
 

 

REQUEST FOR PROPOSAL (RFP) 

ISSUE DATE: 6TH NOVEMBER 2023 

PROVISION OF CONSULTANCY SERVICES FOR THE DEVELOPMENT OF 

ARCHITECTURAL DESIGNS AND SUPERVISION OF REHABILITATION 

WORKS AT KARONGA POST OFFICE ONE STOP PUBLIC SERVICE 

DELIVERY CENTRE (OSPSDC) PROJECT  

PROCUREMENT REF: MACRA/IPDC/POST-KOSPSDC/2023/11/01 

 

1. Introduction 
 

The Malawi Government through the Malawi Communications Regulatory 
Authority (MACRA) has identified resources to cater for the establishment 
of the Karonga Post Office One Stop Public Service Delivery Centre 

(OSPSDC) Project. The Authority therefore intends to use part of the funds 
for eligible payments under the contract for the provision of consultancy 

services for the Development of Architectural Designs and Supervision of 
Rehabilitation Works at the Karonga Post Office One Stop Public Service 
Delivery Centre (OSPSDC) Project to be implemented during the 2023-

2024 Financial Year. 
 

2. Objective of the Consultancy 

 
The main objective consultancy assignment is the establishment of the 

Karonga Post Office One Stop Public Service Delivery Centre. 
 
 2.1 SPECIFIC OBJECTIVES 

 
 Most specifically, the consultancy services will aim at achieving the  

  following: 
 

• Development of architectural and/or structural designs for the 
Karonga Post Office ( OSPSDC). 



• Preparation of bidding document to facilitate the identification of a 
successful contractor for the project 

• Conduct the entire project supervision of rehabilitation works for the 
Karonga One Stop Service Delivery Centre (OSPSDC) 

• Undertake certification of works in accordance with the agreed scope 
of work. 

• Conduct project close-out upon completion of the project. 
 
3. SCOPE OF SERVICES FOR THE ASSIGNMENT 

 

The consultant will perform all the services necessary to enable the 
Government of the Republic of Malawi through MACRA to award the 

contract to the competent contractor(s) following a competitive tendering 
procedure including: - 
 

i. Development of architectural and/or engineering designs for 
the rehabilitation works of Karonga Post Office –(OSPSDC).  

 
ii. Inception of the project through comprehensive inspection 

analysis, collection of data, and interviews with relevant 

stakeholders. 
 

iii. Incorporate advice and comments from the client.  

 
iv. Survey and testing of materials where necessary. 

 
v. Preparing tender documentation incorporating all the 

requirements of the Malawi Government. 

 
vi. Preparing detailed Bills of Quantities (BOQ’s) and confidential 

cost estimates using the latest available cost information for 

similar projects in Malawi or any other information deemed 
necessary. 

 
vii. Conduct supervision of the rehabilitation and renovation 

works to completion. 

 

4. CONSULTANT QUALIFICATIONS AND EXPERIENCE 

 
The successful Consultants shall be required to undertake the assignment 

as a multi-disciplinary team comprising a Lead Consultant and two Key 
Experts as follows. 
 



The Lead Consultant shall be an Architect with relevant qualifications with 
a minimum of a master’s degree from a recognised institution. He shall 

have extensive proven experience as a team leader in multiple projects.  
The three (3) Key Experts shall have relevant qualifications with a 

minimum of bachelor’s degree from a recognized institution with extensive 
experience in quantity surveying, electrical engineering, and mechanical 
engineering. They shall not have less than (5) years of working on similar 

assignments and projects. The consultants must possess and submit the 
following. 
 

4.1 The Working Language 
 

The working language for the consultancy service shall be English. 
 

 

5. METHOD OF SELECTION 
 

The consultant shall be selected using the Quality and Cost Based Selection 
(QCBS) procedures and therefore Technical and Financial Proposals should be 
submitted separately from the financial proposal. 

 
    5.1 Technical Proposal 

The technical proposal shall take into consideration the following areas: 

 

• Firm profile including general qualifications and relevant experience 

of key staff who will directly be involved in carrying out this 

assignment as well as those of other partners. 

• Descriptions and details of similar assignments undertaken. 

• Ability to write concise analytical reports.  

• Excellent verbal and written communication skills. 

• Deliberate plans for transfer of knowledge/capacity building to key 

Client Project Team staff. 

5.2 Evaluation 
 

Evaluation shall be conducted in two stages combining both Technical and 

Financial Proposal  
 

5.2.1 Technical Proposal:  
 

This shall be an evaluation of how the technical details provided by the 

bidder match the technical requirements laid down in these TORs. 
Determination of the technical evaluation results shall be based on the 

following point rating. 



 SCORING CRITERIA  
 

Criteria 
Maximum 
Score  

1. General experience of the Consultant (as a firm) in 

providing relevant consultancy services 10 

2. Adequacy and quality of the proposed 

methodology, and work plan in responding to the 

Terms of Reference (TORs) are divided as follows 

45 Technical Approach and Methodology  30 

Work Plan 10  

Organization and staffing 5  

3. Qualifications of the key experts and team 

members for this Assignment 

(a) Team Leader (Lead Consultant)         10                                                                               

(b) Key staff members      20                                                                       
 

30  
4. Consultants’ comments on Terms of Reference 

(TOR's) 10 

5. Deliberate plans for knowledge transfer to MACRA 

(client) staff members  5 

Total 100 

 

Please note that the overall score shall be the combination of technical and 
financial proposals. The weighting will be 70% for the technical proposal and 

30% for the financial proposal. 
 
 16.1.2  Financial Proposal 

 
 The financial proposal shall take into consideration the price quoted by 

the consultants and shall constitute 30% of the total score. The financial 
 proposal shall provide details of professional fees as well as reimbursable  
 

6 LENGTH OF ASSIGNMENT 
  

It is estimated that the assignment will last approximately 120 days. It is 
acknowledged that the period of assignment might be adjusted depending on 
progress made and other factors beyond the control of the parties.  

7 OBLIGATION OF CONSULTANTS   

 



The successful Consultants are expected to discharge their responsibilities to 
the expected professional standards and integrity.  

8 CLIENT CONTRIBUTION AND CONTACT PERSON 

     
MACRA shall provide the successful Consultants with all relevant information 

pertaining to the assignment as well as provide support through a network of 
key stakeholders for the project. The contact person during the consultancy shall 
be the Director of Postal Services (DOP) for MACRA. 

PROPOSAL SUBMISSION 

Completed copies of proposals in sealed envelopes clearly marked “Provision of 

Consultancy Services for the Development of Architectural Designs and 
Supervision of Rehabilitation Works at Karonga Post Office One Stop Public 

Service Delivery Centre (OSPSDC) Project” should be submitted in two 
separate envelopes one marked "TECHNICAL PROPOSAL" and the other one 
marked "FINANCIAL PROPOSAL" and must be delivered to the following 

address: 

THE CHAIRPERSON 

Internal Procurement and Disposal Committee (IPDC), 

Malawi Communications Regulatory Authority (MACRA) 

1st Floor, Green Heritage House 

2 Khonje Close 

City Centre 

P.O. Box 30214 

LILONGWE 3 

207213 

E-mail: procurement@macra.mw  

9 PROPOSAL OPENING 

 
Opening of proposals shall take place in the Boardroom at MACRA Offices, in 
Area 3, Green Heritage House, P.O. Box 30214, Capital City Lilongwe 3 on 6th 

December 2023 at 10:00 hours and bidder’s representatives and the general 
public who wish to attend the ceremony are most welcome. MACRA is, however, 

mailto:%20procurement@macra.mw


not bound to accept the lowest or any proposal but reserves the right to exercise 
the choice of the lowest evaluated, substantially responsive proposal and can 

cancel the procurement proceedings at any stage. 


