ANNEX E: EVALUATION OF CONCEPT NOTES

The manner in which Concept Notes will be evaluated should be determined prior to issuing the Call for Expression of Interest. Concept Notes should be evaluated against the pre-defined criteria using an evaluation matrix. 

Scoring scales can be either qualitative or quantitative as determined most useful by the Committee. Often quantitative scales are easier to use, especially when determining the overall score for weighted criteria. Each criterion should be evaluated separately in order to come to a fully supported recommendation.

To assist UNHCR Offices in establishing scoring scale and evaluation matrices, samples are provided below.

Example 1: Sample generic scoring scale for all criteria being assessed

	Score
	Level
	Description

	3
	Excellent
	Partner has fully addressed criterion and exceeds the expectation and conforms to best practice.

	3
	Good
	Partner has adequately addressed criterion. 

	2
	Fair
	Partner has slight deviation from criterion. 

	1
	Weak
	A critical issue raises doubt as to partner’s qualification for criterion. A criterion is inadequately addressed. 


Example 2: Sample scoring scale specific to a criterion being assessed

	Scoring scale

Sector expertise and experience in relation to the Call for Expression of Interest

	Score
	Description

	0
	Not addressed or response not relevant

	1
	Limited applicability

	3
	Some applicability

	5
	Substantial or total applicability


Example 3: Sample criteria, level of importance (weight) and scoring scale established for a Call for Expression of Interest, Concept Review evaluation matrix (per assessor and total)

Concept Note Evaluation Matrix

	Criterion
	Weight
	
	Scoring scale

	Sector Expertise and Experience
	40%
	
	0
	Fails to Fit

	Project Management
	20%
	
	1
	Poor Fit

	Local experience, presence and community relations
	20%
	
	2
	Fair Fit

	
	
	
	3
	Good Fit

	Cost effectiveness
	20%
	
	4
	Very Good Fit

	
	
	
	5
	Excellent Fit

	
	
	
	
	


	Concept Note 1 Evaluation

	Name of partner: 

	Criterion
	Rating
	Weighted Score
	Notes

	Sector Expertise and Experience
	
	
	

	Project Management
	
	
	

	Local experience, presence and community relations
	
	
	

	Cost effectiveness
	
	
	

	                                Total weighted score
	


A table should be created for each Concept Note submitted.

	Combined Evaluations per Concept Note

	Name of partner: 

	
	Committee Member 1
	Committee Member 2
	Committee Member 3

	Criterion
	
	
	

	Sector Expertise and Experience
	
	
	

	Project Management
	
	
	

	Local experience, presence and community relations
	
	
	

	Cost effectiveness
	
	
	

	TOTAL
	
	
	


	Concept Note Evaluation Matrix

	
	Total rating by each Assessor

	
	Concept Note 1
	Concept Note 2
	Concept Note 3
	Concept Note 4

	Committee Member 1
	
	
	
	

	Committee Member 2
	
	
	
	

	Committee Member 3
	
	
	
	

	Average Rating
	
	
	
	


