the Company 
determines to do so otherwise at its sole discretion.  
 
3. Evaluation 
The Company may review all proposal to confirm compliance with 
this RFP and to determine the best proposal in the circumstances. 
 
4. Alterations  
The Company may decline to consider a proposal in which there are 
alterations, erasures, illegibility, ambiguity or incomplete details.  
 
5. The Company’s Rights   
The Company may, at its discretion, discontinue the RFP; decline to 
accept any proposal; terminate, extend or vary its selection process; 
decline to issue any contract; seek information or negotiate with any 
potential supplier that has not been invited to submit a proposal; 
satisfy its requirement separately from the RFP process; terminate 
negotiations at any time and commence negotiations with any other 
potential supplier; evaluate proposals as the Company sees 
appropriate (including with reference to information provided by the 
prospective supplier or from a third party); and negotiate with any 
one or more potential suppliers. 
 
6. Amendments and Queries  
The Company may amend, or clarify any aspect of the RFP prior to 
the RFP Closing Time by issuing an amendment to the RFP in the 
same manner as the original RFP was distributed. Such 
amendments or clarifications will, as far as is practicable be issued 
simultaneously to all parties.  
Any queries regarding this RFP should be directed to the Contact 
Person identified on the cover page of this RFP. 
 
7. Clarification  
The Company may, at any time prior to execution of a contract, seek 
clarification or additional information from, and enter into 
discussions and negotiations with, any or all potential suppliers in 
relation to their proposals. In doing so, the Company will not allow 
any potential supplier to substantially tailor or amend their proposal.  
 
8. Confidentiality  
In their proposal, potential suppliers must identify any aspects of 
their proposal that they consider should be kept confidential, with 
reasons. Potential suppliers should note that the Company will only 
agree to treat information as confidential in cases that it considers 
appropriate. In the absence of such an agreement, potential 
suppliers acknowledge that the Company has the right to disclose 
the information contained in their proposal.  
The potential supplier acknowledges that in the course of this RFP, 
it may become acquainted with or have access to the Company’s 
Confidential Information (including the existence and terms of this 
RFP and the TOR). It agrees to maintain the confidence of the 
Confidential Information and to prevent its unauthorised disclosure 
to any other person. If the potential supplier is required to disclose 
Confidential Information due to a relevant law or legal proceedings, 
it will provide reasonable notice of such disclosure to the Company. 
The parties agree that this obligation applies during the RFP and 
after the completion of the process. 
 
9. Alternatives  
Potential suppliers may submit proposals for alternative methods of 
addressing the Company’s requirement described in the RFP where 
the option to do so was stated in the RFP or agreed in writing with 
the Company prior to the RFP Closing Time. Potential suppliers are 
responsible for providing a sufficient level of detail about the 
alternative solution to enable its evaluation.  
 
10. Reference Material  
If the RFP references any other materials including, but not limited 
to, reports, plans, drawings, samples or other reference material, the 
potential supplier is responsible for obtaining the referenced material 
and considering it in framing their proposal. And provide it to the 
Company upon request. 

 
11. Price/Cost Basis 
Prices or costs quoted must show the tax exclusive price, the tax 
component and the tax inclusive price.  
The contract price, which must include any and all taxes, supplier 
charges and costs, will be the maximum price payable by the 
Company for the Goods and/or Services. 
 
12. Financial information  
If requested by the Company, potential suppliers must be able to 
demonstrate their financial stability and ability to remain viable as a 
provider of the Goods and/or Services over the term of any 
agreement.  
If requested by the Company, the potential supplier must promptly 
provide the Company with such information or documentation as the 
Company reasonably requires in order to evaluate the potential 
supplier’s financial stability.  
 
13. Referees  
The Company reserves the right to contact the potential supplier’s 
referees, or any other person, directly and without notifying the 
potential supplier.  
 
14. Conflict of interest  
Potential suppliers must notify the Company immediately if any 
actual, potential or perceived conflict of interest arises (a perceived 
conflict of interest is one in which a reasonable person would think 
that the person’s judgement and/or actions are likely to be 
compromised, whether due to a financial or personal interest 
(including those of family members) in the procurement or the 
Company).  
 
15. Inconsistencies  
If there is inconsistency between any of the parts of the RFP the 
following order of precedence shall apply:  

(a) these Terms and Conditions; 
(b) the first page of this RFP; and 
(c) the Schedule 

so that the provision in the higher ranked document will prevail to 
the extent of the inconsistency.  
 
16. Collusion and Unlawful Inducements  
Potential suppliers and their officers, employees, agents and 
advisors must not engage in any collusive, anti-competitive conduct 
or any other similar conduct with any other potential supplier or 
person or quote any unlawful inducements in relation to their 
proposal or the RFP process.  
Potential suppliers must disclose where proposals have been 
compiled with the assistance of current or former the Company 
employees (within the previous 9 months and who was substantially 
involved in the design, preparation, appraisal, review, and or daily 
management of this activity) and should note that this may exclude 
their proposal from consideration.  
Potential suppliers warrant that they have not provided or offered 
any payment, gift, item, hospitality or any other benefit to the 
Company, its employees, consultants, agents, subcontractors (or 
any other person involved in the decision-making process relating to 
this RFP) which could give arise to a perception of bribery or 
corruption in relation to the RFP or any other dealings between the 
parties. 
 
17. Jurisdiction 

This RFP shall be subject to the laws of the District of Columbia, 
United States of America. The language of the arbitration will be 
English.  
The Potential Supplier and the Company will use their best efforts to 
settle amicably any dispute, controversy, or claim arising out of, or 
relating to this RFP or the breach, termination, or invalidity thereof. 
If no agreeable settlement can be found, any dispute, controversy, 
or claim arising out of or relating to this RFP or the breach, 
termination, or invalidity thereof, shall be settled by mediation 
through the American Arbitration Association by filing a request for 
mediation with the AAA and the other party. The Parties will be 
bound by any arbitration award rendered as a result of such 
arbitration as the final adjudication of any such dispute. 
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Schedule - Terms of Reference 

Purpose 

SCALE seeks to develop two technology-based platforms to improve CSO networking and collaboration, 
facilitate strategic alliances and strengthen CSO-government relations. 
 
SCALE Nigeria is seeking two consultants or a professional services organization (Subcontractor) to design 
and develop: 

1. An effective and efficient National CSO Directory 
2. A CSO Management Information System 

Type of Contract: Firm Fixed Price 

Anticipated Contract Term: March 1, 2022 – August 31, 2022 (renewable) 

Company Information 

Palladium is a global leader in the design, development and delivery of Positive Impact — the intentional 
creation of enduring social and economic value. We work with corporations, governments, foundations, 
investors, communities, and civil society to formulate strategies and implement solutions that generate 
lasting social, environmental, and financial benefits. 
 
For the past 50 years, we have been making Positive Impact possible. With a team of more than 2,500 
employees operating in 90 plus countries and a global network of more than 35,000 technical experts, 
Palladium has improved - and is committed to continuing to improve - economies, societies and most 
importantly, people’s lives. 
 
Palladium is a child-safe organization, and screens applicants for suitability to work with children. We also 
provide equal employment to all participants and employees without regard to race, color, religion, gender, 
age, disability, sexual orientation, veteran, or marital status. 
 
Project 
 
The Nigeria Strengthening Civic Advocacy and Local Engagement (SCALE) project is a USAID-funded 5-year 
project (Oct 08, 2020 – Oct 07, 2025), implemented by Palladium in collaboration with the local resource 
partners. The objective of the project is to strengthen the financial, management and advocacy capacity of 
local Civil Society Organizations (CSOs) and Business Membership Organizations (BMOs) in Nigeria to create 
a more accountable, transparent, peaceful, and democratic Nigeria with more effective and efficient public 
service delivery. 
 
The SCALE project supports CSOs/BMOs across sectors with a basket of institutional, managerial, and 
advocacy capacity-building interventions aimed at advancing Nigerian CSO sustainability combined with 
targeted grants to advance mutually agreed upon priorities. The project is designed to enhance local civil 
society organizations’ ability to be positive and responsible change agents in Nigeria. 
 
The project has five main technical components: 1) Component One – Improve CSO organizational capacity, 
2) Component Two – Enhance capacity for CSO advocacy, collaboration, and management, 3) Component 
Three – Improve the policy and regulatory environment for civil society, 4) Component Four – Countering 
Trafficking in Persons (CTIP), and 5) Component Five – Sector strengthening and advocacy. 
 
Within the interventions of the project, SCALE seeks to develop two technology-based platforms to improve 
CSO networking and collaboration, facilitate strategic alliances and strengthen CSO-government relations. 

Timelines 

All proposal must be received by 5.30pm on Friday February 25, 2022.  
Late proposals will be considered at the discretion of Palladium.  
Proposal must remain valid for a minimum of 90 calendar days after the RFP deadline.  
The anticipated start date for the provision services is March 1, 2022. 

Scope of Work and Standards 
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Scope of work for activity 1. Data Gathering for the Management Information System (MIS) 
 
Phase 1: Understanding the needs for the Directory 
  

In collaboration with the SCALE’s Resource Partner, conduct a stakeholder assessment to 
understand the needs of civil society stakeholders. This activity is undertaken mainly by the SCALE’s 
Resource Partner, and the prospective applicant will play an associated role in this process and 
complement the process as necessary.  

 
Deliverable 1:  
Final Report, using the SCALE Resource Partner’s assessment as the basis, outlining all the 
interviews held with civil society actors, the report should include both transcripts and analysis of the 
interviews. It should demonstrate what are the current challenges of the CSOs/BMOs and what do 
stakeholders need to overcome them. The document should have a detailed analysis of how to 
overcome those challenges with the directory. 

 
Phase 2: Requirements gathering 

 
Conduct the detailed requirements needed to build the directory in collaboration with a SCALE’s 
local partner, include both the needs of civil society organizations and other stakeholders 
(government and donors). This activity is undertaken mainly by the SCALE’s Resource Partner, and 
the prospective applicant will play an associated role in this process and complement the process as 
necessary.  

 
Deliverable 2a: Requirements gathering plan 
If findings from the requirements gathering activity by the SCALE’s Resource Partner will need to be 
complemented by additional work, develop the requirements gathering plan. The plan should outline 
the process and schedule that will be undertaken to gather requirements, including the list of key 
stakeholders that will be interviewed during the requirements elicitation process. The plan will be 
signed off by project leadership before proceeding to implement the plan.  

  
Deliverable 2b: Technical specifications documentation  
The output of the requirements gathering process should be a detailed technical specification 
document that includes the functional and technical requirements for the system.  

 
Phase 3: Design and prototyping 
 

Propose a design interface and a prototype on the CSO directory based on the information collected 
from the civil society stakeholders in collaboration with a SCALE local partner. 
 
Deliverable 3a: Design Interface 
Based on the information collected from civil society and the requirements gathering, the 
consultant/subcontractor should develop a design interface for the directory. This design should 
account for two options. The first one, the directory being a product of itself. The second one, the 
directory being a module or part of the MIS (Activity 2) or any existing platform  

 
Deliverable 3b: Product prototypes 
Following validation and sign-off of the requirements analysis, the consultant/ subcontractor will 
produce two product prototypes for the CSO directory. If the requirements gathering process 
concludes that two products can be developed in conjunction as one product with two different user 
interfaces, the deliverable may be modified to only include one product prototype. The prototype may 
be presented in the preferred format of the subcontractor / consultant, however, must contain 
wireframes and storyboard for the major modules of the proposed product. 

 
Phase 4: Recommendations and action plan 
 

Based on the stakeholder engagement with civil society, the requirements gathering, and the 
design and prototype, the consultant/stakeholder should propose a recommendation on how to 
continue the process of development for the directory, either by developing a product of itself or 
merging it with the MIS (Activity 2). 
 

Deliverable 4a: Recommendations  
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The document should contain all recommendations for the directory based on all the information 
collected. The document should include an analysis of the best alternative, advantages, and 
disadvantages of developing the directory as a standalone product or as part of the MIS (Activity 2).  

 
Deliverable 4b: Action plan 
For both alternatives, the consultant/subcontractor should develop an action plan, with key activities, 
stakeholders, times, and milestones. 

 
On the second activity, to facilitate ongoing CSO access to proven capacity-strengthening tools, the 
project will work with stakeholders to assess the current/past platforms of Civil Society Management 
Information Systems including the SACE Management Information System (C3.6.1). In consultation 
with the relevant stakeholders, SCALE will recommend a platform to build upon the previous 
systems and to respond to the current and ongoing needs of the CSOs/BMOs for information and 
capacity strengthening tools. Considering the recommendations, the project will develop an action 
plan for design of the platform as well as a plan for self-sustainability of the platform. The action plan 
will guide the project efforts to build and institutionalize the platform. 

 
Scope of work for activity 2. Design the MIS 
 
Phase 1: Understanding the context  

 
Work with SCALE’s Resource Partner and complement, if necessary, their desk research and a 
stakeholder assessment to understand past and current initiatives in the CSO/BMO space related to 
Management Information Systems to improve coordination and collaboration with and between 
CSOs / BMOs. 

 
Deliverable 1a: Landscape assessment report 
Final Report, using the SCALE Resource Partner’s desk research & stakeholder assessment as the 
basis, outlining the understanding of existing initiatives and systems, including gaps and 
opportunities that can be used to design future initiatives. The document should detail advantages 
and disadvantages of previous initiatives and ways to improve the challenges these initiatives faced. 
The report should also detail technical details of any existing systems that may be adapted in the 
process of developing the MIS.  

 
Phase 2: Requirements gathering and product design  

 
Work with the SCALE’s Resource Partner and complement, if necessary, their findings from their 
requirements gathering process/ stakeholders’ interviews to determine the technical and functional 
requirements for the MIS. Based on the detailed requirements gathering, define what the desired 
Management Information System will be. Define the strategy for the prototyping and how many 
iterations will the process have. 

 
Deliverable 2a: Requirements gathering plan 
If findings from the requirements gathering activity by the SCALE’s Resource Partner will need to be 
complemented by additional work, develop the requirements gathering plan in close collaboration 
with the Resource Partner; the gathering plan should outline the process and schedule that will be 
undertaken to gather requirements, including the list of key stakeholders that will be interviewed 
during the requirements elicitation process. The plan will be signed off by project leadership before 
proceeding to implement the plan.  

  
Deliverable 2b: Technical specifications documentation  
The output of the requirements gathering process should be a detailed technical specification 
document that includes the functional and technical requirements for the system.  

 
Deliverable 2c: Product prototypes 
Following validation and sign-off of the requirements analysis, the consultant/subcontractor will 
produce two product prototypes for the MIS. If the stakeholder engagement with civil society (Activity 
1) and the requirements gathering process concludes that two products can be developed in 
conjunction as one product with two different user interfaces, the deliverable may be modified to only 
include one product prototype. The prototype may be presented in the preferred format of the 
subcontractor / consultant, however, must contain wireframes and storyboard for the major modules 
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of the proposed product. The prototype will include sustainability and revenue generating features 
such as learning events, business services for CSOs, job listings and ads. 

 
Phase 3: Software development of the agreed upon product 
 

Develop a detailed plan that translates the technical and functional specifications into a product 
roadmap and detailed work break down structure. Define the strategy for the prototyping and how 
many iterations will the process have. 

 
Deliverable 3a: Software development project plan 
Based on the requirement documentation produced in Phases 1 and 2, the subcontractor will 
develop a detailed project plan that breaks down the software requirements into a work structure to 
develop, test and refine the software. The plan will also detail the system architecture and the 
technologies that will be used in the software development process, in addition to infrastructure 
requirements, the plan will outline the software development methodology that will be used and 
accordingly agree upon checkpoints with project leadership to mark progress.  

 
Deliverable 3b: National CSOs Directory 
An effective and efficient National CSO Directory designed following user/stakeholder consultations 

 
Deliverable 3c: A Management Information System  
A Management Information System (MIS) to house CSO capacity-strengthening tools, that will take 
into consideration cost, connectivity, and other barriers to use. The platform will include self-guided 
diagnostics that identify learning resources to address specific needs.  

 
Deliverable 3d: Routine progress reports 
Based on the agreements in the project plan, the subcontractor will provide regular updates on 
progress, indicating any anticipated challenges in completion against agreed upon timelines.  

 
Deliverable 3e: User Acceptance Testing (UAT) report 
The subcontractor will conduct a UAT process with a sub-group of anticipated product users to 
ensure that product meets user needs. Following this session, the subcontractor should provide a 
document plan for refinements or improvements. 

 
Deliverable 3f: Technical documentation 
The subcontractor should provide the following documentation of the final product. 

1. Information system documentation including provide installation guides, database 

schema and entity relationship diagrams (ERDs) for the software 

2. Data dictionary 
3. Documentation of test cases and testing scripts 
4. Documented code and final code repository 

 
 

Phase 4: Training, maintenance, and sustainability 
 

In the final phase, the subcontractor will produce relevant training materials and user guides needed 
to run and maintain the system. The subcontractor will also develop a plan for maintenance and 
sustainability working with the project team to determine the long-term vision for maintaining the 
platform.  

 
Deliverable 4a: User guide and training materials 
The subcontractor will develop a user guide and subsequent training materials that can be used to 
train both users and administrators on the use of the system.  

 
 Deliverable 4b: Maintenance plan 

In conjunction with the project team, the subcontractor should develop a plan for how the software 
will be maintained and monitored. The plan should include providing user support, fixing minor 
software bugs, and monitoring system performance. The plan will include a training and capacity 
development plan focused on the relevant stakeholders both from SCALE and the CSO/BMOs 
space. The Plan should have a timeframe, milestones for each session, and a clear objective.  
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Deliverable 4c: Sustainability Plan 

The sustainability plan will consider varied funding sources and revenue generating features 

including the plan for transitioning. 

Minimum Eligibility Criteria 

SCALE is there for interested in receiving proposals from offeror who meet the following minimum eligibility 

criteria: 

 Companies or organizations whether for profit or not for profit, must be legally registered under the 
laws of the Federal Republic of Nigeria upon award of the subcontract. 

 Firms operated as commercial companies or other organizations and enterprises in which a foreign 
government or their agents or agencies have controlling interests are not eligible to apply. 

 Companies and organizations must have a local presence in Nigeria at the time of award of the 
subcontract. 

 Companies or organizations must complete Due Diligence Questionnaire if selected for Award within 
5 days (attach Due Diligence Questionnaire). 

 The Company must have a DUNS 1number or obtain one within 5 days of being notified of selection.  

 Companies or organizations must not be debarred, suspended, excluded or otherwise ineligible to 
receive US Federal funding. 

Consultants/Key Personnel must have these minimum qualifications: 

 University level degree in relevant field 

 Experience in systems and software development 

 Prior training and facilitation experience 

 Excellent written and spoken English skills 

Instructions to the Offerors 

The following items are required to be submitted as part of the proposal:  

Requirements of Individual Consultants 

 Cover letter 

 Technical Proposal & Management Approach 

 Cost Proposal 

 Tax Identification Number 

 Resume 

 Past Performance Information and Reference Information (Contact/Program Name etc) 

Requirements for Corporate Consultants 

 Cover letter 

 Technical Proposal & Management Approach 

 Cost Proposal 

 Certificates of incorporation 

 Certificate of tax registration 

 Personnel CVs 

 Experience Information/Capability Statement 

 

 

1 If an offeror does not have a DUNS and is unable to obtain one before the proposal submission deadline, a 
statement noting their intention to register for DUNS must be included in the document to be submitted which 
should explain why the registration for DUNS was not possible. Contact Dun and Bradstreet through this 
webform to obtain a DUN. Further guidance is available from Palladium on obtaining a DUNS upon request.  
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 Evidence of Contractor Responsibility:  Overview of Financial Resources, Licensing, Bank 

Guarantees, Credit History etc  

 Past Performance Information and Reference Information (Contact/Program Name etc) 

 Signed Certifications:  Terrorism, Anti-Kick Back, Debarment, Foreign Corrupt Practices Act 

Proposal must include these Documents: 

Individual Offeror 

1. Cover letter which will include the following information: 
o Name of offeror 
o Physical Office Address of offeror 
o Telephone Number of offeror 
o Email address of offeror 
o Official Bank account Information 
o Tax Identification Number (TIN) of offeror 

2. Technical Proposal 

a. Technical Approach, Methodology and Detailed Workplan. This part may not exceed 10 

pages. Offerors must describe their technical approach, including their overall training 

methodology for the SCALE team. It is Palladium’s preference to award the subcontract to a 

single organization that specializes in development of both software.  

b. Resume or Curriculum Vitae (CV) of offeror. 

3. Capabilities, Expertise and Past performance 

Offeror must include details that will demonstrate experience and technical ability to implement the 

technical approach and detailed workplan. In additions, three refences for similar work must be 

included, as well as contact information for the companies. Contact information must include at the 

minimum: 

 Name of point of contact at the reference company who can speak to the offeror’s 
performance. 

 Name and address of the company for which the work was performed 

 Email and phone number of the POC 

 Value of the contract. 

Palladium reserves the right to check additional references not provided by the offeror.  

4. Cost Proposal 

The proposed pricing is expected to fair, reasonable, allowable, allocable to ensure value for money. 

This shall also be subject to cost/price realism analysis. The cost proposal must be responsive to the 

RFP and will be evaluated based on reasonableness and accuracy of the cost in relation to the 

activities proposed in the technical proposal. All cost information must be expressed in Nigerian 

Naira. The cost proposal will be used to determine which proposal represents the best value and 

serves as a basis of negotiation before the award of the subcontract.  

Corporate offeror 

2. Cover letter which will include the following information: 
o Name of the company/organization  
o Type of company/organization 
o Physical Office Address of company/organization 
o Telephone Number of company/organizations 
o Email address of company/organization 
o Full names of members of the Board of Directors or/and legal representatives 
o DUNS 
o Official Bank account Information 
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o Other required attachments: 
a. Copy of registration or incorporation in the public registry, or equivalent documents from 

the government agency. 
b. Copy of company tax registration or equivalent document 
c. Copy of trade license or equivalent document 
d. Evidence of Offeror Responsibility, whereby the offeror certifies that it has the financial, 

technical, and managerial resources to complete the activity described in the SOW or 
the ability to obtain such resource. This statement is required USAID Federal Acquisition 
Regulations (FAR) 9.104.1.A. 

5. Technical Proposal 

c. Technical Approach, Methodology and Detailed Workplan. This part may not exceed 10 

pages. Offerors must describe their technical approach, including their overall training 

methodology for the SCALE team. It is Palladium’s preference to award the subcontract to a 

single organization that specializes in development of both software.  

d. Management, Key Personnel and staffing Plan. This part may not exceed 3 pages. CVs for 

proposed personnel must be included as an annex to the technical proposal and will not 

count against the page limit. Key personnel proposed must be discussed in this section. This 

will include why the proposed staff are best suited to achieve the objectives of the SOW.  

6. Capabilities, Expertise and Past performance 

This section must include the profile of the company. Offeror must include details that will 

demonstrate experience and technical ability to implement the technical approach and detailed 

workplan. In additions, three refences for similar work must be included, as well as contact 

information for the companies. Contact information must include at the minimum: 

 Name of point of contact at the reference company who can speak to the offeror’s 
performance. 

 Name and address of the company for which the work was performed 

 Email and phone number of the POC 

 Value of the contract. 

Palladium reserves the right to check additional references not provided by the offeror.  

7. Cost Proposal 

The proposed pricing is expected to fair, reasonable, allowable, allocable to ensure value for money. 

This shall also be subject to cost/price realism analysis. The cost proposal must be responsive to the 

RFP and will be evaluated based on reasonableness and accuracy of the cost in relation to the 

activities proposed in the technical proposal. All cost information must be expressed in Nigerian 

Naira. The cost proposal will be used to determine which proposal represents the best value and 

serves as a basis of negotiation before the award of the subcontract. 

The cost proposal should be sent as a separate file and not included in the same folder as the 

technical proposal. 

Evaluation and Award Process 

In line with USAID FAR 15.1010, the RFP will use the Best Value Trade-off Procurement process to determine 

best value. That means that each proposal will be evaluated and scored against evaluations criteria and 

evaluation sub criteria which are stated in the table below. Costs proposals are not assigned points, but for 

overall evaluation purposes of this RFP, technical evaluation factors other than costs, when combined, are 

considered significantly more important that cost factors. If technical scores are determined to be equal, cost 

will become the determining factor. Cost will primarily be evaluated for realism and reasonableness. A 

subcontract will be awarded to the offeror whose proposal responds to the requirement of the SOW and offers 

best value to Palladium and the SCALE project. Palladium may award the subcontract to the higher prices 

offeror if it is determined that the higher technical evaluation of the offeror merits the additional cost/price.  
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In evaluating the proposals, Palladium will use the following Criteria and sub criteria: 

EVALUATION 
CRITERIA 

SUB CRITERIA SCORE 

Technical Approach, 
methodology and 
Detailed workplan  

Technical Know-how – does the proposal clearly explain, understand, and 
respond to the objectives of the project as stated in the scope of work? 

10% 

Approach and Methodology – does the proposed approach and methodology 
include a detailed workplan, timelines and does it fulfil the requirements of 
executing the scope of work effectively and efficiently? 

10% 

Sector Knowledge – does the proposal demonstrate adequate knowledge 
related to the industry as required by the Scope of Work? 

10% 

Management Key 
Personnel and staffing 
plan 

Personnel Qualification – Do the proposed team members have the 
necessary experience and capabilities to carry out the Scope of Work? 

40% 

Corporate Capabilities, 
Experience and Past 
performance 

Company Background and Experience – Does the company have the 
experience relevant to execute the scope of work?  

15% 

References – how satisfied with the pervious contracts of a similar nature 
have the company’s current or previous clients been? 

15% 

Price Evaluation points will not be awarded for cost. 0% 

Total  100% 

Palladium reserves the right to award under this solicitation without further negotiations. The offerors are 

encouraged to offer their best terms and prices with the original submission. 

PROCUREMENT INTEGRITY AND ETHICS 

It is Palladium’s Policy that no gifts of any kind and of any value be exchanged between vendors/contractors 

and Palladium personnel. Discovery of the same will be grounds for disqualification of the vendor/contractor 

from participation in any Palladium’s procurements and may result in disciplinary actions against Palladium 

personnel involved in such discovered transactions.  

Attachments 

Please review the additional documentation and proposed contracts terms and conditions which should be 

given consideration when preparing your proposal. By submitting your bid, you will certify that that you agree 

with the contract terms and conditions as included in this solicitation and that all prices include all aspects of 

the required compliance with the terms and conditions of the proposed contract. 

2. Due diligence form(s) 

3. Business Partner Code of Conduct 

4. Copy of the Contract – blank with all the conditions including flow downs 

a. Individual 

b. Organization 

Any contract/purchase order resulting from this solicitation must be signed by both parties in order to be 

considered valid and in force. All costs associated with, but not limited to, production, preparation and/or 

delivery of goods or services, including deliveries, accepted by Palladium staff, without a fully executed (signed 

1. Past Performance Formats 

List all Appendices and attach (linked below): 
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by both parties) contract/purchase order, are at the vendor’s risk only. Palladium shall not pay for any costs, 

without limitation, associated with production, preparation or delivery of goods and/or services under this or 

any other contract/purchase order, which has not been signed by both parties.  

If your proposal is successful, you will be required to enter into the Company’s standard contract for the types 

of goods or services being provided. In the provision of the Goods and Services, you will be required to comply 

with the Company’s policies, including (without limitation) its Business Partner Code of Conduct and any 

relevant client terms and conditions. Potential suppliers must also comply with the Company’s Business 

Partner Code of Conduct in the submission of any proposals pursuant to this RFP. 

If you are bidding as part of a joint venture, partnership or similar, please make this clear in your submission. 

Likewise, if you propose to subcontract any part of the goods or services provision, then disclose this fact 

within your submission. The Company may require additional information from you and approval for 

subcontracting will not be automatic as subcontractors will be subject to Palladium’s Due Diligence process. 

 

 


