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Guidelines on  

Empanelment of External Evaluation Consultants 

 

1. Introduction 

Evaluation is a tool for evidence based improvement to the activities and 

policies of the department. The quality and credibility of evaluation work and 

the recommendations gets enhanced if the unbiased studies are carried out by 

professional external consultants. Forestry works are multifarious and 

distributed all over the state. There are many schemes and activities which 

need frequent monitoring and evaluation. It is imperative to identify and 

empanel sufficient number of external evaluation consultants for evaluating all 

of them regularly. Empanelment refers to this process of enrolling sufficient 

number of qualified external consultants with Karnataka Forest Department 

and periodically renewing their accreditation. It is a dynamic process of 

acquiring competent consultants from different backgrounds and adding to the 

existing pool and eliminating the weak. The objective is to engage the best 

available talent and to benefit from the professional wisdom of the experts.  

2. Organizational arrangement for empanelment  

There shall be a three member Empanelment Committee in the 

department. It is a standing committee responsible for undertaking the 

empanelment process every year as per the calendar and ensuring that the 

quality of the consultants empanelled is quite high.  Head of the Evaluation 

Wing shall be the convener for the committee and also the nodal officer for 

managing the empanelment work. Head of Working Plan and Research Wings 

shall be the members. Senior most among the two officers will act as the 

Chairperson. If any of these posts are vacant or if the officer concerned is not 

willing or if the members are junior in rank to the convener, the PCCF (Head of 

the Department) may nominate a suitable substitute(s). The nodal officer is 
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responsible for initiating and completing the empanelment process on time. 

He/she will be assisted by the officer/staff member next below him/her in the 

Evaluation Wing and he/she will report to the Chairperson.    

3. Standard timelines for empanelment 

Empanelment shall be an annual process. It should start in May and end 

by July. However, any change in these timings shall not invalidate the 

empanelment process. Minimum of one month time shall be given for 

submitting applications; one month for scrutiny of applications; and one 

month for verification of credentials and issuing the accreditation certificates.  

4. Overview of empanelment process 

Empanelment involves the following five stages:  

i. Issuing a public call to the consultants for expression of interest.  

ii. Receipt of applications in the prescribed format for empanelment. 

iii. Desk review of the applications and provisional short listing.   

iv. In-person presentation of credentials to the empanelment committee.  

v. Final short listing and notification of qualified consultants.  

5. Issuing a public call for expression of interest  

The annual empanelment process will begin with a call for expression of 

interest in prominent national and state newspapers (both English and 

Kannada) and other mass media in the format given at Annexure I. The call 

should specifically include the following details: 

5.1 Professional background  

Individuals are not entitled for empanelment. The following types of 

organizations are eligible to apply: 

i. Academic, research or scientific institutions owned fully or partly by 

government or recognized by any law in India. 
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ii. Centers for excellence recognized by any State or Central Government. 

iii. National or international consultant organizations registered in India 

under any law. 

iv. Any other organization deemed suitable by KFD. 

In the case of academic institutions, including universities, specific 

department/unit/ division or centre of excellence should apply independently 

for empanelment and not in the name of university/institution.  

5.2  Essential requirements  

The applicant organization should have: 

i. Been in existence for at least five preceding the application year.  

ii. A well equipped registered office in India.  

iii. Minimum of two qualified professional staff capable of undertaking 

independent studies and at least three supporting staff on pay rolls at 

least one year prior to the date of application.   

iv. Have conducted at least five evaluation, research or consultancy studies 

over the past five years using its own professional staff. 

v. Have an annual financial turnover of not less than Rs. 50 lakh per year.  

5.3 Disqualifications 

The following shall be considered as disqualification: 

i. The organization is political or denominational (affiliated to any political 

party or religion or committed to a specific ideology).  

ii. The organization or any of its key staff are blacklisted or covered by a 

declaration of ineligibility for corrupt practices by any public agency.  

iii. The organization is known to have been engaged in an activity that is 

prohibited by law in India and is facing a criminal case. 
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Any organization facing such a situation shall not be entitled to apply. If 

anyone gets empanelled without disclosing the facts, the accreditation is liable 

to be cancelled as soon as the matter is discovered and documented. 

5.4 Mandatory documents to be enclosed to the application 

Instructions to the empanelment applicants and the evaluation criteria 

shall be as given in annexure II (A) and (B). The applications should be 

submitted in the formats prescribed below: 

i. Covering letter to the application in the format given in Annexure III A. 

ii. Filled in application form as per the format prescribed in Annexure III B. 

iii. A demand draft for Rs. 1000/- towards the application processing fee.  

In addition, the applicant may attach any other documents which they 

intend to submit in support of the claims made in the application form. 

5.5. Last date for submission of applications 

The call should specify the last date and time by which the application 

should be received by the forest department. It should specify the address to 

which the application should be mailed. Mention also should be made if 

application is required to be made in soft or hard copy. 

6. Receipt of applications 

Duly filled applications along with the prescribed fee will be received by 

the nodal officer as per the announcement. Incomplete applications and 

applications received late shall be recorded separately and shall not be 

considered for empanelment.  

7. Desk review of applications 

Applications received will be entered in a separate inward register.  This 

shall be permanent register specific only for this purpose. They will be opened 

by the nodal officer after the closing date is over. Each application will be 
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subjected to a preliminary scrutiny to check if it is complete in all respects 

including the attachments and payment of prescribed empanelment fee. Those 

found to be in order will be desk appraised by the nodal officer based on the 

criteria given in table 1 below: 

Table 1: Criteria for desk review 

Item Criteria 
Max 
score 

Scoring criteria 

I 
Age of the applicant 
organization in India. 

5 
5 points if age is five years or more. Else 
disqualified for empanelment. 

II 

Staff expertise in Forestry 
and/or Natural Resources 
Management available with the 
Applicant on regular pay rolls.  

30 

Academic qualifications:  
a. 5 points for each Post Graduate and 3 
points for each Graduate in Forestry, 
Agriculture, Horticulture, Water 
Resources or any other Natural 
Resource Management sectors. Max of 
15 points for the item.  

b. Experience: 1 point for each year of 
evaluation or professional experience 
subject to a max of 5 points per eligible 
person listed in the application. Max of 
of 15 points for the item.  

III 

Cost of evaluation and research 
projects handled by the 
organization in the last five 
years in Forestry/Natural 
Resource Management sectors.   

25 
One point each for Rs.5 lakh worth of 
evaluation study subject to a max of 5 

points/study  

IV 
Project expertise available with 
the applicant: 

-- ------ 

a 

Natural Resources Management 
sectors: (Agriculture, 
Horticulture, Forestry, water 
resources, mines and minerals, 
etc). 

20 
5 points for each evaluation 

study/research/consultancy undertaken 

in each sector 

b 

Social sectors: (SC/ST welfare, 
backward classes and minority’s 
welfare, women and children, 
labor, youth etc).  

10 
5 points for each evaluation 

study/research/consultancy in any of 

these areas 

V 
Empanelment with public 
agencies. 

5 1 point for each empanelment.   

VI 
Familiarity with local language 
and culture among the 
consultants’ staff. 

5 
1 point for 10% staff knowing Kannada 
or belonging to Karnataka  

 TOTAL 100  
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Additional information or clarifications on any application necessary for 

desk appraisal may be sought from the applicants by phone or email by the 

nodal officer at the time of scrutiny and assessment. Appraisal work should be 

done personally by the nodal officer and shall not be delegated to his/her 

subordinates. Item-wise scores should be marked on the application itself. 

Total score should be mentioned in red ink at the top of each application 

clearly. After all the applications have been assessed and scored, they will be 

rearranged in the descending order of desk appraisal scores. Applicants who 

scored a total of 70 points will be shortlisted as potential candidates for 

empanelment. Their applications will be segregated and rearranged in the order 

of merit. The rest may be bundled and kept separately. A short communication 

may be sent to each one of them about their score in the format given in 

annexure IVA. Any one aggrieved by the score awarded is entitled see his/her 

scores on the application within seven days from the date of receiving 

intimation. Omissions and commissions if any in the scoring may be corrected 

on the spot by the nodal officer. However, no changes shall be allowed to be 

made to the contents of the application or to the attachment thereto at this 

stage. Based on the corrected score, the applicant’s status may be revised 

suitably. Desk review and assessment work should be completed within one 

month after the application dead line has closed. Applications of provisionally 

shortlisted candidates should be placed before Empanelment Committee along 

with a list by the convener.  

8. Review of desk appraisal report by the Empanelment Committee 

The Empanelment Committee shall examine the desk review scores of 

provisionally shortlisted candidates for the correctness. After the scores are 

confirmed, the Committee will announce the shortlisted candidates. Applicants 

whose score is confirmed as 70 points or above will be invited for in-person 

presentation of their organization’s credentials. Format for communication is 

given in annexure IVB. Applicants shall be given at least seven days notice for 

preparation and making the presentation.  
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9. In-person presentation of credentials to the Empanelment Committee 

This involves making of a brief power point presentation of three best 

evaluation studies undertaken by the organization in the last five years. 

Presentation is to be made by the chief of the organization or his deputy to the 

Empanelment Committee primarily on the items which are used as indicators 

for assessment. Presentation work shall not be outsourced to any person who 

is not a member or staff of the applicant organization. The Empanelment 

Committee may invite external experts of their choice to the presentation to 

assess the credentials of the applicant(s). Such invited members can only 

render advice to the committee. Hard copies of the presentation being made 

and the abstracts/executive summaries of the study reports being presented 

should be made available to the committee members and invitees by the 

applicant before the presentation begins. The presentation will be assessed by 

the committee collectively based on the criteria given in table 2 below: 

Table 2: Criteria for assessing in-person presentations of credentials 

Item Criteria 
Max 
score 

Scoring criteria 

I Title of study 1:  (Total 20)  

 
a. Is the study related directly to 
Forestry Sector? 

4 

If yes = 4; Otherwise = 0 

Items b, c, d and e will not be 
assessed if the score here = 0 

 
b. Whether the methodology 
followed can be considered 
appropriate? 

4 

Most appropriate = 4 

Reasonably appropriate = 3  

Somewhat appropriate  = 2 

Not at all appropriate = 1 

 

c. Whether the broad 
conclusions drawn and 
recommendations made are 
supported by the study data? 

4 

Strongly supported=4 

Reasonably well supported = 3 
Somewhat supported = 2 

Not at all supported =1 

 
d. Are the recommendations 
innovative and worthy of 
implementation? 

4 

Innovative & implementable = 4 

Innovative but not 
implementable = 3 

Not innovative but 
implementable = 2 

Neither innovative nor 
implementable = 1 
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e. Whether the study report 
complies with the ToR for the 
study? 

4 

Complies fully = 4 

Complies substantially = 3 

Complies somewhat = 2 

Does not comply = 1 

II Title of study 2:  (Total 20)  

 a. Is the study being presented 
relevant to other natural 
resources management? 

4 Criteria same as Ia above 

 b. Whether the methodology 
followed can be considered 
appropriate? 

4 Criteria same as Ib above 

 

c. Whether the broad 
conclusions drawn and 
recommendations made are 
supported by the study data? 

4 Criteria same as Ic above 

 
d. Are the recommendations 
innovative and worthy of 
implementation? 

4 Criteria same as Id above 

 
e. Whether the study report 
complies with the ToR set for 
the study? 

4 Criteria same as Ie above 

III Title of study 3:  (Total 20)  

 a. Is the study being presented 
relevant to social or 
development sector? 

4 Criteria same as Ia above 

 b. Whether the methodology 
followed can be considered 
appropriate? 

4 Criteria same as Ib above 

 

c. Whether the broad 
conclusions drawn and 
recommendations made are 
supported by the study data? 

4 Criteria same as Ic above 

 
d. Are the recommendations 
innovative and worthy of 
implementation? 

4 Criteria same as Id above 

 
e. Whether the study report 
complies with the ToR set for 
the study? 

4 Criteria same as Ie above 

IV 
Ability of the applicant to 
conduct high quality evaluation 
studies.  

20 
Excellent = 20; Very good = 16; 
Good = 12; Average = 8; poor = 
4 

V 
Quality of the final printed 
reports. 

10 
Excellent =10; Very good = 8; 
Good = 6; Average = 4; poor = 2 

VI Presentation skills. 10 Excellent =10; Very good = 8; 
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Good = 6; Average = 4; poor = 2 

 Total 100  

 

The Committee should award scores collectively at the end of each 

presentation. No appeals shall lie against the scores awarded by the committee. 

However, applicants are entitled to know their scores through a written 

application made to the convener within15 days after final results are declared.  

10. Finalizing and notifying the empanelled list 

After all the power point presentations are over, the committee will 

consolidate desk review and power point presentation scores and rearrange the 

applications in descending order of overall merit. Those who secured a total of 

160 points (or 80%) or above will be empanelled. The rest shall be rejected.  A 

notification listing the empanelled consultants shall be issued immediately. 

Format of the notification shall be as given in annexure IVC. A copy of the 

notification will be mailed to the successful applicants. A soft copy should be 

posted on the departmental website also. The list so notified will constitute the 

empanelled list of consultants of that year. Each successful applicant shall be 

given an accreditation number (containing the merit rank and the year) and a 

certificate. Format of the accreditation certificate shall be as given in annexure 

IVD. It shall be signed by all the members of Empanelment Committee. Details 

of empanelled consultants shall be entered in a permanent Register of 

Empanelled Consultants. Format of the register shall be as given in annexure 

IVE. Entering the details in this register and dispatching the certificates to the 

successful applicants completed the process of empanelment. Hearing the 

presentations and issuing of certificates shall be completed within 30 days by 

the Empanelment Committee.  
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11. Validity of empanelment, renewal, withdrawal etc 

Empanelment once done is valid for a period of three years unless 

terminated before hand in accordance with para 12 below. Since empanelment 

is an annual process with potential temporal variations, the empanelled list of 

consultants of any particular year will remain valid until the fourth year list 

enters the panel. No additional fee is to be paid by the consultants for the 

extended period. At any given point of time, the empanelment list can contain 

organizations which were selected across three consecutive years. Tenure of a 

consultant whose has undertaken a study but could not complete it before the 

end of empanelment period may be extended temporarily on payment of 

empanelment fee.  But the same will end as soon as the study comes to an end. 

After the completion of initial empanelment period, all consultants who 

participated sincerely in at least one evaluation bid every year during the 

empanelment period are entitled to apply for renewal during the third year of 

their empanelment. This condition also applies for those who reapply after 

previous accreditation has expired. Those who do not comply with this 

condition shall not be entitled to reapply for another term. However, this 

condition may be relaxed by the nodal officer if there are genuine reasons for 

not participating in the bids. Those who were disqualified or de-empanelled as 

per para 12 are barred from submitting fresh application in their own name or 

in any other name. The procedure for renewal is same as the original 

application for empanelment.  

Any empanelled organization/agency may withdraw from the panel at any 

time by giving one month’s advance notice in writing to the nodal officer. 

However, withdrawal is not permitted if they have taken up any study which is 

not yet complete. Consultants who did not qualify in the previous attempts or 

those who voluntarily withdrew from KFD panel earlier can re-apply at the next 

available opportunity. 
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12. De-empanelment 

KFD reserves the right to de-empanel (remove from its empanelment list) any 

consultant if they: 

i. Fail to display professionalism in their work. 

ii. Indulge in corrupt or fraudulent practices. 

iii. Fail to observe the basic evaluation ethics.  

iv. Fail to complete the assignments on time.  

v. Indulge in plagiarism. 

vi. Accept any inducements/gratification/freebies for showing undue 

favor to anyone connected with the study.  

vii. Bring discredit to KFD by their deeds or acts.  

viii. Abuse the data/information/report in their custody. 

ix. Found to have made false/incorrect declarations. 

x. Convicted by courts for violation of any law. 

xi. Face liquidation or declared as bankrupt/insolvent. 

xii. Undergone major structural changes that impair evaluation functions. 

xiii. Black listed or declared in-eligible by any government agency.  

xiv. Abuse the empanelment status for wrongful gains. 

xv. Any other reasons deemed fit by KFD 

Prima facie evidence which comes to the notice or knowledge of the nodal 

officer is sufficient for initiating action. In all such cases, the consultant 

concerned will be issued a notice, heard personally by the nodal officer and 

further action will be taken depending upon the strength of evidence provided 

by the consultant in his favor. If any question arises on interpretation of any of 

the above clause or words, the nodal officer reserves the right to do so in the 

best interest of the forest department. At his/her discretion, the nodal officer 

may also launch appropriate civil or criminal proceedings if the offence is of 

serious nature. Appeals if any on the decision of nodal officer shall lie to the 

PCCF and his/her decision shall be final and binding on both the parties.  
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13. Terms of empanelment 

Empanelment is subject to the following general terms and conditions. 

Specific terms will be governed by contract agreement if and when entered into. 

13.1 Key professional staff should get trained in KFD   

The purpose of empanelment is to pre-identify qualified external 

evaluators to undertake evaluation of forestry related activities so as to be able 

to generate high quality evaluation reports. Empanelled organizations/agencies 

are not expected to possess the technical knowledge and expertise in forestry 

which is a specialized subject matter. In view of this, KFD will organize brief 

training courses on forestry related evaluations to the key personnel of 

empanelled organizations every year. All the freshly empanelled consultants 

should depute their professional staff to the training program and familiarize 

themselves with the evaluation methodologies and procedures. Similarly, if 

there is turnover of designated key professional staff, the new members should 

get trained at the earliest opportunity.   

13.2 KFD to make evaluation offers to the empanelled consultants 

As and when an opportunity for an evaluation study arises, the 

department should normally make an open and transparent offer to all the 

empanelled consultants to undertake the assignment at competitive costs in 

accordance with the Karnataka Transparency in Public Procurement Act, 1999 

and the rules there under. To facilitate this process, all the empanelled 

consultants should register themselves for participating in e-tenders as per the 

procedure prescribed by the state government. If the subject matter warrants 

that only consultants with a particular kind of professional background and 

experience are required to take up any assignment, the department may 

segment the empanelled consultants as per their requirement and make a 

limited offer only to such agencies. The department is free to extend such offers 

to empanelled consultants of Karnataka Evaluation Authority also. If no one 
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from the empanelled lists is considered suitable for a specific assignment, the 

department is free to engage consultants from the open market. Overall, the 

department is not under any obligation to provide or secure any assignment or 

contract in favor of the empanelled consultants. Empanelment does not 

guarantee that any or all empanelled consultants will be invited automatically 

to any evaluation bid(s), or be awarded any project/assignment as a 

consequence of empanelment. However, when offered, eligible empanelled 

consultants should participate in the bid(s) with sincerity.  

13.3 Consultants should endeavor to produce quality evaluation reports 

Evaluation is a joint venture of the Evaluation Wing of the forest 

department and the consultants. It is aimed at identifying the shortcomings in 

the existing programs/activities/policies and offering evidence based 

suggestions for improvement. KFD and the consultants should support each 

other for producing high quality evaluation reports. Evaluation/study reports 

produced are subject to the rigorous scrutiny by senior officers of KFD, KEA, 

state government and external professionals. Report quality should be such 

that it should stand its ground even under intense scrutiny.  

13.4 Declaring conflict of interest 

All empanelled consultants shall provide professional and objective 

services at all times, holding public interest paramount. If they face any 

conflict of interest between their personal, organizational and public interest 

objectives while working on a project, assignment or study, it should be 

notified to the nodal officer in writing at the earliest. In such cases he/she will 

make alternative arrangements. Failure to disclose conflict of interest may lead 

to termination of contract or de-empanelment of the consultant. 

13.5 Cooperation during an enquiry or inspection 

At any time during the empanelment process or period, or subsistence of 

a contract or thereafter, it becomes necessary for the department to carry out 
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any inspection, do a background check, audit the accounts, investigate any 

allegations, test check or recheck the data collected and processed data 

outputs, or take up any other checks that may be in public interest, the 

consultant shall cooperate fully and provide necessary assistance to the 

department. 

14. Miscellaneous  

Empanelment application and other documents should be preserved 

consultant-wise in separate dossiers which should be updated whenever any 

event happens with respect to that consultant. They should be maintained as 

permanent records till the consultant withdraws from empanelment 

permanently or has been removed from the list by the nodal officer as per para 

12 above or if there is a gap of five years in renewing the  accreditation.  

Empanelment does not entail master-servant or principal-agent 

relationship between the department and the consultants. The relationship is 

governed by the mutual written undertaking made in the course of 

empanelment process and the subsequent contracts. The relationship shall be 

cordial, mutually supportive and be in the public interest. 

_________ 
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Annexure - I 

 Call for Expression of Interest for Empanelment of Evaluation 

Consultants 

 

Notification No:A3/CCF/EVA/CR-01/2014-15  Date: 08/07/2014. 

 

Karnataka Forest Department (KFD) regularly undertakes evaluation of 

its activities, programs and policies. All evaluations are done through 

empanelled external evaluation consultants. Only organizations can be 

empanelled if they meet our specifications. Individual experts are not eligible. 

Interested organizations may submit their applications in the prescribed form.  

For further details and downloading of the application form please visit our 

website: http://www.aranya.gov.in. Last date for submitting application in 

hard copy is 5:30 PM on 07/08/2014. Applications received late will not be 

considered.  

 

                                               
 
                                                 

Chief Conservator of Forests (Evaluation) 
18th Cross, Malleshwaram 

Bangalore - 560003  
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Annexure – II 

Government of Karnataka 

KARNATAKA FOREST DEPARTMENT 

Malleshwaram 

Bangalore – 560003 

 

Dear Applicant, 

Greetings from the Karnataka Forest Department!  

Thank you for your interest in getting empanelled with Karnataka Forest 

Department as an external evaluator. You will find the format of application at 

annexure III. This letter is to familiarize you with the important instructions for 

submitting the application (see Part–A of this letter) and the appraisal criteria 

which will be used in evaluating your application (see Part–B of this letter).  For 

more information, you may refer to our Evaluation Manual posted on our 

website: http://www.aranya.gov.in.  Please read all the instructions before 

submitting your application form.  

Wishing you all the very best. We look forward to working with you. 

 

 

 Chief Conservator of Forests (Evaluation) 
18th Cross, Malleshwaram 

                                                            Bangalore - 560003 
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Part - A 

IMPORTANT INSTRUCTIONS TO EMPANELMENT APPLICANTS 

1. All the details indicated on the application are important. Some of them 

carry scores. Please furnish full details as required. Only completed 

application forms will be processed.  

 
2. Unless indicated otherwise, application must be submitted in hard copy and 
must be spiral bound along with all the enclosures except the demand draft. 
List of documents to be submitted include the following: 

 
i. A covering letter in the format given in Annexure III A. 

ii. Filled in application form in the format given in Annexure III B. 

iii. A demand draft for Rs. 1000/- towards the application processing fee, 

drawn in favor of Chief Conservator of Forests (Evaluation), Aranya 

Bhavan, Karnataka Forest Department, payable at Bangalore and 

iv. Any other documents that may be useful for the appraisal. 
 

3. Should we need any further information or clarification while processing 

your application, we will contact you. The same should be submitted within 

three days of our communication. Otherwise, your application will be 

disposed off as incomplete.  

 
4. Decision of the Empanelment Committee about assessment and scoring, 

short listing and empanelment shall be final and binding on the applicants. 

Canvassing in any form will attract disqualification. 

 
5. All the applicants will be informed of the outcome of empanelment process in 

about 100 days from the date of application. Follow up queries on 

empanelment status are discouraged. 

 
6. If any information furnished by the applicant has been found to be false at 

any time during or after the empanelment process, the empanelment is liable 

to be cancelled.   

 
7. Hard copy of completed application forms should be sent by REGISTERED 

POST to Chief Conservator of Forests (Evaluation), Aranya Bhavan, 18th 

Cross, Malleshwaram, Bangalore - 560003 so as to reach on or before the 

close of office hours on 07/08/2014. Applications received later will not be 

processed. 

********** 
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Part - B 

Criteria for Assessing the External Evaluation Consultants  

Please be aware that your application will be evaluated in two stages. 

Assessing your application will receive our best and impartial attention. In the 

first stage, there will be a desk review of your application for its completeness. 

If it is complete in all respects, based on its contents, you will be assessed for 

100 points using the following criteria: 

Table 1: Criteria for desk review 

Item Criteria 
Max 
score 

Scoring criteria 

I 
Age of the applicant organization in 
India. 

5 
5 points if age is five years or more. Else 
disqualified for empanelment. 

II 

Staff expertise in Forestry and/or 
Natural Resources Management 
available with the Applicant on 
regular pay rolls.  

30 

Academic qualifications:  
c. 5 points for each Post Graduate and 3 
points for each Graduate in Forestry, 
Agriculture, Horticulture, Water Resources 
or any other Natural Resource 
Management sectors. Max of 15 points for 
the item.  

d. Experience: 1 point for each year of 
evaluation or professional experience 
subject to a max of 5 points per eligible 
person listed in the application. Max of 15 
points for the item.  

III 

Cost of evaluation and research 
projects handled by the 
organization in the last five years in 
Forestry/Natural Resource 
Management sectors.   

25 
One point each for Rs.5 lakh worth of 
evaluation study subject to a max of 5 

points/study  

IV 
Project expertise available with the 
applicant: 

-- ------ 

a 

Natural Resources Management 
sectors: (Agriculture, Horticulture, 
Forestry, water resources, mines 

and minerals etc). 

20 
5 points for each evaluation 

study/research/consultancy undertaken in 

each sector 

b 

Social sectors: (SC/ST welfare, 
backward classes and minority’s 
welfare, women and children, labor, 

youth etc).  

10 
5 points for each evaluation 

study/research/consultancy in any of these 

areas 

V Empanelment with public agencies. 5 1 point for each empanelment.   

VI 
Familiarity with local language and 
culture among the consultants’ 
staff. 

5 
1 point for 10% staff knowing Kannada or 
belonging to Karnataka  

 TOTAL 100  
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If you secure not less than 70 points out of a total of 100 in the desk 

review, you will be invited to make an in-person presentation of the evaluation 

work your organization accomplished in the last five years. If you secure less 

than 70 points, your application will be rejected.  However, you will receive a 

communication about your exact score. If you so wish, you may seek an 

appointment with Chief Conservator of Forests (Evaluation), Aranya Bhavan, 

Malleshwaram, Bangalore-03. Office No: 080-23467613, E-mail: 

ccfeva@gmail.com to see the scores for yourself. If there are any errors, they 

will be rectified in your presence. However, please note that you will not be 

entitled to add any new text or additional documents to your application or 

take out any at this stage. If there is no improvement in the score, we advise 

you to improve your vita and apply next year. 

 If you qualify in the desk review stage, you will have an opportunity to 

show case your three best evaluation studies to the Empanelment Committee 

in the form of a power point presentation on the date and time intimated to you 

beforehand. It shall be made by the applicant or his permanent staff. It shall 

not be outsourced under any circumstances. Your in-person presentation will 

be assessed for 100 points based on on the criteria given in table 2 below: 

Table 2: Criteria for assessing in-person presentations of credentials 

Item Criteria Max score Scoring criteria 

I Title of study 1: (Total 20)  

 
a. Is the study related directly to 
Forestry Sector? 

4 

If yes = 4; Otherwise = 0 

Items b, c, d and e will not be 
assessed if the score here = 0 

 
b. Whether the methodology 
followed can be considered 
appropriate? 

4 

Most appropriate = 4 

Reasonably appropriate = 3  

Somewhat appropriate  = 2 

Not at all appropriate = 1 

 
c. Whether the broad conclusions 
drawn and recommendations made 
are supported by the study data? 

4 

Strongly supported=4 

Reasonably well supported = 3 
Somewhat supported = 2 

Not at all supported =1 

 
d. Are the recommendations 
innovative and worthy of 

4 
Innovative & implementable = 4 

Innovative but not implementable = 3 
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implementation? Not innovative but implementable = 2 

Neither innovative nor implementable 
= 1 

 
e. Whether the study report 
complies with the ToR for the 
study? 

4 

Complies fully = 4 

Complies substantially = 3 

Complies somewhat = 2 

Does not comply = 1 

II Title of study 2:  (Total 20)  

 a. Is the study being presented 
relevant to natural resources 
management sector? 

4 Criteria same as Ia above 

 b. Whether the methodology 
followed can be considered 
appropriate? 

4 Criteria same as Ib above 

 
c. Whether the broad conclusions 
drawn and recommendations made 
are supported by the study data? 

4 Criteria same as Ic above 

 
d. Are the recommendations 
innovative and worthy of 
implementation? 

4 Criteria same as Id above 

 
e. Whether the study report 
complies with the ToR set for the 
study? 

4 Criteria same as Ie above 

III Title of study 3:  (Total 20)  

 a. Is the study being presented 
relevant to social or development 
sector?  

4 Criteria same as Ia above 

 b. Whether the methodology 
followed can be considered 
appropriate? 

4 Criteria same as Ib above 

 
c. Whether the broad conclusions 
drawn and recommendations made 
are supported by the study data? 

4 Criteria same as Ic above 

 
d. Are the recommendations 
innovative and worthy of 
implementation? 

4 Criteria same as Id above 

 
e. Whether the study report 
complies with the ToR set for the 
study? 

4 Criteria same as Ie above 

IV 
Ability of the applicant to conduct 
high quality evaluation studies.  

20 
Excellent = 20; Very good = 16; Good 
= 12; Average = 8; poor = 4 

V Quality of the final printed reports. 10 
Excellent =10; Very good = 8; Good = 
6; Average = 4; poor = 2 

VI Presentation skills. 10 
Excellent =10; Very good = 8; Good = 
6; Average = 4; poor = 2 

 Total 100  
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Both desk review as well as the presentation scores will be added up. If 

the total score exceeds 160 points (80%), then you will be empanelled. A 

notification to this effect will be issued by the Empanelment Committee. You 

will also get an accreditation certificate from the Committee. If you secure less 

than 160 points, you will not be entitled for empanelment.  

The accreditation certificate entitles you to bid for the evaluation contracts 

in the forest department. Please note that empanelment does not give you any 

right to be given an evaluation study directly. All evaluation related contracts 

will be awarded as per the norms of Karnataka Transparency in Public 

Procurement Act, 1999 and rules made there under. But the department will 

seek to limit the participation of bidders through e-tenders to those who are 

already empanelled and found suitable for taking up specific studies. 

You might like to provide additional documentary proof in support of your 

organization’s qualifications and achievements. Please provide only the key 

documents as an annexure to the application. We advise you to spiral bind all 

your documents except the demand draft (which may be attached separately) 

and send us. Please do not attach any study reports with your application.  

Remember that truthfulness in the claims made will be valued highly. If it is 

found during the processing of your application or at a later date that any of 

your claims were factually incorrect, you will make yourself liable for de-

empanelment and also appropriate legal action. Therefore we advise you to stay 

to the point, make true and genuine claims and attach only key documents 

relevant to your claims in the application.  

Wishing you all the best. 

__________ 
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Annexure – III A 

Template of the Covering Letter to the Empanelment Application 

(To be printed on the letter head of the applicant organization) 

 

 

To, 

Chief Conservator of Forests (Evaluation), 
Aranya Bhavan,  
18th Cross, Malleshwaram,   
Bangalore - 560003. 

 

Dear Madam/Sir, 

 

Sub: Request for Empanelment as an External Evaluation 
Consultant  – reg 

Ref: Your ‘Call for Expression of Interest’ notification:  
____________________ dated _________ 

 

 

1. Having considered the call for expression of interest for empanelment as an 
External Consultant with Karnataka Forest Department (KFD) in the 
notification cited above, we declare that we fulfill the criteria prescribed 
therein. We are interested to empanel ourselves with KFD. Accordingly we 
submit our application herewith.  

 
2. We have read and understood the relevant terms and conditions and confirm 
that these are acceptable to us.  

 

3. We understand that KFD is not bound to short-list/accept any application 
received if it is not complete in all respects. 
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4. We understand that empanelment with KFD does not guarantee that we will 
be invited to bid for every project, or be awarded a project/ assignment 
applied for. 

 

5. Our offer for empanelment shall be valid for a period of 180 days from the 
closing date for submission of proposals. 

 

6. We shall fully cooperate with KFD and its representatives in their surveys 
and enquiries before and after the empanelment process. 

 

7. We hereby declare that neither our organization nor any of our key staff 
members are blacklisted or covered by a declaration of ineligibility for 
corrupt or fraudulent practices by any government agency. Our organization 
or any of the key staff are not facing any criminal cases in any court of law.  

 

8. We hereby declare that we are a non-political and non-denominational 
organization with no affiliation to any political parties or religion. 

 

9. We hereby declare that our application is made in good faith and the 
information contained is true and correct to the best of our knowledge and 
belief. We are aware that any misrepresentation will lead to our 
disqualification at any time. 

 

10. In case we are empanelled, we agree to abide by all the terms & conditions 
for empanelment as determined by KFD. 

 

 

                                                                                                                            
Sincerely, 

 

                                                                                                               
[Applicant’s signature] 

 

Name: _____________________________ 

Designation: _______________________ 

Date: ___________                                                             Office seal 
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Annexure III - B 

Application Form for Empanelment as an External Consultant in Karnataka Forest Department 

 

Sl 
no 

Item Particulars 
Supporting documents 

required 

Documents 
enclosed? 
Yes*/No 

A. General Information 

   I Head Office details --------   

a.  
Name, registered address and 
contact details of  Administrative 
Head quarters of the organization 

 None -------- 

b.  
Name and postal address of the  
Head of the organisation 

 None --------- 

c.  Type of organisation 
Society/trust/company/ 

Firm/university etc 
Self declaration  

d.  Year of establishment  None -------- 

e.  Registration details  
Certificate/self 
declaration 

 

f.  Whether public or private sector?  None -------- 

g.  Nature of activities undertaken  Self declaration -------- 

II Applicant organization details -------- None -------- 

1.  
Name of the applicant organization, 
postal address and contact details 

 None -------- 

2.  
Name, designation and contact 
details of the person heading the 
organization 

 None -------- 

3.  Year of establishment  None -------- 
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4.  Registration details if any  
Certificate/self 
declaration 

 

5.  
What is the primary objective of your 
organization? 

 Self declaration -------- 

6.  What are your major activities?  Self declaration -------- 

7.  What is your annual budget size?  Self declaration -------- 

8.  
How many employees are on the pay 
rolls of your organization? 

Management 
representatives........... 

Professional 
staff............... 

Supporting 
staff................. 

Self declaration -------- 

9.  
What is the geographical area of your 
consultancy operations? 

 Self declaration -------- 

10. 
What are your outstanding 
achievements in the last 5 years? 

 Self declaration -------- 

B. Information for assessing the organization 

1.  
Did you have a permanent office in 
Karnataka state in the last 5 years? 

Yes/No 
Copy of any relevant 
document or self 
declaration  

 

2.  
How many evaluation or research 
staffs are working with you on full 
time basis since last one year?  

(List) 

Signed profiles of 
professional staff 

employed for research/ 
evaluation 

 

3.  

Did you take up any evaluation 
studies for UN organizations/Govt of 
India/Govt of Karnataka or their 
agencies in the last 5 years? 

Yes/No 

If yes, list the number 
year-wise against each 

Self declaration  

 
a. Of the above studies, how many 

belong to natural resources 
management sectors: (e.g.: 

Names of the studies 
year-wise along with the 

cost) 

Copy of cover pages of 
the reports 
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Agriculture, Horticulture, 
Forestry, water resources, etc). 

 

b. Social sectors: (SC/ST welfare, 
backward classes and minority’s 
welfare, women and children, 
labor, youth etc).  

Names of the studies 
year-wise along with the 

cost) 

Copy of cover pages of 
the reports 

 

4.  
Please list three best evaluation 
studies from the list above for 
assessing your professionalism? 

(List) 
Copy of cover pages and 
executive summaries 

 

5.  
Are you empanelled by any UN/Govt 
of India or State Govt Departments 
or Agencies? 

Yes/No 

If yes, details 
Copy of empanelment 
certificate/letter 

 

6.  
What percentage of your experts is 
familiar with Kannada language and 
culture? 

 Self declaration -------- 

7.  
Details of application processing fee 
paid  

 DD for Rs. 1000/-  

* If documents are attached please give a serial number and quote the number in this column. 

 
I/We certified that the information furnished above is true and correct to the best of my knowledge 
and belief. Please empanel our organization as an External Consultant for taking up evaluation studies 
and inform us early.                                                                                                                           
 
Signature: ________________________                                               Name:  ____________________________ 
                                                                                                                                                                   
                                                                                                   Designation: _______________________ 

                                                                                                   Date:_____________________________              
Office stamp: ______________________ 
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Annexure – IVA 

Government of Karnataka 

KARNATAKA FOREST DEPARTMENT 

Malleshwaram 

Bangalore – 560003 

(Format for communication of low desk appraisal scores) 

No: ………………………….                                                       Date: ……………... 

Dear Applicant, 

Thank you for your interest in getting empanelled with Karnataka Forest 

Department as an external evaluator. We have carefully gone through the 

contents of your application and assessed your suitability using the prescribed 

norms. Your application secured a total score of ----- points against the total 

score of 100. As per the prevailing norms, organizations which secured a 

minimum of 70 alone are entitled to participate in further proceedings. I regret 

to inform you that we are not able to take your application forward. However, 

you have an opportunity to improve your credentials and respond to our next 

call for expression of interest. 

We wish you all the best in your future endeavors. 

 

Chief Conservator of Forests (Evaluation) 
Nodal Officer for Empanelment 
18th Cross, Malleshwaram 

                                    Bangalore - 560003 
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Annexure – IVB 

Government of Karnataka 

KARNATAKA FOREST DEPARTMENT 

Malleshwaram 

Bangalore – 560003 

(Format for extending the Invitation for presentation of credentials) 

No: ………………………….                                                       Date: ……………... 

Dear Applicant, 

Thank you for your interest in getting empanelled with Karnataka Forest 

Department as an external evaluation Consultant. I am to you inform you that 

your application has been desk reviewed and you have secured a total score of 

----- points against a max of 100 points. I am pleased to invite you to make an 

in-person presentation of your organization’s credentials at ------ (hours) on ----

-------- (date) at ---------------- (location). You are expected to make a brief power 

point presentation in about 30 minutes time to the members of Empanelment 

Committee about three best evaluation studies your organization conducted in 

the last five years. Your presentation will be assessed as per the criteria already 

communicated to you. The same is available at our website:  

http://www.aranya.gov.in also. You are requested to tailor your presentation 

accordingly. The presentation is to be made by the head of the organization or 

one of its staff members. It shall not be outsourced. If you do so, you will 

attract disqualification. Please also note that external experts have been invited 

to the presentation to assist the committee in judging the intrinsic value of 

your evaluation studies. They will be judged on merits. Please let me know if 

you need any assistance or clarifications.  

Our best wishes for a good presentation. 

  
 

Chief Conservator of Forests (Evaluation) 
Nodal Officer for Empanelment 
18th Cross, Malleshwaram 

                                    Bangalore - 560003 
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Annexure – IVC 

Government of Karnataka 

EMPANELMENT COMMITTEE 

KARNATAKA FOREST DEPARTMENT 

18th Cross, Malleshwaram 

Bangalore – 560003 

Form of Notification for Empanelment of External Consultants 

Notification 

No: ………….................                                                       Date: ……………… 

This is to place on record that the following organizations who have 

applied for empanelment as external evaluators in Karnataka Forest 

Department in the ----- (year) have been assessed as per the norms prescribed 

by the department and found suitable: 

1. __________________________ 

2. __________________________ 

3. __________________________ 

4. __________________________ 

5. __________________________ 

6. __________________________ 

7. Contd…. (insert as many rows as necessary) 

 

Accordingly, the Empanelment Committee hereby declares the above 

organizations as external evaluation consultants of Karnataka Forest 

Department for the period ------------ (three years). They will be issued 

accreditation certificates individually in due course.   

 

   

Convener Member Chairperson 

Office seal Office seal Office seal 
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Annexure – IVD 

Accreditation No: (Format for Accreditation Certificate) Date: 

 

Government of Karnataka 

EMPANELMENT COMMITTEE 

KARNATAKA FOREST DEPARTMENT 

Arnaya Bhavan,  

18th Cross, Malleshwaram 

Bangalore – 560003 

 

This is to certify that M/S _____________________________________________________________________________ 

______________________________________________________________ has been recognized as an external evaluator 

of the Karnataka Forest Department for the period ___________ (three years). Terms of accreditation are 

furnished overleaf. 

   

Convener Member Chairperson 

Office seal Office seal Office seal 
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Terms of Accreditation 

 

1. Empanelment is subject to the General Terms of Empanelment contained in the Karnataka Forest 

Department’s Guidelines on Empanelment of External Evaluation Consultants. 

2. This accreditation is only for the purpose of inviting the consultant preferentially for participating 

in the bids for undertaking evaluation studies in Karnataka Forest Department at its discretion.  

3. Accreditation does not confer any right to get the contracts or assignment for undertaking work. 

Any such assignment will be awarded strictly in accordance with the Karnataka Transparency in 

Public Procurement Act, 1999 and the rules made there under.  

4. This accreditation is valid only for undertaking evaluation studies during the period of validity and 

not for any other work, assignment or contract. 

5. If and when an evaluation contract or assignment is awarded to the consultant organization, it 

shall be governed further by the terms of the contract/assignment. 

          ************ 
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Annexure – IVE 

Government of Karnataka 

EVALUATION WING 

KARNATAKA FOREST DEPARTMENT 

Malleshwaram 

Bangalore – 560003 

[Format for  

Permanent Register of Accredited External Evaluation Consultants] 

 

1. Accreditation No: ______    Date Accredited: ________ 

2. Name and address of the organization: 

3. Name, designation and contract details of the person heading the 

organization: 

4. Period of accreditation: 

5. Domain expertise: 

6. Score secured in desk review:  

7. Score secured in the presentation: 

8. Total score: 

9. Details of participation in the evaluation bids: 

Sl no Month & Year Name of the study Bid results 

    

    

10. List of studies undertaken: 

Sl no Month & Year Name of the study Cost Quality rating 

     

     

11. Renewal details: 

12. Other general comments if any: 

-o0o- 


