


CONFIDENTIAL

PROCUREMENT PROCEDURES
Quick Reference Guide (QRG)

This guide has been designed to help bidders acquire a better understanding of the procurement procedures 

of the eco.business Fund Development Facility (EBF DF) when taking part in a tender process. For this reason, 

this guide does not substitute the Procurement Procedures document and should only be used as a 

supportive tool. Please always refer to the Procurement Procedures document when taking part in a tender 

process, as it details the requirements and specifications of the tender process. 
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01. INTRODUCTION TO THE 
ECO.BUSINESS FUND

The fund aims to promote business and consumption practices that 
contribute to biodiversity conservation, to the sustainable use of 
natural resources and to mitigate climate change and adapt to its 
impacts, in Latin America, the Caribbean, and sub-Saharan Africa.
The eco.Business fund pursues its mission by providing dedicated 

financing and technical assistance to financial institutions and 
businesses committed to environmental practices in unique 

ecological landscapes both in Latin America and sub-Saharan Africa. 
The fund focuses on sustainability in four economic sectors: 

agriculture and agri-processing, fishery and aquaculture, forestry, 
and tourism.
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02. PROCEDURE OVERVIEW
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EBF DF sends/publishes Terms of 
Reference (ToR), conditions of 
tender and contract, deadlines 
for submission and requests for 

clarification, and format 
requirements

Individual 
consultants/consultant 
firmsConsortia

Submission of Technical + 
Financial Proposal 

Review of submissions by 
the EBF DF 

Selection of the winning 
bidder and contract 

negotiations  

For more details please refer to the document Procurement Procedures.
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Four-step approach

1. Evaluation of the
Technical Proposal on
submission date. 
Quality evaluated under
award criteria. 

2. Interviews with the
short-listed candidates.

3. Evaluation of the
financial proposal for
bidders who obtained a 
mínimum of 60 points in 
Step 1 and 2. 

4. Selection of the
winning bidder. 
Contract negotiations. 

Evaluation and 
Remuneration

Submission of Tender 
via two separate           
e-mails:

1. Counterparty
Identification Sheet, and 
Technical Proposal

2. Financial Proposal 

Important: No 
information related to
the financial proposal is
to be included in the
Technical Proposal. 

Submission of Tender 
by the Consultant

Types of procurement:

- Open Tendering

- Selective Tendering 

- Single Sourcing 

Exceptions:

Fast-track procedure

Procurement by EBF 
DF

P
ro

cu
re

m
e

n
t 

P
ro

ce
d

u
re

 O
ve

rv
ie

w

02.  PROCEDURE OVERVIEW:
GENERAL STEPS

For more details please refer to the document Procurement Procedures.



03. INFORMATION ON TYPES OF PROCUREMENT PROCEDURES
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>200,000 USD

Open Tendering
Public, competitive tendering 
process allowing all interested 

parties to submit tenders. Tender 
notice published in an official 

procurement Journal, e.g. Devex
and on the DF Website.

75,000 – 200,000 
USD

Selective Tendering
EBF DF shortlists a number of 

candidates and approaches them 
with a Request for Proposals (RfP). 

<75,000 USD

Single Sourcing
EBF DF approaches a service 

provider with a track record in the 
geographical and technical area 

with the ToR and requests a 
technical and financial proposal. 



04. CONTENT OF TENDER: OVERVIEW
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 Email 1

Counterparty Information Sheet

(as Excel file)

Technical Proposal

(PDF)

Relevant Company Profile

Critical Analysis of the ToR

Proposed Concept

Team Composition (including 
CVs in EBF template)

Email 2 Financial Proposal Budget Template

For more details please refer to the document Procurement Procedures.
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I. 

Relevant Company/Consortium 
Profile 

II. 

Analysis of the ToR

III.

Proposed Concept

IV.

Qualification and Composition of the 
Team

Technical Proposal

04. CONTENT OF TENDER: TECHNICAL PROPOSAL

For more details please refer to the document Procurement Procedures.
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04. CONTENT OF TENDER: COUNTERPARTY INFORMATION SHEET AND 
FINANCIAL PROPOSAL

The Counterparty Information 
Sheet, CV Template and the 
Budget Template may be 
found/downloaded by scrolling 
down to the bottom of “The 
Development Facilities” tab on 
the eco.business Fund website. 

For more details please refer to the document Procurement Procedures.



05. TENDER EVALUATION: OVERVIEW

11 The quality of the Technical Proposal will be evaluated according to the 
award criteria listed under chapter 6 “Award Criteria” in the Procurement 
Procedures document. 

Prequalification - Evaluation of Technical Proposal

3 The financial proposal will only be opened for bidders who obtained a 
minimum of 60 points on their technical proposal (including interviews). 

Evaluation of the Financial Proposal

2 The results of the interview will be included in the tender evaluation.

Interviews with short-listed candidates

4
The number of points given for the financial proposal will be added to the 
number of points awarded for the technical proposal. The tender with the 
highest total number of points will be considered the winning tender.

Selection of the winning bidder and contract negotiations

5

3

For more details please refer to the document Procurement Procedures.



Financial Proposal: 

20 points

Quality of Technical 
Proposal: 

35 points

Qualification and 
Composition of the Team: 

45 points

05. TENDER EVALUATION: AWARD CRITERIA 

For more details please refer to the document Procurement Procedures.

Total: 100 points



The information in this document is marketing material and does not constitute investment, legal, tax or any other advice. It has been prepared without regard to the individual financial and other circumstances of 
persons who receive it. This document does not necessarily deal with every important topic or cover every aspect of the topics with which it deals.

The Funds mentioned in this presentation are specialized investment funds governed by Luxembourg law and are reserved for institutional, professional or other well-informed investors as defined by Luxembourg law. 
The issue documents or the assets held in the Funds have, however, not been approved or disapproved by any authority. The information given herein constitutes neither an offer nor a solicitation of any action based on 
it, nor does it constitute a commitment of the Fund to offer its shares and/or notes to any investor. No guarantee is given as to the completeness, timeliness or adequacy of the information provided herein. No investment 
may be made except upon the basis of the current issue documents of the Funds, which are obtainable free of charge from Finance in Motion GmbH (Carl-von-Noorden-Platz 5, 60596 Frankfurt, Germany).

All forward-looking statements have been compiled on a best efforts basis, taking into account multiple variables which may be subject to change, including, without limitation, exchange rates, general developments in 
banking markets and regulations, interest rate benchmarks, and others. Actual developments could differ from the expectations expressed in forward-looking statements. Past performance is not a reliable indicator of 
future results. Prices of shares and the income from them may fall or rise and investors may not get back the amount originally invested. Neither the Funds nor Finance in Motion GmbH are under no obligation to update 
or alter such forward-looking statements whether as a result of new information, future events, or otherwise.

Neither the Funds nor Finance in Motion GmbH nor any of their shareholders, directors, officers, employees, advisors or agents makes any representation or warranty or gives any undertaking of any kind, express or 
implied, or, to the extent permitted by applicable law, assumes any liability of any kind whatsoever, as to the timeliness, adequacy, correctness, completeness or suitability for any investor of any opinions, forecasts, 
projections, assumptions and any other information contained in, or otherwise in relation to, this document or assumes any undertaking to supplement any such information as further information becomes available or in 
light of changing circumstances. The content of this information is subject to change without prior notice.

Any views expressed in this document reflect the current views of the author(s) which do not necessarily correspond to the views of the Funds, their shareholders and/or their service providers. Views expressed may 
change without notice and may differ from views set out in other documents, including other research published by the Funds, their shareholders and/or their service providers.

These materials are not for distribution in the United States or to US Persons, except pursuant to available exemptions under the Securities Act of 1933 and the Securities Exchange Act of 1934. If these materials are 
distributed in the United States or to US Persons by Finance in Motion, such distribution will be in compliance with SEC Rule 15a-6.  Offers and sales to US Institutional Investors and US Major Institutional Investors, as 
these terms are defined in the SEC Rule 15a-6 and related interpretive guidance, are chaperoned by Global Alliance Securities, LLC (“GAS”), SEC-registered broker-dealer and FINRA member (web: 
www.globalalliancesecurities.com) in accordance with the requirements of SEC Rule 15a-6.

No liability for correctness, completeness, accuracy etc.

Not for distribution in or into Canada, Japan or Australia or to any person or in any other jurisdiction in which such distribution would be prohibited by applicable law.

© Finance in Motion GmbH 2019. All rights reserved.

DISCLAIMER
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