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SECTION 2.  INSTRUCTIONS TO CONSULTANTS 

 
Definitions  a. ȰProcuring Entityȱ ÍÅÁÎÓ ÔÈe agency with which the selected 

Consultant signs the Contract for the Services. 

b. Ȱ#ÏÎÓÕÌÔÁÎÔȱ ÍÅÁÎÓ ÁÎÙ ÅÎÔÉÔÙ ÏÒ ÐÅÒÓÏÎ ÔÈÁÔ ÍÁÙ ÐÒÏÖÉÄÅ ÏÒ 
provides the Services to the Procuring Entity under the Contract. 

c. Ȱ#ÏÎÔÒÁÃÔȱ ÍÅÁÎÓ ÔÈÅ #ÏÎÔÒÁÃÔ ÓÉÇÎÅÄ ÂÙ ÔÈÅ 0ÁÒÔÉes and all the 
attached documents listed in its Clause 1, that is the General 
Conditions (GC), the Special Conditions (SC), and the Appendices. 

d. Ȱ$ÁÔÁ 3ÈÅÅÔȱ ÍÅÁÎÓ ÓÕÃÈ ÐÁÒÔ ÏÆ ÔÈÅ )ÎÓÔÒÕÃÔÉÏÎÓ ÔÏ #ÏÎÓÕÌÔÁÎÔÓ ÕÓÅÄ 
to reflect specific country and assignment conditions. 

e. Ȱ$ÁÙȱ ÍÅÁÎÓ ÃÁÌÅÎÄÁÒ ÄÁÙȢ 

f. Ȱ'ÏÖÅÒÎÍÅÎÔȱ ÍÅÁÎÓ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔ ÏÆ *ÁÍÁÉÃÁ 

g. Ȱ)ÎÓÔÒÕÃÔÉÏÎÓ ÔÏ #ÏÎÓÕÌÔÁÎÔÓȱ ɉ3ÅÃÔÉÏÎ ς ÏÆ ÔÈÅ 2&0Ɋ ÍÅÁÎÓ ÔÈÅ 
document which provides short-listed Consultants with all 
information needed to prepare their Proposals. 

h. Ȱ,/)ȱ (Section 1 of the RFP) means the Letter of Invitation being sent 
by the Procuring Entity to the short-listed Consultants. 

i. Ȱ0ÅÒÓÏÎÎÅÌȱ ÍÅÁÎÓ ÐÒÏÆÅÓÓÉÏÎÁÌÓ ÁÎÄ ÓÕÐÐÏÒÔ ÓÔÁÆÆ ÐÒÏÖÉÄÅÄ ÂÙ ÔÈÅ 
Consultant or by any Sub-Consultant and assigned to perform the 
SerÖÉÃÅÓ ÏÒ ÁÎÙ ÐÁÒÔ ÔÈÅÒÅÏÆȠ Ȱ&ÏÒÅÉÇÎ 0ÅÒÓÏÎÎÅÌȱ ÍÅÁÎÓ ÓÕÃÈ 
professionals and support staff who at the time of being so provided 
ÈÁÄ ÔÈÅÉÒ ÄÏÍÉÃÉÌÅ ÏÕÔÓÉÄÅ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙȠ Ȱ,ocal 
0ÅÒÓÏÎÎÅÌȱ ÍÅÁÎÓ ÓÕÃÈ ÐÒÏÆÅÓÓÉÏÎÁÌÓ ÁÎÄ ÓÕÐÐÏÒÔ ÓÔÁÆÆ ×ÈÏ ÁÔ ÔÈÅ 
time of being so provided had their domicile inside the GovÅÒÎÍÅÎÔȭÓ 
country. 

j. Ȱ0ÒÏÐÏÓÁÌȱ ÍÅÁÎÓ ÔÈÅ 4ÅÃÈÎÉÃÁÌ 0ÒÏÐÏÓÁÌ ÁÎÄ ÔÈÅ &ÉÎÁÎÃÉÁÌ 0Òoposal. 

k. Ȱ2&0ȱ ÍÅÁÎÓ ÔÈÅ 2ÅÑÕÅÓÔ &ÏÒ 0ÒÏÐÏÓÁÌ ÔÏ ÂÅ ÐÒÅÐÁÒÅÄ ÂÙ ÔÈÅ 
Procuring Entity for the selection of Consultants, based on the SRFP. 

l. Ȱ32&0ȱ ÍÅÁÎÓ ÔÈÅ 3ÔÁÎÄÁÒÄ 2ÅÑÕÅÓÔ ÆÏÒ 0ÒÏÐÏsals, which must be 
used by the Procuring Entity as a guide for the preparation of the 
RFP. 

m. Ȱ3ÅÒÖÉÃÅÓȱ ÍÅÁÎÓ ÔÈÅ ×ÏÒË ÔÏ ÂÅ ÐÅÒÆÏÒÍÅÄ ÂÙ ÔÈÅ #ÏÎÓÕÌÔÁÎÔ 
pursuant to the Contract. 

n. Ȱ3ÕÂ-#ÏÎÓÕÌÔÁÎÔȱ ÍÅÁns any person or entity to whom the 
Consultant subcontracts any part of the Services. 

o. Ȱ4ÅÒÍÓ ÏÆ 2ÅÆÅÒÅÎÃÅȱ ɉ4/2Ɋ ÍÅÁÎÓ ÔÈÅ ÄÏÃÕÍÅÎÔ ÉÎÃÌÕÄÅÄ ÉÎ ÔÈÅ 
RFP as Section 5 which explains the objectives, scope of work, 
activities, tasks to be performed, respective responsibilities of the 
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Procuring Entity and the Consultant, and expected results and 
deliverables of the assignment. 

1. Introduction  1.1 The Procuring Entity named in the Data Sheet will select a 
consulting firm/organization (the Consultant) from those listed 
in the Letter of Invitation, in accordance with the method of 
selection specified in the Data Sheet. 

1.2 The shortlisted Consultants are invited to submit a Technical 
Proposal and a Financial Proposal, or a Technical Proposal only, 
as specified in the Data Sheet, for consulting services required 
for the assignment named in the Data Sheet.  The Proposal will 
be the basis for contract negotiations and ultimately for a 
signed Contract with the selected Consultant. 

 1.3 Consultants should familiarize themselves with local conditions 
and take them into account in preparing their Proposals. 
Consultants should contact the Procuring EntityȭÓ 
representative named in the Data Sheet to obtain additional 
information . 

 1.4 The Procuring Entity will timely provid e at no cost to the 
Consultants the inputs and facilities specified in the Data Sheet, 
assist the firm in obtaining licenses and permits needed to carry 
out the services, and make available relevant project data and 
reports. 

1.5 Consultants shall bear all costs associated with the preparation 
and submission of their proposals and contract negotiation. The 
Procuring Entity is not bound to accept any proposal, and 
reserves the right to annul the selection process at any time 
prior to Contract award, without thereby incurring any liability 
to the Consultants. 

Conflict of  

Interest  

1.6 GOJ policy requires that Consultants provide professional, 
objective, and impartial advice and at all times hold the 
Procuring EntityȭÓ Énterests paramount, strictly avoid conflicts 
with other assignments or their own corporate interests and act 
without any consideration for future work. 

1.6.1 Without limitation on the generality of the foregoing, 
Consultants, and any of their affiliates, shall be 
considered to have a conflict of interest and shall not be 
recruited, under any of the circumstances set forth 
below: 

Conflicting 
activities  

(i)  A firm that has been engaged by the Procuring 
Entity to provide goods, works or services other 
than consulting services for a project, and any of 
its affiliates, shall be disqualified from providing 
consulting services related to those goods, 
works or services. Conversely, a firm hired to 
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provide consulting services for the preparation 
or implementation of a project, and any of its 
affiliates, shall be disqualified from 
subsequently providing goods or works or 
services other than consulting services resulting 
ÆÒÏÍ ÏÒ ÄÉÒÅÃÔÌÙ ÒÅÌÁÔÅÄ ÔÏ ÔÈÅ ÆÉÒÍȭÓ ÃÏÎÓÕÌÔÉÎÇ 
services for such preparation or 
implementation. For the purpose of this 
paragraph, services other than consulting 
services are defined as those leading to a 
measurable physical output, for example 
surveys, exploratory drilling, aerial 
photography, and satellite imagery.  

Conflicting 
assignments  

(ii)  A Consultant (including its Personnel and Sub-
Consultants) or any of its affiliates shall not be 
hired for any assignment that, by its nature, may 
be in conflict with another assignment of the 
Consultant to be executed for the same or for 
another Procuring Entity. For example, a 
Consultant hired to prepare engineering design 
for an infrastructure project shall not be 
engaged to prepare an independent 
environmental assessment for the same project, 
and a Consultant assisting a Procuring Entity in 
the privatization of public assets shall not 
purchase, nor advise Procuring Entities of, such 
assets. Similarly, a Consultant hired to prepare 
Terms of Reference for an assignment should 
not be hired for the assignment in question. 

Conflicting 
relatio nships 

(iii)  A Consultant (including its Personnel and Sub-
Consultants) that has a business or family 
relationship with a member of the Procuring 
EntityȭÓ ÓÔÁÆÆ ×ÈÏ ÉÓ ÄÉÒÅÃÔÌÙ ÏÒ ÉÎÄÉÒÅÃÔÌÙ 
involved in any part of (i) the preparation of the 
Terms of Reference of the assignment, (ii) the 
selection process for such assignment, or (iii) 
supervision of the Contract, may not be awarded 
a Contract, unless the conflict stemming from 
this relationship has been resolved in a manner 
acceptable to the GOJ throughout the selection 
process and the execution of the Contract. 

 1.6.2 Consultants have an obligation to disclose any situation 
of actual or potential conflict that impacts their capacity 
to serve the best interest of their Procuring Entity, or 
that may reasonably be perceived as having this effect. 
Failure to disclose said situations may lead to the 
disqualification of the Consultant or the termination of 
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its Contract. 

1.6.3 No agency or current employees of the Procuring Entity 
shall work as Consultants under their own ministries, 
departments or agencies. Recruiting former government 
employees of the Procuring Entity to work for their 
former ministries, departments or agencies is 
acceptable provided no conflict of interest exists. When 
the Consultant nominates any government employee as 
Personnel in their technical proposal, such Personnel 
must have written certification from their government 
or employer confirming that they are on leave without 
pay from their official position and allowed to work full-
time outside of their previous official position. Such 
certification shall be provided to the Procuring Entity by 
the Consultant as part of his technical proposal. 

Unfair 
Advantage 

1.6.4 If a shortlisted Consultant could derive a competitive 
advantage from having provided consulting services 
related to the assignment in question, the Procuring 
Entity shall make available to all shortlisted Consultants 
together with this RFP all information that would in that 
respect give such Consultant any competitive advantage 
over competing Consultants. 

Fraud and  

Corru ption  

1.7 The Government of Jamaica requires that Bidders, Suppliers, 
Contractors, and Consultants, observe the highest standard of ethics during 
the procurement and execution of such contracts.  In pursuit of this policy, 
GOJ: 

defines, for the purposes of this provision, the terms set forth below as 
follows: 

ȰÃÏÒÒÕÐÔ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ ÔÈÅ ÏÆÆÅÒÉÎÇȟ ÇÉÖÉÎÇȟ ÒÅÃÅÉÖÉÎÇȟ ÏÒ ÓÏÌÉÃÉÔÉÎÇȟ 
directly or indirectly, of anything of value to influence the action of a 
public official in the procurement process or in contract execution;  

ȰÆÒÁÕÄÕÌÅÎÔ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ Á ÍÉÓÒÅÐÒÅÓÅÎÔÁÔÉÏÎ ÏÒ ÏÍÉÓÓÉÏÎ ÏÆ ÆÁÃÔÓ ÉÎ 
order to influence a procurement process or the execution of a contract, 
to the detriment of Government of Jamaica and includes collusive 
practice among bidders (prior to or after bid submission) designed to 
establish bid prices at artificial non-competitive levels and to deprive 
Government of the benefits of free and open competition;  

ȰÃÏÌÌÕÓÉÖÅ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ Á ÓÃÈÅÍÅ ÏÒ ÁÒÒÁÎÇÅÍÅÎÔ ÂÅÔ×ÅÅÎ Ô×Ï ÏÒ 
more bidders, with or without the know ledge of the Procuring Entity, 
designed to establish bid prices at artificial non-competitive levels or to 
influence the action of any party in the procurement process or the 
execution of a contract; and 

ȰÃÏÅÒÃÉÖÅ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ ÈÁÒÍÉÎÇ ÏÒ ÔÈÒÅÁÔÅÎÉÎÇ ÔÏ harm, directly or 
indirectly, persons or their property to influence their participation in 
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the procurement process or affect the execution of a contract; 

will reject a proposal for award if it determines that the Bidder 
recommended for award has, directly or through an agent, engaged in 
corrupt, fraudulent, collusive or coercive practices in competing for the 
Contract in question; 

will sanction a firm or individual, including declaring them ineligible, 
either indefinitely or for a stated period of time, to be awarded a GOJ-
financed contract if it at any time determines that they have, directly or 
through an agent, engaged, in corrupt, fraudulent, collusive or coercive 
practices in competing for, or in executing, a GOJ-financed contract; and 

will have the right to require that a provision be included in Bidding 
Documents and in contracts financed by  GOJ, requiring bidders, 
suppliers, contractors and consultants to permit GOJ to inspect their 
accounts and records and other documents relating to the Bid 
submission and contract performance and to have them audited by 
auditors appointed by the GOJ. 

 

 1.8 Consultants shall furnish information on commissions and 
gratuities, if any, paid or to be paid to agents relating to this 
proposal and during execution of the assignment if the 
Consultant is awarded the Contract, as requested in the 
Financial Proposal submission form (Section 4). 

Origin of Goods 
and Consulting 
Services 

1.10 Goods supplied and Consulting Services provided under the 
Contract may originate from any country  except where:  

¶ the procurement is covered under a Free Trade Agreement  

¶ a multilateral funding agency policy which limits the origin.  

¶ the procurement is limited to local consultants. 

Only one 

Proposal 

1.11 Shortlisted Consultants may only submit one proposal. If a 
Consultant submits or participates in more than one proposal, 
such proposals shall be disqualified. However, this does not 
limit the participation of the same Sub-Consultant, including 
individual experts, to more than one proposal. 

Proposal 

Validity  

 

1.12 4ÈÅ $ÁÔÁ 3ÈÅÅÔ ÉÎÄÉÃÁÔÅÓ ÈÏ× ÌÏÎÇ #ÏÎÓÕÌÔÁÎÔÓȭ 0ÒÏÐÏÓÁÌÓ ÍÕÓÔ 
remain valid after the submission date. During this period, 
Consultants shall maintain the availability of Professional staff 
nominated in the Proposal. The Procuring Entity wil l make its 
best effort to complete negotiations within this period. Should 
the need arise however; the Procuring Entity may request 
Consultants to extend the validity period of their proposals. 
Consultants who agree to such extension shall confirm that they 
maintain the availability of the Professional staff nominated in 
the Proposal, or in their confirmation of extension of validity of 
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the Proposal, Consultants could submit new staff in 
replacement, which would be considered in the final evaluation 
for contract award. Consultants who do not agree have the right 
to refuse to extend the validity of their Proposals. 

2. Clarification and 
Amendment of 
RFP Documents 

2.1 Consultants may request a clarification of any of the RFP 
documents up to the number of days indicated in the Data Sheet 
before the proposal submission date. Any request for 
clarification must be sent in writing, or by standard electronic 
means to the Procuring EntityȭÓ ÁÄÄÒÅÓÓ ÉÎÄÉÃÁÔÅÄ ÉÎ ÔÈÅ $ÁÔÁ 
Sheet. The Procuring Entity will respond in writ ing, or by 
standard electronic means and will send written copies of the 
response (including an explanation of the query but without 
identifying the source of inquiry) to all Consultants. Should the 
Procuring Entity deem it necessary to amend the RFP as a result 
of a clarification, it shall do so following the procedure under 
para. 2.2. 

2.2 At any time before the submission of Proposals, the Procuring 
Entity may amend the RFP by issuing an addendum in writing 
or by standard electronic means. The addendum shall be sent to 
all Consultants and will be binding on them. Consultants shall 
acknowledge receipt of all amendments. To give Consultants 
reasonable time in which to take an amendment into account in 
their Proposals the Procuring Entity may, if the amendment is 
substantial, extend the deadline for the submission of 
Proposals. 

3. Preparation of 
Proposals  

3.1 The Proposal (see para. 1.2), as well as all related 
correspondence exchanged by the Consultants and the 
Procuring Entity, shall be written in the language (s) specified 
in the Data Sheet. 

 3.2 In preparing their Proposal, Consultants are expected to 
examine in detail the documents comprising the RFP. Material 
deficiencies in providing the information requested may result 
in rejection of a Proposal. 

 3.3 While preparing the Technical Proposal, Consultants must give 
particular attention to the following: 

(a) If a shortlisted Consultant considers that it may enhance 
its expertise for the assignment by associating with 
other Consultants in a joint venture or sub-consultancy, 
it may associate with either (a) non-shortlisted 
Consultant(s), or (b) shortlisted Consultants if so 
indicated in the Data Sheet. A shortlisted Consultant 
must first obtain the approval of the Procuring Entity if 
it wishes to enter into a joint venture with non-
shortlisted or shortlisted Consultant(s).  In case of 
association with non-shortlisted Consultant(s), the 
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shortlisted Consultant shall act as association leader.  In 
case of a joint venture, all partners shall be jointly and 
severally liable and shall indicate who will act as the 
leader of the joint venture. 

 (b) The estimated number of Professional staff-months or 
the budget for executing the assignment shall be shown 
in the Data Sheet, but not both.  However, the Proposal 
shall be based on the number of Professional staff-
months or budget estimated by the Consultants. 

For fixed-budget-based assignments, the available 
budget is given in the Data Sheet, and the Financial 
Proposal shall not exceed this budget, while the 
estimated number of Professional staff-months shall not 
be disclosed. 

(c) Alternative professional staff shall not be proposed, and 
only one curriculum vitae (CV) may be submitted for 
each position. 

Language (d) Documents to be issued by the Consultants as part of 
this assignment must be in the language(s) specified in 
the Reference Paragraph 3.1 of the Data Sheet. If 
Reference Paragraph 3.1 indicates two languages, the 
language in which the proposal of the successful 
Consultant will be submitted shall govern for the 
purpose of interpretaÔÉÏÎȢ )Ô ÉÓ ÄÅÓÉÒÁÂÌÅ ÔÈÁÔ ÔÈÅ ÆÉÒÍȭÓ 
Personnel have a working knowledge of the Procuring 
EntityȭÓ Îational language. 

Technical 
Proposal Format 
and Content  

 

3.4 Depending on the nature of the assignment, Consultants are 
required to submit a Full Technical Proposal (FTP), or a 
Simplified Technical Proposal (STP). The Data Sheet indicates 
the format of the Technical Proposal to be submitted. 
Submission of the wrong type of Technical Proposal will result 
in the Proposal being deemed non-responsive. The Technical 
Proposal shall provide the information indicated in the 
following paras from (a) to (g) using the attached Standard 
Forms (Section 3). Paragraph (c) (ii) indicates the 
recommended number of pages for the description of the 
approach, methodology and work plan of the STP. A page is 
considered to be one printed side of A4 or letter size paper. 

 (a) (i)  For the FTP only: a brief description of the 
#ÏÎÓÕÌÔÁÎÔÓȭ ÏÒÇÁÎÉÚÁÔÉÏÎ ÁÎÄ ÁÎ ÏÕÔÌÉÎÅ ÏÆ ÒÅÃÅÎÔ 
experience of the Consultants and, in the case of 
joint venture, for each partner, on assignments of a 
similar nature is required in Form TECH-2 of 
Section 3.  For each assignment, the outline should 
indicate the names of Sub-Consultants/ Professional 
staff, duration of the assignment, contract amount, 
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ÁÎÄ #ÏÎÓÕÌÔÁÎÔȭÓ ÉÎÖÏÌÖÅÍÅÎÔȢ  )ÎÆÏÒÍÁÔÉÏÎ ÓÈÏÕÌÄ 
be provided only for those assignments for which 
the Consultant was legally contracted by the 
Procuring Entity as a corporation or as one of the 
major firms within a joint venture. Assignments 
completed by individual Professional staff working 
privately or through other consulting firms cannot 
be claimed as the experience of the Consultant, or 
ÔÈÁÔ ÏÆ ÔÈÅ #ÏÎÓÕÌÔÁÎÔȭÓ ÁÓÓÏÃÉÁÔÅÓȟ ÂÕÔ ÃÁÎ ÂÅ 
claimed by the Professional staff themselves in their 
CVs. Consultants should be prepared to substantiate 
the claimed experience if so requested by the 
Procuring Entity. 

 (ii)  For the STP the above information is not required 
and Form TECH-2 of Section 3 shall not be used. 

(b) (i)  For the FTP only: comments and suggestions on the 
Terms of Reference including workable suggestions 
that could improve the quality/ effectiveness of the 
assignment; and on requirements for counterpart staff 
and facilities including: administrative support, office 
space, local transportation, equipment, data, etc. to be 
provided by the Procuring Entity (Form TECH-3 of 
Section 3). 

 (ii)  For the STP Form TECH-3 of Section 3 shall not be 
used; the above comments and suggestions, if any, 
should be incorporated into the description of the 
approach and methodology (refer to following sub-
para. 3.4 (c) (ii)). 

(c) (i)  For the FTP, and STP: a description of the approach, 
methodology and work plan for performing the 
assignment covering the following subjects: 
technical approach and methodology, work plan, 
and organization and staffing schedule. Guidance on 
the content of this section of the Technical 
Proposals is provided under Form TECH-4 of 
Section 3. The work plan should be consistent with 
the Work Schedule (Form TECH-8 of Section 3) 
which will show in the form of a bar chart the timing 
proposed for each activity. 

 (ii)  For the STP only: the description of the approach, 
methodology and work plan should normally 
consist of 10 pages, including charts, diagrams, and 
comments and suggestions, if any, on Terms of 
Reference and counterpart staff and facilities. 

(d) The list of the proposed Professional staff team by area of 
expertise, the position that would be assigned to each staff team 
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member, and their tasks (Form TECH-5 of Section 3). 

(e) Estimates of the staff input (staff-months of foreign and 
local professionals) needed to carry out the assignment 
(Form TECH-7 of Section 3). The staff-months input 
should be indicated separately for home office and field 
activities, and for foreign and local Professional staff. 

(f)  CVs of the Professional staff signed by the staff 
themselves or by the authorized representative of the 
Professional Staff (Form TECH-6 of Section 3). 

(g) For the FTP only: a detailed description of the proposed 
methodology and staffing for training, if the Data Sheet 
specifies training as a specific component of the 
assignment. 

 3.5 The Technical Proposal shall not include any financial 
information. A Technical Proposal containing financial 
inform ation may be declared non responsive. 

Financial 
Proposals 

 

3.6 The Financial Proposal shall be prepared using the attached          
Standard Forms (Section 4). It shall list all costs associated with 
the assignment, including (a) remuneration for staff (foreign 
and local, in the field and at the CoÎÓÕÌÔÁÎÔÓȭ ÈÏÍÅ Ïffice), and 
(b) reimbursable expenses indicated in the Data Sheet. If 
appropriate, these costs should be broken down by activity and, 
if appropriate, into foreign and local expenditures. All activities 
and items described in the Technical Proposal must be priced 
separately; activities and items described in the Technical 
Proposal but not priced, shall be assumed to be included in the 
prices of other activities or items. 

Taxes 3.7 The Consultant may be subject to local taxes (such as: value 
added or sales tax, social charges or income taxes on non 
resident Foreign Personnel, duties, fees, levies) on amounts 
payable by the Procuring Entity under the Contract. The 
Procuring Entity will state in the Data Sheet if the Consultant is 
subject to payment of any local taxes. Any such amounts shall 
not be included in the Financial Proposal as they will not be 
evaluated, but they will be discussed at contract negotiations, 
and applicable amounts will be included in the Contract. 

 In accordance with  Tax Compliance And Public Sector 
Procurement Circular No 13 dated September 14, 2001 
(http://www.mof.gov.jm/papers ) the Bidder shall have to 
demonstrate that they have paid such taxes, duties, fees and 
other impositions as may be levied in Jamaica. 

 

http://www.mof.gov.jm/papers
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 3.8 Consultants may express the price of their services in a 
maximum of three freely convertible currencies, singly or in 
combination. The Procuring Entity may require Consultants to 
state the portion of their price representing local cost in the 
national currency if so indicated in the Data Sheet. 

3.9 Commissions and gratuities, if any, paid or to be paid by 
Consultants and related to the assignment will be listed in the 
Financial Proposal Form FIN-1 of Section 4. 

4. Submission, 
Receipt, and 
Opening of 
Proposals 

4.1 The original proposal (Technical Proposal and, if required, 
Financial Proposal; see para. 1.2) shall contain no 
interlin eations or overwriting, except as necessary to correct 
errors made by the Consultants themselves. The person who 
signed the proposal must initial such corrections. Submission 
letters for both Technical and Financial Proposals should 
respectively be in the format of TECH-1 of Section 3, and FIN-1 
of Section 4. 

4.2 An authorized representative of the Consultants shall initial all 
pages of the original Technical and Financial Proposals. The 
authorization shall be in the form of a written power of 
attorney accompanying the Proposal or in any other form 
demonstrating that the representative has been dully 
authorized to sign. The signed Technical and Financial 
Proposals ÓÈÁÌÌ ÂÅ ÍÁÒËÅÄ ȰORIGINALȱȢ 

4.3 4ÈÅ 4ÅÃÈÎÉÃÁÌ 0ÒÏÐÏÓÁÌ ÓÈÁÌÌ ÂÅ ÍÁÒËÅÄ ȰORIGINALȱ ÏÒ ȰCOPYȱ ÁÓ 
appropriate. The Technical Proposals shall be deposited in the 
TENDER BOX provided at the address referred to in para. 4.5 
and in the number of copies indicated in the Data Sheet. All 
required copies of the Technical Proposal are to be made from 
the original. If there are discrepancies between the original and 
the copies of the Technical Proposal, the original governs. 

4.4 The original and all copies of the Technical Proposal shall be 
ÐÌÁÃÅÄ ÉÎ Á ÓÅÁÌÅÄ ÅÎÖÅÌÏÐÅ ÃÌÅÁÒÌÙ ÍÁÒËÅÄ ȰTECHNICAL 

PROPOSALȱ 3ÉÍÉÌÁÒÌÙȟ ÔÈÅ ÏÒÉÇÉÎÁÌ &ÉÎÁÎÃÉÁÌ 0ÒÏÐÏÓÁÌ ɉÉÆ ÒÅÑÕÉÒÅÄ 
under the selection method indicated in the Data Sheet) shall be 
ÐÌÁÃÅÄ ÉÎ Á ÓÅÁÌÅÄ ÅÎÖÅÌÏÐÅ ÃÌÅÁÒÌÙ ÍÁÒËÅÄ ȰFINANCIAL 

PROPOSALȱ ÆÏÌÌÏ×ÅÄ ÂÙ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ ÁÓÓÉÇÎÍÅÎÔȟ ÁÎÄ ×ÉÔÈ Á 
×ÁÒÎÉÎÇ ȰDO NOT OPEN WITH THE TECHNICAL PROPOSALȢȱ  4ÈÅ 
envelopes containing the Technical and Financial Proposals 
shall be placed into an outer envelope and sealed. This outer 
envelope shall bear the submission address, reference number 
ÁÎÄ ÔÉÔÌÅȟ ÁÎÄ ÂÅ ÃÌÅÁÒÌÙ ÍÁÒËÅÄ ȰDO NOT OPEN, EXCEPT IN 

PRESENCE OF THE OFFICIAL APPOINTED, BEFORE 4:00 p.m. 
Wednesday November 30 , 2011ȱȢ 4ÈÅ Procuring Entity shall 
not be responsible for misplacement, losing or premature 
opening if the outer envelope is not sealed and/or marked as 
stipulated. This circumstance may be case for Proposal 
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rejection. If the Financial Proposal is not submitted in a 
separate sealed envelope duly marked as indicated above, this 
will constitute grounds for declaring the Proposal non-
responsive. 

 4.5 The Proposals must be sent to the address indicated in the Data 
Sheet and received by the Procuring Entity no later than the 
time and the date indicated in the Data Sheet, or any extension 
to this date in accordance with para. 2.2. Any proposal received 
by the Procuring Entity after the deadline for submission shall 
be returned unopened. 

4.6 The Procuring Entity shall open the Technical Proposal 
immediately after the deadline for their submission. The 
envelopes with the Financial Proposal shall remain sealed and 
securely stored. 

5. Proposal  

Evaluation  

 

5.1 From the time the Proposals are opened to the time the 
Contract is awarded, the Consultants should not contact the 
Procuring Entity on any matter related to its Technical and/or 
Financial Proposal. Any effort by Consultants to influence the 
Procuring Entity in the examination, evaluation, ranking of 
Proposals, and recommendation for award of Contract may 
result in the rejecÔÉÏÎ ÏÆ ÔÈÅ #ÏÎÓÕÌÔÁÎÔÓȭ 0ÒÏÐÏÓÁÌȢ 

 Evaluators of Technical Proposals shall have no access to the 
Financial Proposals until the technical evaluation is concluded. 

Evaluation of 
Technical 
Proposals 

 

5.2 The evaluation committee shall evaluate the Technical 
Proposals on the basis of their responsiveness to the Terms of 
Reference, applying the evaluation criteria, subcriteria, and 
point system specified in the Data Sheet. Each responsive 
Proposal will be given a technical score (St). A Proposal shall be 
rejected at this stage if it does not respond to important aspects 
of the RFP, and particularly the Terms of Reference or if it fails 
to achieve the minimum technical score indicated in the Data 
Sheet. 

Financial 
Proposals for 
QBS 

5.3 Following the ranking of technical Proposals, when selection is 
based on quality only (QBS), the first ranked Consultant is 
invited to negotiate its proposal and the Contract in accordance 
with the instructions given under para. 6 of these Instructions. 

Public Opening 
and Evaluation 
of Financial 
Proposals (only 
for QCBS, FBS, 
and LCS) 

 

5.4 After the technical evaluation is completed the Procuring Entity 
shall notify those Consultants whose Proposals did not meet the 
minimum qualifying mark or were considered non responsive 
to the RFP and TOR, that their Financial Proposals will be 
returned unopened after completing the selection process. 
Where possible the financial proposals should be opened 
publicly. In this case, the Procuring Entity  shall simultaneously 
notify in writing Consultants that have secured the minimum 
qualifying mark, of the date, time and location for opening of 
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the Financial Proposals. The opening date should allow 
Consultants sufficient time to make arrangements for attending 
ÔÈÅ ÏÐÅÎÉÎÇȢ #ÏÎÓÕÌÔÁÎÔÓȭ ÁÔÔÅÎÄÁÎÃÅ ÁÔ ÔÈÅ ÏÐÅÎÉÎÇ ÏÆ &ÉÎÁÎÃÉÁÌ 
Proposals is optional. 

5.5 Financial Proposals shall be opened publicly in the presence of 
ÔÈÅ #ÏÎÓÕÌÔÁÎÔÓȭ ÒÅÐÒÅÓÅÎÔÁÔÉÖÅÓ ×ÈÏ ÃÈÏÏÓÅ ÔÏ ÁÔÔÅÎÄȢ The 
name of the Consult ants, and the technical scores of the 
Consultants shall be read aloud.  The Financial Proposal of the 
Consultants who met the minimum qualifying mark will then be 
inspected to confirm that they have remained sealed and 
unopened. These Financial Proposals shall be then opened, and 
the total prices read aloud and recorded. Copy of the record 
shall be sent to all Consultants. 

5.6 The Evaluation Committee will correct any computational 
errors. When correcting computational errors, in case of discrepancy 
between a partial amount and the total amount, or between word and 
figures the formers will prevail. In addition to the above corrections, as 
indicated under para. 3.6, activities and items described in the Technical 
Proposal but not priced, shall be assumed to be included in the prices of 
other activities or items. In case an activity or line item is quantified in 
the Financial Proposal differently from the Technical Proposal, (i) if the 
Time-Based form of contract has been included in the RFP, the 
Evaluation Committee shall correct the quantification indicated in the 
Financial Proposal so as to make it consistent with that indicated in the 
Technical Proposal, apply the relevant unit price included in the 
Financial Proposal to the corrected quantity and correct the total 
Proposal cost, (ii) if the Lump-Sum form of contract has been included 
in the RFP, no corrections are applied to the Financial Proposal in this 
respect. Prices shall be converted to a single currency using the selling 
rates of exchange, source and date indicated in the Data Sheet. 

5.7 In case of QCBS, the lowest evaluated Financial Proposal (Fm) 
will be given the maximum financial score (Sf) of 100 points. 
The financial scores (Sf) of the other Financial Proposals will be 
computed as indicated in the Data Sheet. Proposals will be 
ranked according to their combined technical (St) and financial 
(Sf) scores using the weights (T = the weight given to the 
Technical Proposal; P = the weight given to the Financial 
Proposal; T + P = 1) indicated in the Data Sheet: S = St x T% + Sf 
x P%. The firm achieving the highest combined technical and 
financial score will be invited for negotiations. 

5.8 In the case of Fixed-Budget Selection, the Procuring Entity will 
select the firm that submitted the highest ranked Technical 
Proposal within the budget. Proposals that exceed the indicated 
budget will be rejected. In the case of the Least-Cost Selection, 
the Procuring Entity will select the lowest proposal among 
those that passed the minimum technical score. In both cases 
the evaluated proposal price according to para. 5.6 shall be 
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considered, and the selected firm is invited for negotiations. 

6. Negotiations  

 

6.1 Negotiations will be held at the date and address indicated in 
the Data Sheet. The invited Consultant will, as a pre-requisite 
for attendance at the negotiations, confirm availability of all 
Professional staff. Failure in satisfying such requirements may 
result in the Procuring Entity proceeding to negotiate with the 
next-ranked Consultant.  Representatives conducting 
negotiations on behalf of the Consultant must have written 
authority to negotiate and conclude a Contract. 

Technical 
negotiations  

6.2 Negotiations will include a discussion of the Technical Proposal, 
the proposed technical approach and methodology, work plan, 
and organization and staffing, and any suggestions made by the 
Consultant to improve the Terms of Reference. The Procuring 
Entity and the Consultants will finalize the Terms of Reference, 
staffing schedule, work schedule, logistics, and reporting. These 
documents will then be incorporated in the Contract as 
Ȱ$ÅÓÃÒÉÐÔÉÏÎ ÏÆ 3ÅÒÖÉÃÅÓȱȢ 3ÐÅÃÉÁÌ ÁÔÔÅÎÔÉÏÎ ×ÉÌÌ ÂÅ ÐÁÉÄ ÔÏ 
clearly defining the inputs and facilities required from the 
Procuring Entity to ensure satisfactory implementation of the 
assignment. The Procuring Entity shall prepare minutes of 
negotiations which will be signed by the Procuring Entity and 
the Consultant. 

Financial 
negotiations  

 

6.3 If applicable, it is the responsibility of the Consultant, before 
starting financial negotiations, to contact the local tax 
authorities to determine the local tax amount to be paid by the 
Consultant under the Contract. The financial negotiations will 
inÃÌÕÄÅ Á ÃÌÁÒÉÆÉÃÁÔÉÏÎ ɉÉÆ ÁÎÙɊ ÏÆ ÔÈÅ ÆÉÒÍȭÓ ÔÁØ ÌÉÁÂÉÌÉÔÙ ÉÎ ÔÈÅ 
Procuring EntityȭÓ ÃÏÕÎÔÒÙȟ ÁÎÄ ÔÈÅ Íanner in which it will be 
reflected in the Contract; and will reflect the agreed technical 
modifications in the cost of the services. In the cases of QCBS, 
Fixed-Budget Selection, and the Least-Cost Selection methods, 
unless there are exceptional reasons, the financial negotiations 
will involve neither the remuneration rates for staff nor other 
proposed unit rates. For other methods, Consultants will 
provide the Procuring Entity with the information on 
remuneration rates described in the Appendix attached to 
Section 4 - Financial Proposal - Standard Forms of this RFP. 

Availability of 
Professional 
staff/experts  

6.4 Having selected the Consultant on the basis of, among other 
things, an evaluation of proposed Professional staff, the 
Procuring Entity expects to negotiate a Contract on the basis of 
the Professional staff named in the Proposal. Before contract 
negotiations, the Procuring Entity will require assurances that 
the Professional staff will be actually available. The Procuring 
Entity will not consider substitutions during contract 
negotiations unless both parties agree that undue delay in the 
selection process makes such substitution unavoidable or for 
reasons such as death or medical incapacity. If this is not the 
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case and if it is established that Professional staff were offered 
in the proposal without confirming their availability, the 
Consultant may be disqualified. Any proposed substitute shall 
have equivalent or better qualifications and experience than the 
original candidate and be submitted by the Consultant within 
the period of time specified in the letter of invitation to 
negotiate. 

Conclusion of 
the negotiations  

6.5 Negotiations will conclude with a review of the draft Contract. 
To complete negotiations the Procuring Entity and the 
Consultant will initial the agreed Contract. If negotiations fail, 
the Procuring Entity will invite the Consultant whose Proposal 
received the second highest score to negotiate a Contract. 

7. Award of 
Contract  

7.1 After completing negotiations the Procuring Entity shall award 
the Contract to the selected Consultant and publish notice of the 
award on its website or the respective MDB website in the case 
of multilaterally funded contracts. The Procuring Entity shall 
promptly notify all Consultants who have submitted proposals. 
After Contract signature, the Procuring Entity shall return the 
unopened Financial Proposals to the unsuccessful Consultants. 

7.2 The Consultant is expected to commence the assignment on the 
date and at the location specified in the Data Sheet. 

8. Confidentiality  8.1 Information relating to evaluation of Proposals and 
recommendations concerning awards shall not be disclosed to 
the Consultants who submitted the Proposals or to other 
persons not officially concerned with the process, until the 
publication of the award of Contract. The undue use by any 
Consultant of confidential information related to the process 
may result in the rejection of its Proposal. 
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AGD  REQUEST FOR PROPOSAL__ 

DATA SHEET 

 

 

Paragraph  

Reference 

 

1.1 

 

Name of the Procuring Entity: 4ÈÅ !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $epartment 

Method of selection: QCBS- Quality Cost-Based Selection 

1.2 Financial Proposal to be submitted together with Technical Proposal: 

Yes X   No  

Name of the assignment is: 2ÅÖÉÅ× ÏÆ ÔÈÅ !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔ 

1.3 

 

A pre-proposal conference will be held:  Yes   No X 

The Procuring EntityȭÓ ÒÅÐÒÅÓÅÎÔÁÔÉÖÅs are: Cyril Mason/Hodine Williams 

Address:  8 Waterloo Road, Kingston 
Telephone: 876-926-8309  Facsimile: 876-968-4690 
E-mail: Cyril.mason@auditorgeneral.gov.jm or 
hodine.williams@auditorgeneral.gov.jm  

1.4 The Procuring Entity will provide the following inputs and facilities: Office 
Space. 

1.5 

 

Proposals must remain valid for 90 days after the submission date. 

 

mailto:Cyril.mason@auditorgeneral.gov.jm
mailto:hodine.williams@auditorgeneral.gov.jm
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2.1 Clarifications may be requested not later than 5 working days before the 
submission date. 
 

The address for requesting clarifications is:  

4ÈÅ !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔ 

8 Waterloo Road  

Kingston 10  

Jamaica 

Tel: 876-926-8309  

Fax: 876-968-4690  

Email: audgen5@cwjamaica.com  

 

3.1 

 

Proposals shall be submitted in the following language: English 

3.2  

 

Shortlisted Consultants may associate with other shortlisted Consultants:  Yes 
X  No   

 

3.3 

 

The format of the Technical Proposal to be submitted is:  FTP  

 

3.4  

 

Training is a specific component of this assignment: Yes  No X.  

3.5  
Local bidders shall submit their Tax Compliance Certificate at the time of bid 
submission. 

*Submit evidence of registration with an appropriate professional body 

3.6 

 

Consultant to state cost in the national currency:  Yes X No  . 
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AGD  REQUEST FOR PROPOSAL__ 

3.8 

 

Consultant must submit the original and five (5) copies of the Technical 
Proposal, and the original of the Financial Proposal. 

3.9 

 

The Proposal submission address is:  !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔȟ 8 
Waterloo Road, Kingston 10 . 
 
Proposals must be submitted no later than the following date and time: 4:00 
p.m. Wednesday,  November 30, 2011  
 

4.0 

 

Criteria, sub-criteria, and point system for the evaluation of Full Technical 
Proposals are:  

  

# Criteria  Points 

 Component  Scoring 
100 

1.0 Qualification  
 

 

1.1  

¶ Bachelors Degree / Professional Accreditation  
¶ Other 

*Core team members (up to 5)  

Maximum 10 points  
7 
3 

 

2.0 Experience   

2.1 ¶ Relevant staff experience in conducting 
organizational development including process 
assessments, reengineering, productivity, 
quality improvement efforts and change 
management activities. 
 

*Experience must include at  least two  (2) years with the 

Public Sector . 
 

Maximum 3 0 points  
 
  2.0 to  5   years = 10 
>5 to 7.5  years = 20 
>7.5          years = 30 
 

2.2 ¶ Experience applying multiple business process 
models, techniques, and tools in a variety of 
organizational. (verifiable evidence to be 
provided in proposal)  

 

Maximum 30 points  
 
  2.5 to  5   years = 10 
>5 to 7.5  years = 20 
>7.5          years = 30 

 

2.3 Experience in designing comprehensive service costing 
systems. 

Maximum 30 points  
 
  1 to  3   years = 10 
>3 to 5   years = 20 
>5           years = 30 
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The minimum technical score required to pass is:    75      Points  

3.0  

 

The formula for determining the financial scores is the following: 
 
Step 1- Technical (quality) Weighting  
Quality Score (Q) =  S x Q 
                                        100 
 
Step 2-Cost Score Weighting 
Cost Score (C)    = LT x c 
                                       XT 
 
Step 3- Total Score 
Total Score    = Q  + C 
 
Where: 
S     is     Score given out of 100 for Technical (quality) Criteria 
Q    is     Quality Weighting (%) ɀ as decided by the procuring entity  
C     is     Cost Weighting (%) ɀ as decided by the procuring Entity 
LT  is     Lowest Tender 
XT  is     Other Tender 
Q    is     Quality Score 
C     is     Cost score 
 

3.1 Expected date and address for contract negotiations: December  2011 at the 
AÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔȢ 

3.2 Expected date for commencement of consulting services 
The consulting firm should be prepared to commence activities December  2011. 
The exact date will be indicated prior to the signing of the contract. 
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SECTION 3.  TECHNICAL PROPOSAL - STANDARD FORMS 

 

Refer to Reference Paragraph 4.0 of the Data Sheet for format of Technical Proposal to be 
submitted, and paragraph 3.4 of Section 2 of the RFP for Standard Forms required and 
number of pages recommended. 

 

 

 

TECH-1 Technical Proposal Submission Form 

 

TECH-2 #ÏÎÓÕÌÔÁÎÔȭÓ /ÒÇÁÎÉÚÁÔÉÏÎ ÁÎÄ %ØÐÅÒÉÅÎÃÅ 

A #ÏÎÓÕÌÔÁÎÔȭÓ /ÒÇÁÎÉÚÁÔÉÏÎ 

B #ÏÎÓÕÌÔÁÎÔȭÓ %ØÐÅÒÉÅÎÃÅ 

 

TECH-3 Comments or Suggestions on the Terms of Reference and on Counterpart Staff 
and Facilities to be Provided by the Procuring Entity  

A On the Terms of Reference 

B On the Counterpart Staff and Facilities 

 

TECH-4 Description of the Approach, Methodology and Work Plan for Performing the 
Assignment 

 

TECH-5 Team Composition and Task Assignments 

 

TECH-6 Curriculum Vitae (CV) for Proposed Professional Staff 

 

TECH-7 Staffing Schedule 

 

TECH-8 Work Schedule 
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AGD  REQUEST FOR PROPOSAL__ 

 

FORM TECH-1 TECHNICAL PROPOSAL SUBMISSION FORM 

 

 

[Location, Date] 

 

To: 4ÈÅ !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔ 

 

 

Dear Sirs: 

 

 We, the undersigned, offer to provide the consulting services for Review of the 
!ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔ  in accordance with your Request for Proposal dated 
[Insert Date] and our Proposal.  We are hereby submitting our Proposal, which includes this 
Technical Proposal, and a Financial Proposal sealed under a separate envelope1. 

 

 We are submitting our Proposal in association with: [Insert a list with full name and 
address of each associated Consultant]  2 

 

We hereby declare that all the information and statements made in this Proposal are 
true and accept that any misinterpretation contained in it may lead to our disqualification. 

 

 If negotiations are held during the period of validity of the Proposal, i.e., before the 
date indicated in Paragraph Reference 1.12 of the Data Sheet, we undertake to negotiate on 
the basis of the proposed staff.  Our Proposal is binding upon us and subject to the 
modifications resulting from Contract negotiations. 

 

 We undertake, if our Proposal is accepted, to initiate the consulting services related 
to the assignment not later than the date indicated in Paragraph Reference 7.2 of the Data 
Sheet. 

 

 We understand you are not bound to accept any Proposal you receive. 

 

 We remain, 
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Yours sincerely, 

 

Authorized Signature [In full and initials]:    

Name and Title of Signatory:    

Name of Firm:    

Address:    
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AGD  REQUEST FOR PROPOSAL__ 

 

FORM TECH-ς #/.35,4!.4ȭ3 ORGANIZATION AND EXPERIENCE 

 

 

 

A - #/.35,4!.4ȭ3 /2'!.):ATION 

 

 

[Provide here a brief (two pages) description of the background and organization of your 
firm/entity and each associate for this assignment.] 
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B - #/.35,4!.4ȭ3 %80%2)%NCE 

 

 

[Using the format below, provide information on each assignment for which your firm, and 
each associate for this assignment, was legally contracted either individually as a corporate 
entity or as one of the major companies within an association, for carrying out consulting 
services similar to the ones requested under this assignment. Use 20 pages.] 

 

Assignment name: 

 

 

Approx. value of the contract (in current US$ or 
Euro): 

 

 

Country: 

Location within country:  

 

Duration of assignment (months): 

 

 

Name of Procuring Entity: 

 

 

Total No of staff-months of the assignment: 

 

 

Address: 

 

 

Approx. value of the services provided by your firm 
under the contract (in current US$ or Euro): 

 

Start date (month/year): 

Completion date (month/year): 

 

No of professional staff-months provided by 
associated Consultants: 

 

Name of associated Consultants, if any: 

 

 

 

 

 

Name of senior professional staff of your firm 
involved and functions performed (indicate most 
significant profiles such as Project 
Director/Coordinator, Team Leader): 
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AGD  REQUEST FOR PROPOSAL__ 

Narrative description of Project: 

 

 

 

 

 

 

Description of actual services provided by your staff within the assignment: 

 

 

 

 

 

 

 

 

 

&ÉÒÍȭÓ .ÁÍÅȡ    
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FORM TECH-3 COMMENTS AND SUGGESTIONS ON THE TERMS OF 
REFERENCE AND ON COUNTERPART STAFF AND FACILITIES TO BE 

PROVIDED BY THE PROCURING ENTITY 

 

 

A - ON THE TERMS OF REFERENCE 

 

 

[Present and justify here any modifications or improvement to the Terms of Reference you are 
proposing to improve performance in carrying out the assignment (such as deleting some 
activity you consider unnecessary, or adding another, or proposing a different phasing of the 
activities).  Such suggestions should be concise and to the point, and incorporated in your 
Proposal.] 
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AGD  REQUEST FOR PROPOSAL__ 

 

B - ON COUNTERPART STAFF AND FACILITIES 

 

 

[Comment here on counterpart staff and facilities to be provided by the Procuring Entity 
according to Paragraph Reference 1.4 of the Data Sheet including: administrative support, 
office space, local transportation, equipment, data, etc.]  
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FORM TECH-4 DESCRIPTION OF APPROACH, METHODOLOGY AND WORK 
PLAN FOR PERFORMING THE ASSIGNMENT 

 

 

[Technical approach, methodology and work plan are key components of the Technical 
Proposal.  You are suggested to present your Technical Proposal (50 pages, inclusive of charts 
and diagrams) divided into the following three chapters: 

 

a) Technical Approach and Methodology, 

b) Work Plan, and 

c) Organization and Staffing, 

 

a) Technical Approach and Methodology.  In this chapter you should explain your 
understanding of the objectives of the assignment, approach to the services, methodology for 
carrying out the activities and obtaining the expected output, and the degree of detail of such 
output. You should highlight the problems being addressed and their importance, and explain 
the technical approach you would adopt to address them. You should also explain the 
methodologies you propose to adopt and highlight the compatibility of those methodologies 
with the proposed approach. 

 

b) Work Plan.  In this chapter you should propose the main activities of the assignment, their 
content and duration, phasing and interrelations, milestones (including interim approvals by 
the Procuring Entity), and delivery dates of the reports. The proposed work plan should be 
consistent with the technical approach and methodology, showing understanding of the TOR 
and ability to translate them into a feasible working plan. A list of the final documents, 
including reports, drawings, and tables to be delivered as final output, should be included here. 
The work plan should be consistent with the Work Schedule of Form TECH-8.  

 

c) Organization and Staffing.  In this chapter you should propose the structure and 
composition of your team. You should list the main disciplines of the assignment, the key expert 
responsible, and proposed technical and support staff.] 
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AGD  REQUEST FOR PROPOSAL__ 

 

FORM TECH-5 TEAM COMPOSITION AND TASK ASSIGNMENTS 

 

 

 

 

PROFESSIONAL STAFF 

Name of Staff Firm Area of Expertise Position Assigned Task Assigned 
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AGD  REQUEST FOR PROPOSAL__ 

 

FORM  TECH-6 CURRICULUM VITAE (CV) FOR PROPOSED PROFESSIONAL 

STAFF 

 

 

1. Proposed Position   [only one candidate shall be nominated for each position]:    

 

2. Name of Firm   [Insert name of firm proposing the staff]:    

 

   

 

3. Name of Staff  [Insert full name]:    

 

4. Date of Birth :    Nationality :    

 

5. Education   [Indicate college/university and other specialized education of staff member, giving 

names of institutions, degrees obtained, and dates of obtainment]:    

 

  

 

6. Membership of Profess ional Associations :    

 

  

 

7. Other Training   [Indicate significant training since degrees under 5 - Education were obtained]:    

 

  

 

8. Countries of Work Experience :  [List countries where staff has worked in the last ten years]:  
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9. Languages  [For each language indicate proficiency: good, fair, or poor in speaking, reading, and 

wri t ing]:    

 

  

 

10. Employment Record   [Starting with present position, list in reverse order every employment 

held by staff member since graduation, giving for each employment (see format here below): dates 
of employment, name of employing organization, positions held.]: 

 

From  [Year]:    To  [Year]:    

Employer:    

Positions held:    

 

11. Detailed Tasks 
Assigned 

 

 

[List all tasks to be 
performed under this 
assignment] 

12. Work Undertaken that Best Illustrates Capability to 
Handle the Tasks Assigned 

 

[Among the assignments in which the staff has been involved, 
indicate the following information for those assignments that 
best illustrate staff capability to handle the tasks listed under 
point 11.] 

 

Name of assignment or project:    

Year:    

Location:    

Procuring Entity:    

Main project features:    

Positions held:    

Activities performed:    
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13. Certification:  

 

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly 
describes myself, my qualifications, and my experience.  I understand that any wilful 
misstatement described herein may lead to my disqualification or dismissal, if engaged. 

 

 

  Date:    

[Signature of staff member or authorized representative of the staff] Day/Month/Year 

 

Full name of authorized representative:    
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FORM  TECH-7  STAFFING SCHEDULE1 

 

N° 
Name of Staff STAFF INPUT (IN THE FORM OF A BAR CHART)2 

TOTAL STAFF-MONTH 
INPUT 

1 2 3 4 5 6 7 8 9 10 11 12 n Home Field 3 Total 

Foreign                

1 
 [Home]                

[Field]               

2 
                 

               

3 
                 

               

 
                

 
               

n 
                 

               

           Subtotal     

Local                 

1 
 [Home]                

[Field]                
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2 
                 

                

 
                 

                

n 
                 

                

           Subtotal     

           Total     

 

1 For Professional Staff the input should be indicated individually; for Support Staff it should be indicated by category (e.g.: draftsmen, clerical staff, etc.). 

2 Months are counted from the start of the assignment.  For each staff indicate separately staff input for home and field work. 

3 Field work means work carried out at a place other than the Consultant's home office. 

 

                       Full time input   

                       Part time input 
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FORM  TECH-8  WORK SCHEDULE 

 

 

N° Activity 1 
Months 2 

1 2 3 4 5 6 7 8 9 10 11 12 n 

1               

2               

3               

4               

5               
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N               

 

1 Indicate all main activities of the assignment, including delivery of reports (e.g.: inception, interim, and final reports), and other benchmarks such as Procuring 
Entity approvals.  For phased assignments indicate activities, delivery of reports, and benchmarks separately for each phase. 

2 Duration of activities shall be indicated in the form of a bar chart. 
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SECTION 4. FINANCIAL PROPOSAL - STANDARD FORMS 

 

[Comments in brackets [  ] provide guidance to the shortlisted Consultants for the preparation 
of their Financial Proposals; they should not appear on the Financial Proposals to be 
submitted.] 

 

Financial Proposal Standard Forms shall be used for the preparation of the Financial 
Proposal according to the instructions provided under para. 3.6 of Section 2.  Such Forms are 
to be used whichever is the selection method indicated in para. 4 of the Letter of Invitation. 

 

[4ÈÅ !ÐÐÅÎÄÉØ Ȱ&ÉÎÁÎÃÉÁÌ .ÅÇÏÔÉÁÔÉÏÎÓ - Breakdown of Remuneration RÁÔÅÓȱ ÉÓ ÔÏ ÂÅ  ÕÓÅÄ only 
for financial negotiations when Quality-Based Selection, Selection Based on Qualifications, or 
Single-Source Selection method is adopted, according to the indications provided under para. 
6.3 of Section 2.]  

 

 

 

FIN-1 Financial Proposal Submission Form 

 

FIN-2 Summary of Costs 

 

FIN-3 Breakdown of Costs by Activity 

 

FIN-4 Breakdown of Remuneration 

 

FIN-5 Reimbursable expenses 

 

Appendix: Financial Negotiations - Breakdown of Remuneration Rates 

 

 



Section 4 ɀ Financial Proposal ɀ Standard Forms  41 

AGD  REQUEST FOR PROPOSAL__ 

41 

 

FORM FIN-1 FINANCIAL PROPOSAL SUBMISSION FORM 

 

 

[Location, Date] 

 

To: !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔ 

 

 

Dear Sirs: 

 

 We, the undersigned, offer to provide the consulting services for [Insert title of 
assignment] in accordance with your Request for Proposal dated [Insert Date] and our 
Technical Proposal.  Our attached Financial Proposal is for the sum of [Insert amount(s) in 
words and figures1].  This amount is exclusive of the local taxes, which shall be identified 
during negotiations and shall be added to the above amount. 

 

 Our Financial Proposal shall be binding upon us subject to the modifications resulting 
from Contract negotiations, up to expiration of the validity period of the Proposal, i.e. before 
the date indicated in Paragraph Reference 1.12 of the Data Sheet. 

 

 Commissions and gratuities paid or to be paid by us to agents relating to this 
Proposal and Contract execution, if we are awarded the Contract, are listed below2: 

 

 Name and Address Amount and Purpose of Commission 

 of Agents Currency or Gratuity 

      

      

      

 

 We understand you are not bound to accept any Proposal you receive. 
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 We remain, 

 

Yours sincerely, 

 

Authorized Signature [In full and initials]:    

Name and Title of Signatory:    

Name of Firm:    

Address:    

 

1 Amounts must coincide with the ones indicated under Total Cost of Financial proposal in Form 
FIN-2. 

2 )Æ ÁÐÐÌÉÃÁÂÌÅȟ ÒÅÐÌÁÃÅ ÔÈÉÓ ÐÁÒÁÇÒÁÐÈ ×ÉÔÈȡ Ȱ.Ï ÃÏÍÍÉÓÓÉÏÎÓ ÏÒ ÇÒÁÔÕÉÔÉÅÓ ÈÁÖÅ ÂÅÅÎ ÏÒ ÁÒÅ ÔÏ ÐÁÉÄ 
by us to agents relating to this ProÐÏÓÁÌ ÁÎÄ #ÏÎÔÒÁÃÔ ÅØÅÃÕÔÉÏÎȢȱ 
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FORM  FIN-2  SUMMARY OF COSTS 

  

 

 

 

 

 

 

ITEM 

Costs 

[Indicate Foreign 
Currency # 1]1 

[Indicate Foreign 
Currency # 2]1 

[Indicate Foreign 
Currency # 3]1 

[Indicate 

 Local Currency] 

Total Costs of Financial Proposal 2      

 

1 Indicate between brackets the name of the foreign currency.  Maximum of three currencies; use as many columns as needed, and delete the others. 

2 Indicate the total costs, net of local taxes, to be paid by the Procuring Entity in each currency.  Such total costs must coincide with the sum of the relevant 
Subtotals indicated in all Forms FIN-3 provided with the Proposal. 

 

 



44 Section 4.  Financial Proposal - Standard Forms 

 

FORM  FIN-3  BREAKDOWN OF COSTS BY ACTIVITY1 

  

 

 

 

 

Group of Activities (Phase): 2 

   

   

Description: 3 

   

   

COST COMPONENT 

Costs 

[Indicate Foreign 
Currency # 1]4 

[Indicate Foreign 
Currency # 2]4 

[Indicate Foreign 
Currency # 3]4 

[Indicate 

 Local Currency] 

Remuneration5     

Reimbursable Expenses 5     

Subtotals     

 

1 Form FIN-3 shall be filled at least for the whole assignment.  In case some of the activities require different modes of billing and payment (e.g.: the assignment 
is phased, and each phase has a different payment schedule), the Consultant shall fill a separate Form FIN-3 for each group of activities.  For each currency, the 
sum of the relevant Subtotals of all Forms FIN-3 provided must coincide with the Total Costs of Financial Proposal indicated in Form FIN-2. 

2 Names of activities (phase) should be the same as, or correspond to the ones indicated in the second column of Form TECH-8. 
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3 Short description of the activities whose cost breakdown is provided in this Form. 

4 Indicate between brackets the name of the foreign currency.  Use the same columns and currencies of Form FIN-2. 

5 For each currency, Remuneration and Reimbursable Expenses must respectively coincide with relevant Total Costs indicated in Forms FIN-4, and FIN-5. 
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FORM  FIN-4  BREAKDOWN OF REMUNERATION1 

(This Form FIN-4 shall only be used when the Time-Based Form of Contract has been included in the RFP) 

 

Group of Activities (Phase):    

Name2 Position 3 
Staff-month 

Rate4 

Input 5 

(Staff-
months) 

[Indicate 
Foreign 

Currency # 1]6 

[Indicate 
Foreign 

Currency # 2]6 

[Indicate 
Foreign 

Currency # 3]6 

[Indicate Local 

Currency]6 

Foreign Staff         

  
[Home]      

[Field]      

  
      

      

  
      

      

  
      

      

  
      

      

Local Staff        

  
[Home]  

   
 

[Field]   
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   Total Costs     

 

1 Form FIN-4 shall be filled for each of the Forms FIN-3 provided. 

2 Professional Staff should be indicated individually; Support Staff should be indicated per category (e.g.: draftsmen, clerical staff). 

3 Positions of Professional Staff shall coincide with the ones indicated in Form TECH-5. 

4 Indicate separately staff-month rate and currency for home and field work. 

5 Indicate, separately for home and field work, the total expected input of staff for carrying out the group of activities or phase indicated in the Form. 

6 Indicate between brackets the name of the foreign currency.  Use the same columns and currencies of Form FIN-2.  For each staff indicate the remuneration in 
the column of the relevant currency, separately for home and field work.  Remuneration = Staff-month Rate x Input. 
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FORM  FIN-4  BREAKDOWN OF REMUNERATION1 

(This Form FIN-4 shall only be used when the Lump-Sum Form of Contract has been 
included in the RFP.  Information to be provided in this Form shall only be used to establish 
payments to the Consultant for possible additional services requested by the Procuring 
Entity) 

 

Name2 Position 3 Staff-month Rate 4 

Foreign Staff    

  
[Home] 

[Field] 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

Local Staff   

  
[Home] 

[Field] 



Section 4 ɀ Financial Proposal ɀ Standard Forms  49 

AGD  REQUEST FOR PROPOSAL__ 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

  
 

 

 

1 Form FIN-4 shall be filled in for the same Professional and Support Staff listed in Form TECH-7. 

2 Professional Staff should be indicated individually; Support Staff should be indicated per category 
(e.g.: draftsmen, clerical staff). 

3 Positions of the Professional Staff shall coincide with the ones indicated in Form TECH-5. 

4 Indicate separately staff-month rate and currency for home and field work. 

.
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FORM  FIN-5  BREAKDOWN OF REIMBURSABLE EXPENSES1 

(This Form FIN-5 shall only be used when the Time-Based Form of Contract has been included in the RFP) 

  

 

Group of Activities (Phase):    

N° Description 2 Unit  Unit Cost3 Quantity  

[Indicate 
Foreign 

Currency # 1]4 

[Indicate 
Foreign 

Currency # 2]4 

[Indicate 
Foreign 

Currency # 3]4 

[Indicate Local 

Currency]4 

 Per diem allowances Day       

 International flights 5 Trip        

 Miscellaneous travel 
expenses 

Trip        

 
Communication costs between 
[Insert place] and [Insert place] 

       

 Drafting, reproduction of 
reports 

       

 
Equipment, instruments, 
materials, supplies, etc. 

       

 Shipment of personal effects Trip        

 Use of computers, software        

 Laboratory tests.        

 Subcontracts        

 Local transportation costs        

 Office rent, clerical assistance        

 
Training of the Procuring 
EntityȭÓ ÐÅÒÓÏnnel 6 
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 Total Costs     

 

1 Form FIN-5 should be filled for each of the Forms FIN-3 provided, if needed. 

2 Delete items that are not applicable or add other items according to Paragraph Reference 3.6 of the Data Sheet. 

3 Indicate unit cost and currency. 

4 Indicate between brackets the name of the foreign currency.  Use the same columns and currencies of Form FIN-2.  Indicate the cost of each reimbursable item in 
the column of the relevant currency.  Cost = Unit Cost x Quantity. 

5 Indicate route of each flight, and if the trip is one- or two-ways. 

6 Only if the training is a major component of the assignment, defined as such in the TOR. 
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FORM  FIN-5  BREAKDOWN OF REIMBURSABLE EXPENSES 

(This Form FIN-5 shall only be used when the Lump-Sum Form of Contract has been 
included in the RFP.  Information to be provided in this Form shall only be used to establish 
payments to the Consultant for possible additional services requested by the Procuring 
Entity) 

  

 

 

N° Description 1 Unit  Unit Cost2 

 Per diem allowances Day  

 International flights 3 Trip   

 Miscellaneous travel expenses Trip   

 Communication costs between [Insert 
place] and [Insert place]  

  

 Drafting, reproduction of reports   

 Equipment, instruments, materials, 
supplies, etc. 

  

 Shipment of personal effects Trip   

 Use of computers, software   

 Laboratory tests.   

 Subcontracts   

 Local transportation costs   

 Office rent, clerical assistance   

 Training of the Procuring EntityȭÓ 
personnel 4 

  

 

1 Delete items that are not applicable or add other items according to Paragraph Reference 3.6 of the 
Data Sheet. 

2 Indicate unit cost and currency. 

3 Indicate route of each flight, and if the trip is one- or two-ways. 

4 Only if the training is a major component of the assignment, defined as such in the TOR. 
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APPENDIX 

 

FINANCIAL NEGOTIATIONS - BREAKDOWN OF REMUNERATION RATES 

(Not to be used when cost is a factor in the evaluation of Proposals) 

 

1. Review of Remuneration Rates  

 

1.1 The remuneration rates for staff are made up of salary, social costs, overheads, fee that 
is profit, and any premium or allowance paid for assignments away from headquarters.  
To assist the firm in preparing financial negotiations, a Sample Form giving a 
breakdown of rates is attached (no financial information should be included in the 
Technical Proposal).  Agreed breakdown sheets shall form part of the negotiated 
contract. 

 

1.2 The Procuring Entity is charged with the custody of government funds and is expected 
to exercise prudence in the expenditure of these funds.  The Procuring Entity is, 
ÔÈÅÒÅÆÏÒÅȟ ÃÏÎÃÅÒÎÅÄ ×ÉÔÈ ÔÈÅ ÒÅÁÓÏÎÁÂÌÅÎÅÓÓ ÏÆ ÔÈÅ ÆÉÒÍȭs Financial Proposal, and, 
during negotiations, it expects to be able to review audited financial statements 
ÂÁÃËÉÎÇ ÕÐ ÔÈÅ ÆÉÒÍȭÓ ÒÅÍÕÎÅÒÁÔÉÏÎ ÒÁÔÅÓȟ ÃÅÒÔÉÆÉÅÄ ÂÙ ÁÎ ÉÎÄÅÐÅÎÄÅÎÔ ÁÕÄÉÔÏÒȢ  4ÈÅ 
firm shall be prepared to disclose such audited financial statements for the last three 
years, to substantiate its rates, and accept that its proposed rates and other financial 
matters are subject to scrutiny.  Rate details are discussed below. 

 

 (i)  Salary 

 This is the gross regular cash salary paid to the individual ÉÎ ÔÈÅ ÆÉÒÍȭÓ ÈÏÍÅ 
office.  It shall not contain any premium for work away from headquarters or 
bonus (except where these are included by law or government regulations). 

 

 (ii)  Bonus 

 Bonuses are normally paid out of profits.  Because the Procuring Entity does 
not wish to make double payments for the same item, staff bonuses shall not 
normally be inÃÌÕÄÅÄ ÉÎ ÔÈÅ ÒÁÔÅÓȢ  7ÈÅÒÅ ÔÈÅ #ÏÎÓÕÌÔÁÎÔȭÓ ÁÃÃÏÕÎÔÉÎÇ ÓÙÓÔÅÍ ÉÓ 
such that the percentages of social costs and overheads are based on total 
revenue, including bonuses, those percentages shall be adjusted downward 
accordingly.  Where naÔÉÏÎÁÌ ÐÏÌÉÃÙ ÒÅÑÕÉÒÅÓ ÔÈÁÔ ρσ ÍÏÎÔÈÓȭ ÐÁÙ ÂÅ ÇÉÖÅÎ ÆÏÒ 
ρς ÍÏÎÔÈÓȭ ×ÏÒËȟ ÔÈÅ ÐÒÏÆÉÔ ÅÌÅÍÅÎÔ ÎÅÅÄ ÎÏÔ ÂÅ ÁÄÊÕÓÔÅÄ ÄÏ×Î×ÁÒÄȢ  !ÎÙ 
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discussions on bonuses shall be supported by audited documentation, which 
shall be treated as confidential. 

 

 (iii)  Social Costs 

 3ÏÃÉÁÌ ÃÏÓÔÓ ÁÒÅ ÔÈÅ ÃÏÓÔÓ ÔÏ ÔÈÅ ÆÉÒÍ ÏÆ ÓÔÁÆÆȭÓ ÎÏÎ-monetary benefits.  These 
items include, inter alia, social security including pension, medical and life 
insurance costs, and the cost of a staff member being sick or on vacation.  In 
this regard, the cost of leave for public holidays is not an acceptable social cost 
nor is the cost of leave taken during an assignment if no additional staff 
replacement has been provided.  Additional leave taken at the end of an 
ÁÓÓÉÇÎÍÅÎÔ ÉÎ ÁÃÃÏÒÄÁÎÃÅ ×ÉÔÈ ÔÈÅ ÆÉÒÍȭÓ ÌÅave policy is acceptable as a social 
cost. 

 

 (iv)  Cost of Leave 

 The principles of calculating the cost of total days leave per annum as a 
percentage of basic salary shall normally be as follows: 

 

 Leave cost as percentage of salary 1 =  
total days leave x 100

[365 -  w -  ph -  v -  s]
 

 

 It is important to note that leave can be considered a social cost only if the 
Procuring Entity is not charged for the leave taken. 

 

 (v)  Overheads 

 Overhead expenses are thÅ ÆÉÒÍȭÓ ÂÕÓÉÎÅÓÓ ÃÏÓÔÓ ÔÈÁÔ ÁÒÅ ÎÏÔ ÄÉÒÅÃÔÌÙ ÒÅÌÁÔÅÄ ÔÏ 
the execution of the assignment and shall not be reimbursed as separate items 
ÕÎÄÅÒ ÔÈÅ ÃÏÎÔÒÁÃÔȢ  4ÙÐÉÃÁÌ ÉÔÅÍÓ ÁÒÅ ÈÏÍÅ ÏÆÆÉÃÅ ÃÏÓÔÓ ɉÐÁÒÔÎÅÒȭÓ ÔÉÍÅȟ 
nonbillable time, time of senior staff monitoring the project, rent, support staff, 
research, staff training, marketing, etc.), the cost of staff not currently 
employed on revenue-earning projects, taxes on business activities and 
business promotion costs.  During negotiations, audited financial statements, 
certified as correct by an independent auditor and supporting the last three 
ÙÅÁÒÓȭ ÏÖÅÒÈÅÁÄÓȟ ÓÈÁÌÌ ÂÅ ÁÖÁÉÌÁÂÌÅ ÆÏÒ ÄÉÓÃÕÓÓÉÏÎȟ Ôogether with detailed lists 
of items making up the overheads and the percentage by which each relates to 
basic salary.  The Procuring Entity does not accept an add-on margin for social 
charges, overhead expenses, etc., for staff who are not permanent employees of 

                                                             

1  Where w = weekends, ph = public holidays, v = vacation, and s = sick leave. 
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the firm.  In such case, the firm shall be entitled only to administrative costs 
and fee on the monthly payments charged for subcontracted staff. 

 

 (vi)  Fee or Profit 

 The fee or profit shall be based on the sum of the salary, social costs, and 
overhead.  If any bonuses paid on a regular basis are listed, a corresponding 
reduction in the profit element shall be expected.  Fee or profit shall not be 
allowed on travel or other reimbursable expenses, unless in the latter case an 
unusually large amount of procurement of equipment is required.  The firm 
shall note that payments shall be made against an agreed estimated payment 
schedule as described in the draft form of the contract. 

 

 (vii)  Away from Headquarters Allowance or Premium 

 Some Consultants pay allowances to staff working away from headquarters.  
Such allowances are calculated as a percentage of salary and shall not draw 
overheads or profit.  Sometimes, by law, such allowances may draw social 
costs.  In this case, the amount of this social cost shall still be shown under 
social costs, with the net allowance shown separately.  For concerned staff, this 
allowance, where paid, shall cover home education, etc.; these and similar 
items shall not be considered as reimbursable costs. 

 

 (viii)  Subsistence Allowances 

 Subsistence allowances are not included in the rates, but are paid separately 
and in local currency.  No additional subsistence is payable for 

dependents½the subsistence rate shall be the same for married and single 
team members. 

 

 UNDP standard rates for the particular country may be used as reference to 
determine subsistence allowances.  

 

 

2. Reimbursable e xpenses 

 

2.1 The financial negotiations shall further focus on such items as out-of-pocket expenses 
and other reimbursable expenses.  These costs may include, but are not restricted to, 
cost of surveys, equipment, office rent, supplies, international and local travel, 
computer rental, mobilization and demobilization, insurance, and printing.  These 
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costs may be either unit rates or reimbursable on the presentation of invoices, in 
foreign or local currency. 

 

 

3. Bank Guarantee  

 

3.1 Payments to the firm, including payment of any advance based on cash flow 
projections covered by a bank guarantee, shall be made according to an agreed 
estimated schedule ensuring the firm regular payments in local and foreign currency, 
as long as the services proceed as planned. 
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Sample Form 

 

 

 

Consulting Firm: Country: 

Assignment: Date: 

 

 

#ÏÎÓÕÌÔÁÎÔȭÓ 2ÅÐÒÅÓÅÎÔÁÔÉÏÎÓ 2ÅÇÁÒÄÉÎÇ #ÏÓÔÓ ÁÎÄ #ÈÁÒÇÅÓ 

 

 

We hereby confirm that: 

 

(a) ÔÈÅ ÂÁÓÉÃ ÓÁÌÁÒÉÅÓ ÉÎÄÉÃÁÔÅÄ ÉÎ ÔÈÅ ÁÔÔÁÃÈÅÄ ÔÁÂÌÅ ÁÒÅ ÔÁËÅÎ ÆÒÏÍ ÔÈÅ ÆÉÒÍȭÓ ÐÁÙÒÏÌÌ 
records and reflect the current salaries of the staff members listed which have not been raised 
other than wiÔÈÉÎ ÔÈÅ ÎÏÒÍÁÌ ÁÎÎÕÁÌ ÓÁÌÁÒÙ ÉÎÃÒÅÁÓÅ ÐÏÌÉÃÙ ÁÓ ÁÐÐÌÉÅÄ ÔÏ ÁÌÌ ÔÈÅ ÆÉÒÍȭÓ ÓÔÁÆÆȠ 

 

(b) attached are true copies of the latest salary slips of the staff members listed; 

 

(c) the away from headquarters allowances indicated below are those that the Consultants 
have agreed to pay for this assignment to the staff members listed; 

 

(d) the factors listed in the attached table for social charges and overhead are based on the 
firÍȭÓ ÁÖÅÒÁÇÅ ÃÏÓÔ ÅØÐÅÒÉÅÎÃÅÓ ÆÏÒ ÔÈÅ ÌÁÔÅÓÔ ÔÈÒÅÅ ÙÅÁÒÓ ÁÓ ÒÅÐÒÅÓÅÎÔÅÄ ÂÙ ÔÈÅ ÆÉÒÍȭÓ ÆÉÎÁÎÃÉÁÌ 
statements; and 

 

(e) said factors for overhead and social charges do not include any bonuses or other means 
of profit -sharing. 

 

  

[Name of Consulting Firm] 
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Signature of Authorized Representative Date 

 

Name:    

 

Title:    
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#ÏÎÓÕÌÔÁÎÔȭÓ 2ÅÐÒÅÓÅÎÔÁÔÉÏÎÓ 2ÅÇÁÒÄÉÎÇ #ÏÓÔÓ ÁÎÄ #ÈÁÒÇÅÓ 

 

 

(Expressed in [insert name of currency]) 

 

Personnel 1 2 3 4 5 6 7 8 

Name Position 

Basic Salary per 
Working 

Month/Day/Yea
r 

Social 

Charges1 

Overhead
1 

Subtotal Fee2 

Away from 
Headquarter
s Allowance 

Proposed Fixed 
Rate per Working 
Month/Day/Hou

r 

Proposed Fixed 
Rate per Working 
Month/Day/Hou

r1 

Home Office         

          

          

          

          

Field         
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1. Expressed as percentage of 1 

2. Expressed as percentage of 4 
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SECTION 5.  TERMS OF REFERENCE 

 

I. BACKGROUND 

 

The Jamaica Vision 2030 identifies a number of initiatives aimed at driving the 
country forward towards developed country status. All of these initiatives will 
require significant changes within the present government-wide operations and the 
execution of the requisite activities/functions by the responsible public officers. 
Inherent with this vision will be the requirement to establish mechanisms that will 
clearly demonstrate that all public transactions are executed in a transparent 
manner within the governing rules and regulations and that those responsible for 
the each transaction can be held accountable for the resources utilized.  
 
This initiative validates the Vision 2030 requirement to establish a framework for 
accountability in the Public Sector by directly supporting effective governance 
through the strengthening of accountability and transparency mechanisms. The 
ability of the Auditor GÅÎÅÒÁÌȭÓ Department (AGD) to successfully achieve the 
stipulated requirements of this aspect of the Vision falls within the present Public 
Sector transformation initiative being lead by the Public Sector Transformation Unit 
(PSTU) in the Cabinet Office. The Unit consists of seven (7) specialists with the 
requisite skills and competencies drawn from the public and private sectors. The 
5ÎÉÔȭÓ ÍÁÎÄÁÔÅ ÉÓ ȰÔÏ ÌÅÁÄȟ ÍÏÎÉÔÏÒȟ ÅÖÁÌÕÁÔÅ ÁÎÄ ÆÁÃÉÌÉÔÁÔÅ ÔÈÅ ÔÒÁÎÓÆÏÒÍÁÔÉÏÎ ÏÆ ÔÈÅ 
public ÓÅÒÖÉÃÅȱ ÁÎÄ ÓÐÅÃÉÆÉÃÁÌÌÙ ÔÏ ÒÅÁÌÉÓÅ ÔÈÅ ÖÉÓÉÏÎ ÏÆ ȰÁ ÔÒÁÎÓÆÏÒÍÅÄ ÃÏÈÅÓÉÖÅ 
Public Sector that is performance-based, efficient, cost effective and service 
ÏÒÉÅÎÔÅÄȱȢ /ÖÅÒ ÔÈÅ ÎÅØÔ ÅÉÇÈÔÅÅÎ ɉρψɊ ÍÏÎÔÈÓ ÔÈÅ 5ÎÉÔ ÉÓ ÅØÐÅÃÔÅÄ ÔÏ ÆÁÃÉÌÉÔÁÔÅ Á 
significant change in the manner in which the Government delivers services 
internally (i.e. inter-government) and to the general public. 
 
Under the perceived transformation process, Heads of Entities will be delegated 
more authority over their resources, therefore the establishment of a strong service-
wide auditing capability in the AGD is crucial. The responsibility of the AGD as the 
ȰÐÕÂÌÉÃ ×ÁÔÃÈÄÏÇȱ ÉÓ ÁÌÓÏ ÃÒÉÔÉÃÁÌ ÁÎÄ ×ÉÌÌ ÄÉÒÅÃÔÌÙ ÓÕÐÐÏÒÔ ÔÈÅ ÁÔÔÁÉÎÍÅÎÔ ÏÆ ÔÈÅ 
Vision. 
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II. OVERVIEW OF THE AUDI4/2 '%.%2!,ȭ3 $%0!24MENT 

The constitution and Financial Administration and Audit Act (FAA Act) define the duties 
and reporting responsibilities of the Auditor General (AG) and guarantee the AG a high 
ÄÅÇÒÅÅ ÏÆ ÆÒÅÅÄÏÍ ÉÎ ÃÁÒÒÙÉÎÇ ÏÕÔ ÔÈÅ ÄÕÔÉÅÓ ÏÆ ÔÈÅ ÏÆÆÉÃÅ ÁÎÄ ÓÐÅÃÉÆÉÅÓ ÔÈÅ !'ȭÓ reporting 
responsibilities to the House of Representative. In the exercise of her responsibilities, the AG 
may choose or be requested by the House of Representatives, by way of resolution, to audit 
the accounts of any Public Body and report on her examination to the portfolio Minister for 
presentation to the House of Representatives.  In addition, the Minister of Finance and the 
0ÕÂÌÉÃ 3ÅÒÖÉÃÅ ÃÁÎ ÁÌÓÏ ÒÅÑÕÉÒÅ ÔÈÅ !' ÔÏ ÅØÁÍÉÎÅ ÁÎÄ ÒÅÐÏÒÔ ÔÏ ÔÈÅ -ÉÎÉÓÔÅÒ ÔÈÅ ÒÅÓÕÌÔÓ ÏÆ ȰÁ 
ÓÐÅÃÉÁÌȱ ÅØÁÍÉÎÁÔÉÏÎ ÏÆ ÔÈÅ ÁÃÃÏÕÎts of any person or organization who has received or who 
is seeking public funds.  

Our audits are ÄÅÓÉÇÎÅÄ ÔÏ ÐÒÏÖÉÄÅ ÒÅÁÓÏÎÁÂÌÅ ÁÓÓÕÒÁÎÃÅ ÔÈÁÔ ÍÁÎÁÇÅÍÅÎÔȭÓ 
ÓÔÅ×ÁÒÄÓÈÉÐ ÍÅÅÔÓ ÂÏÔÈ '/*ȭÓ ÁÎÄ ÉÎÔÅÒÎÁÔÉÏÎÁÌÌÙ ÁÃÃÅÐÔÅÄ ÓÔÁÎÄÁÒÄÓ ÁÎÄ ÐÒÏÃÅÄÕÒÅÓȢ  !ÌÌ 
audit activities are geared towards achieving our strategic objectives. In pursuit of our 
vision to promote a better country through effective audit scrutiny of government operations, 
we aim to, through our robust audits and reports; facilitate transparency and accountability 
ÔÈÅÒÅÂÙ ÉÍÐÒÏÖÉÎÇ ÔÈÅ ÐÕÂÌÉÃȭÓ ÔÒÕÓÔ ÁÎÄ ÐÅÒÃÅÐÔÉÏÎ ÏÆ ÃÏÒÒÕÐÔÉÏÎȟ ÉÎ ÇÏÖÅÒÎÍÅÎÔȢ /ÕÒ 
vision and objectives are also in line with the National Development Plan - Vision 2030 and 
support National Outcome No.6 [Effective Governance]. In consideration of this outcome, 
there are two sub-outcomes that specifically relate to us and to which we have aligned our 
activities: 

¶ Strengthen accountability and transparency mechanisms. [National Strategy 6-5]. 

¶ Strengthen public institutions to deliver efficient and effective public goods and 
services [National Strategy 6-7]. 

With theses sub-outcomes in mind, our main policy priorities include: 

¶ Increase  accountability, transparency and efficiency mechanisms;  

¶ Enhance the communication among AGDȟ -$!ȭÓ ÁÎÄ #ÉÔÉÚÅÎry 

¶ Promote an efficient environment that is responsive to change 
 

4ÈÅ !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ $ÅÐÁÒÔÍÅÎÔ ÉÓ ÈÏ×ÅÖÅÒȟ ÃÏÎÓÔÒÁÉÎÅÄ ÉÎ ÉÔÓ ÁÕÄÉÔ ÔÙÐÅÓ ÁÎÄ ÄÅÐÔÈ 
because of lack of control over how the available resources are utilised. We are also 
challenged in our ability to attract suitably qualified personnel due to the lack of competitive 
remuneration packages attached to senior positions. Additionally, our professional 
development is adversely affected given our inadequate staff complement owing to 
insufficient resources.  

The AGD in 2000 received specific attention for institutional strengthening from the 
Public Sector Modernisation Project (PSTU) with regards to increased capacity in 
Information Communications Technology (ICT) and Value-for-money (VFM)/performance 
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audit techniques training. Subsequently, some staff qualification levels have increased and 
there has been an improvement in the retention of our professional staff within recent 
years. 

The Prime Minister has signed off on the recommendation of Public Sector 
Transformation Unit (PSTU) within cabinet that this Department be given devoluted status. 
This means that the department will gain autonomy over the use of its Human and Financial 
resources. Furthermore, this will  address the issue of the impaired independence of the 
Department because of our lack of autonomy over our human and financial resources. Both 
the IDB and the World Bank have, in their respective reports highlighted this as a matter to 
be addressed by the GOJ. Further, our position is supported by the Lima declaration of 
Guidelines of Auditing Precepts for Supreme Audit Institutions.1 This matter is critical to how 
the international agencies and investors view the independence and objectivity of the AGD 
and impacts the level of confidence in the accountability and transparency of government 
operations. In order to efficiently execute its responsibilities the AGD has also adopted the 
International Organisation of Supreme Audit Institutions (INTOSAI) auditing standards and 
developed its own Audit Manuals. These two elements of the AGD operations will serve to 
guide the organization in fulfilling its role in enhancing Governments ability to ensure 
transparency and accountability throughout the Public service. 

However, it is recognised that we need to have an appropriately structured organisation 
that will function effectively with devoluted authority status. The framework will require a 
de-concentration of the responsibilities vested in the Auditor General to senior and middle 
management staff. In light of the forgoing it is imperative that a comprehensive review of 
the AGD be done to assess the adequacy of our resources, how efficiently they can be 
utilized, evaluate our business processes, key audit areas, administration and engagements 
and make suitable  recommendations as to our additional needs.  

 

The purpose of this Terms Of Reference (TOR) is to obtain the services of a suitably 
qualified consultant who will conduct a comprehensive review of the Department. This will, 
inter alia, include among other activities, developing an organization chart, staff profiles, job 
descriptions, salary scale and restructuring of the department processes. We envision that 
this department becomes one that is more fluid, flexible, functional and more efficient with 
the ability to adapt to a changing environment. The consultant will be required to support 
the implementation of such policies and or procedures. 

The Consultant will report to the Auditor General or her nominee. The consultant is 
expected to work closely with the Steering Committee constituted for this purpose. All 
materials produced become the property of the Government of Jamaica. An electronic 

                                                             

1 Section 5. Independence of Supreme Audit Institutions: 

1. Supreme Audit Institutions can accomplish their tasks objectively and effectively only if they are 
independent of the audited entity and are protected against outside influence. 

2. Although state institutions cannot be absolutely independent because they are part of the state as a 
whole, Supreme Audit Institutions shall have the functional and organisational independence required 
to accomplish their tasks. 
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version of all materials must be submitted to the Auditor General for payments to be 
authorised.  
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III. CONSULTANCY OBJECTIVES 

 

The general objective of this assignment ÉÓ ÔÏ ÓÕÐÐÏÒÔ ÔÈÅ ÒÅÆÏÒÍ ÏÆ ÔÈÅ !ÕÄÉÔÏÒ 'ÅÎÅÒÁÌȭÓ 
Department. In that, the consultant is required to evaluate and make recommendations as to 
a revised structure and activities. The consultant is expected to manage, evaluate and 
develop  policies across the entire department. The more specific outcome of the capacities, 
processes and systems required to ensure the successful operation of the Department. 

 

IV. CHARACTERISTICS OF THE CONSULTANCY 

1.1 Type of consultancy:  Local firm   

1.2 Starting date and duration:  To be determined on a full -time basis  for a period not 
exceeding three months; this is estimated at 40 man days in total.  

1.3 Place of work:  Kingston, Jamaica. 

1.4 Qualifications:   Postgraduate qualification in  Management, Social Sciences, 
Development Management, and professional certification with at least 5 years 
strong experience and expertise in the following:  

¶ Conducting organizational and process assignments, reengineering, 
productivity and quality imp rovement ; 

¶ Benchmarking data collection to be used to influence productivity 
improvement efforts, performance targets setting and change management 
activities; and 

¶ Conducting training; applying multiple business process models, techniques, 
and tools in a variety of organizational settings including the public sector. 

Good knowledge of Information Management Systems and familiarity with the 
auditing profession is required. 

Fluency in English is a requirement. 
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In this regard, we are requesting technical assistance from a suitably qualified 
consultant to execute the following tasks: 

 

Tasks Outputs/Deliverables  Expected Date of 
Completion /submission 
of reports  
 

Review the present 
organizational 
structure of the AGD 
and make the 
necessary 
recommendations for 
restructuring.  

1. Evaluate the !'$ȭÓ ÃÕÒÒÅÎÔ 
structure, operations and 
business processes and 
prepare baseline report for 
future improvement with 
ÒÅÇÁÒÄ ÔÏ ÔÈÅ !'$ȭÓ 
Institutional Capacity Building 
(ICB), Devolution and De-
concentration reform plans.   

 
2. Using baseline report prepare: 

(i)   Organisation chart.  
(ii)  Staff profile 
(iii)  Job descriptions with 

regard to a desirable 
staff profile, review 
current basic salary 
and prepare a report 
on related salary with 
recommendations for 
various audit 
functions. 

 
3. Conduct a workload 

Assessment of each functional 
area (Financial Statements, IT, 
Performance Audit, and 
Compliance, and the Accounts 
Department) and recommend 
ideal staff complement and 
use of innovation.  

4. Submit a detailed document 
for performance standards, 
targets, and indicators for 
individual auditors. 

 

 
Within twenty (20) days 
of the signing of the 
contract. 

Assess the audit 
processes and make 
recommendations to 
improve efficiency of 

5. Submit an assessment report 
with appropriate 
recommendations. 

6. Prepare Standard Operating 
Procedures for each audit unit, 

 
Within thirty (30) days of 
the signing of the 
contract. 
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Tasks Outputs/Deliverables  Expected Date of 
Completion /submission 
of reports  
 

operations. and accounts/administrative 
department. 

Design a 
comprehensive audit 
service costing system, 
which will be used to 
determine the cost of 
services provided to 
Ministries, 
Departments and 
Agencies (MDAs) 
 

7. Design and build a 
comprehensive audit service 
costing system. 

 

Within forty  (40) days of 
the signing of the 
contract. 

 

DELIVERABLES 

 
During the assignmen t the consultant shall submit bi -weekly report s to the 
Auditor General.  
 

DURATION OF ASSIGNMENT 

 
The consultant will have a total of forty (40) working days from the date of the contract to 
complete this assignment. The scheduling of the efforts to complete the above stated 
requirements deliverable will be agreed with the Auditor General or her nominee. 
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MATERIALS PRODUCED 

All materials produced become the property of the GoJ. An electronic version of all materials 
must be submitted using Microsoft Office suite of applications to the Auditor General for the 
final payment to be authorized.  
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#/.35,4!.4ȭ3 
SERVICES: LUMP-SUM 

CONTRACT 
 

 

S T A N D A R D  F O R M  O F  C O N T R A C T 

 

#ÏÎÓÕÌÔÁÎÔÓȭ 
Services 

Lump-Sum 
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PREFACE 

 

 

1. This standard contract for Consulting Services has been prepared by the GOJ for use 
by the public sector (referred to hereafter as Procuring Entitys) when they hire a consulting 
firm (referred to hereinafter as the Consultant) to provide services paid on lump-sum basis. 

 

2. The Contract includes four parts: the Form of Contract, the General Conditions of 
Contract, the Special Conditions of Contract, and the Appendices.  The Procuring Entity 
using this standard contract should not alter the General Conditions.  Any adjustment to 
meet project features should be made only in the Special Conditions. 

 

3. Lump-sum contracts are normally used when definition of the tasks to be performed 
is clear and unambiguous, when the commercial risk taken by the Consultant are relatively 
low, and when therefore such Consultant are prepared to perform the assignment for an 
agreed predetermined lump-sum price.  Such price is arrived at on the basis of inputs - 
including rates - provided by the Consultant.  The Procuring Entity agrees to pay the 
Consultant according to a schedule of payments linked to the delivery of certain outputs, for 
example reports.  A major advantage of the lump-sum contract is the simplicity of its 
administration, the Procuring Entity having only to be satisfied with the outputs without 
monitoring the staff inputs.  Studies are usually carried out on a lump-sum basis: for 
example, surveys, master plans, economic, sector, simple feasibility and engineering studies. 
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CONTRACT FOR CONSULTANTSȭ SERVICES 

 

Lump-Sum 

 

 

between 

 
 

  

[name of the Procuring Entity] 

 

 

 

and 

 

 

 

  

[name of the Consultant] 

 

 

 

 

 

 

Dated:    
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I.  FORM OF CONTRACT 

LUMP-SUM 

 

(Text in brackets [ ] is optional; all notes should be deleted in final text) 

 

4ÈÉÓ #/.42!#4 ɉÈÅÒÅÉÎÁÆÔÅÒ ÃÁÌÌÅÄ ÔÈÅ Ȱ#ÏÎÔÒÁÃÔȱɊ ÉÓ ÍÁÄÅ ÔÈÅ [day] day of the month of 
[month], [year], between, on the one hand, [name of Procuring Entity] (hereinafter called the 
ȰProcuring EntityȱɊ ÁÎÄȟ ÏÎ ÔÈÅ ÏÔÈÅÒ ÈÁÎÄȟ [name of Consultant] (hereinafter called the 
Ȱ#ÏÎÓÕÌÔÁÎÔȱɊȢ 

[Note:  If the Consultant consist of more than one entity, the above should be partially 
amended to read as follows:  ȰȣɉÈÅÒÅÉÎÁÆÔÅÒ ÃÁÌÌÅÄ ÔÈÅ ȰProcuring EntityȱɊ ÁÎÄȟ ÏÎ ÔÈÅ ÏÔÈÅÒ 
hand, a joint venture/consortium/association consisting of the following entities, each of 
which will be jointly and severally liable to the Procuring Entity ÆÏÒ ÁÌÌ ÔÈÅ #ÏÎÓÕÌÔÁÎÔȭÓ 
obligations under this Contract, namely, [name of Consultant] and [name of Consultant] 
ɉÈÅÒÅÉÎÁÆÔÅÒ ÃÁÌÌÅÄ ÔÈÅ Ȱ#ÏnsÕÌÔÁÎÔȱɊȢɎ 

WHEREAS 

(a) the Procuring Entity has requested the Consultant to provide certain 
consulting services as defined in this Contract (hereinafter called the 
Ȱ3ÅÒÖÉÃÅÓȱɊȠ 

(b) the Consultant, having represented to the Procuring Entity that it has the 
required professional skills, and personnel and technical resources, has 
agreed to provide the Services on the terms and conditions set forth in this 
Contract; 

(c) the Procuring Entity has received a budgetary allocation (hereinafter called 
ȰÆÕÎÄÓȱɊ ÆÒÏÍ Ôhe Ministry of Finance and Planning (hereinafter called 
Ȱ-/&0ȱɊ ÔÏ×ÁÒÄ ÔÈÅ ÃÏÓÔ ÏÆ ÔÈÅ ÐÒÏÊÅÃÔ ÔÏ×ÁÒÄÓ ÔÈÅ ÃÏÓÔ ÏÆ ÔÈÅ 3ÅÒÖÉÃÅÓ ÁÎÄ 
intends to apply a portion of the proceeds of this allocation to eligible 
payments under this Contract, it being understood all payments will be 
subject, in all respects, to the terms and conditions of the agreement; 

 

NOW THEREFORE the parties hereto hereby agree as follows: 

1. The following documents attached hereto shall be deemed to form an integral part 
of this Contract: 

(a) The General Conditions of Contract; 

(b) The Special Conditions of Contract; 

(c) The following Appendices:  [Note:  If any of these Appendices are not used, the 
×ÏÒÄÓ Ȱ.ÏÔ 5ÓÅÄȱ ÓÈÏÕÌÄ ÂÅ ÉÎÓÅÒÔÅÄ ÂÅÌÏ× ÎÅØÔ ÔÏ ÔÈÅ ÔÉÔÌÅ ÏÆ ÔÈÅ !ÐÐÅÎÄÉØ] 

Appendix A:  Description of Services  Not used 
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Appendix B:  Reporting Requirements  Not used 

Appendix C:  Key Personnel and Sub-Consultants  Not used 

Appendix D:  Breakdown of Contract Price in Foreign Currency   Not used 

Appendix E:  Breakdown of Contract Price in Local Currency   Not used 

Appendix F:  Services and Facilities Provided by the Procuring Entity   Not 
used 

Appendix G:  Form of Advance Payment Guarantee   Not used 

[ Note: The procuring entity shall prepare each appendix for attachment 
hereto consistent with the particular procurement. Additionally, the procuring 
entity shall include any Appendix applicable to the particular procurement 
that has not been include in the above listing. The above listing is not 
exhaustive and may be changed to satisfy the particular requirements of each 
contract.] 

 
2. The mutual rights and obligations of the Procuring Entity and the Consultant shall be 

as set forth in the Contract, in particular: 

(a) the Consultants shall carry out the Services in accordance with the 
provisions of the Contract; and 

(b) the Procuring Entity shall make payments to the Consultants in accordance 
with the provisions of the Contract. 

IN WITNESS WHEREOF, the Parties hereto have caused this Contract to be signed in their 
respective names as of the day and year first above written. 

 

For and on behalf of [name of Procuring Entity] 

  

[Authorized Representative] 

 
 
For and on behalf of [name of Consultant] 

 

  

[Authorized Representative] 
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[Note:  If the Consultant consists of more than one entity, all these entities should appear as 
signatories, e.g., in the following manner:] 

 

For and on behalf of each of the Members of the Consultant 

 

[name of member] 

 

  

[Authorized Representative] 

 

[name of member] 

 

  

[Authorized Representative] 
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II . GENERAL CONDITIONS OF CONTRACT 

1.  General Provisions 

 

1.1 Definitions Unless the context otherwise requires, the following terms whenever 
used in this Contract have the following meanings: 

Ȱ!ÐÐÌÉÃÁÂÌÅ ,Á×ȱ ÍÅÁÎÓ ÔÈÅ ÌÁ×Ó ÁÎÄ ÁÎÙ ÏÔÈÅÒ ÉÎÓÔÒÕÍÅÎÔÓ ÈÁÖÉÎÇ 
the force of law in Jamaica. 

Ȱ#ÏÎÓÕÌÔÁÎÔȱ ÍÅÁÎÓ ÁÎÙ ÐÒÉÖÁÔÅ ÏÒ ÐÕÂÌÉÃ ÅÎÔÉÔÙ ÔÈÁÔ ×ÉÌÌ ÐÒovide the 
Services to the Procuring Entity under the Contract. 

Ȱ#ÏÎÔÒÁÃÔȱ ÍÅÁÎÓ ÔÈÅ #ÏÎÔÒÁÃÔ ÓÉÇÎÅÄ ÂÙ ÔÈÅ 0ÁÒÔÉÅÓ ÁÎÄ ÁÌÌ ÔÈÅ 
attached documents listed in its Clause 1, that is these General 
Conditions (GC), the Special Conditions (SC), and the Appendices. 

Ȱ#ÏÎÔÒÁÃÔ 0ÒÉÃÅȱ ÍÅÁÎÓ ÔÈÅ ÐÒÉÃÅ ÔÏ ÂÅ ÐÁÉÄ ÆÏÒ ÔÈÅ ÐÅÒÆÏÒÍÁÎÃÅ ÏÆ ÔÈÅ 
Services, in accordance with Clause 6; 

Ȱ%ÆÆÅÃÔÉÖÅ $ÁÔÅȱ ÍÅÁÎÓ ÔÈÅ ÄÁÔÅ ÏÎ ×ÈÉÃÈ ÔÈÉÓ #ÏÎÔÒÁÃÔ ÃÏÍÅÓ ÉÎÔÏ 
force and effect pursuant to Clause GC 2.1. 

Ȱ&ÏÒÅÉÇÎ #ÕÒÒÅÎÃÙȱ ÍÅÁÎÓ ÁÎÙ ÃÕÒÒÅÎÃÙ ÏÔÈÅÒ ÔÈÁÎ ÔÈÅ ÃÕrrency of the 
Procuring EntityȭÓ ÃÏÕÎÔÒÙȢ 

Ȱ'#ȱ ÍÅÁÎÓ ÔÈÅÓÅ 'ÅÎÅÒÁÌ #ÏÎÄÉÔÉÏÎÓ ÏÆ #ÏÎÔÒÁÃÔȢ 

Ȱ'ÏÖÅÒÎÍÅÎÔȱ ÍÅÁÎÓ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔ ÏÆ ÔÈÅ Procuring EntityȭÓ 
country. 

Ȱ,ÏÃÁÌ #ÕÒÒÅÎÃÙȱ ÍÅÁÎÓ ÔÈÅ ÃÕÒÒÅÎÃÙ ÏÆ ÔÈÅ Procuring EntityȭÓ 
country. 

Ȱ-ÅÍÂÅÒȱ ÍÅÁÎÓ ÁÎÙ ÏÆ ÔÈÅ ÅÎÔÉÔÉÅÓ ÔÈÁÔ ÍÁËÅ ÕÐ ÔÈÅ ÊÏÉÎÔ 
venÔÕÒÅȾÃÏÎÓÏÒÔÉÕÍȾÁÓÓÏÃÉÁÔÉÏÎȟ ÁÎÄ Ȱ-ÅÍÂÅÒÓȱ ÍÅÁÎÓ ÁÌÌ ÔÈÅÓÅ 
entities. 

Ȱ0ÁÒÔÙȱ ÍÅÁÎÓ ÔÈÅ Procuring Entity or the Consultant, as the case may 
ÂÅȟ ÁÎÄ Ȱ0ÁÒÔÉÅÓȱ ÍÅÁÎÓ ÂÏÔÈ ÏÆ ÔÈÅÍȢ 

Ȱ0ÅÒÓÏÎÎÅÌȱ ÍÅÁÎÓ ÐÅÒÓÏÎÓ ÈÉÒÅÄ ÂÙ ÔÈÅ #ÏÎÓÕÌÔÁÎÔ ÏÒ ÂÙ ÁÎÙ 3ÕÂ-
Consultants and assigned to the performance of the Services or any 
part thereof. 

Ȱ3#ȱ ÍÅÁÎÓ ÔÈÅ 3ÐÅÃÉÁÌ #ÏÎÄÉÔÉÏÎÓ ÏÆ #ÏÎÔÒÁÃÔ ÂÙ ×ÈÉÃÈ ÔÈÅ '# ÍÁÙ ÂÅ 
amended or supplemented. 

Ȱ3ÅÒÖÉÃÅÓȱ ÍÅÁÎÓ ÔÈÅ ×ÏÒË ÔÏ ÂÅ ÐÅÒÆÏÒÍÅÄ ÂÙ ÔÈÅ #ÏÎÓÕÌÔÁÎÔ 
pursuant to this Contract, as described in Appendix A hereto. 

Ȱ3ÕÂ-#ÏÎÓÕÌÔÁÎÔÓȱ ÍÅÁÎÓ ÁÎÙ ÐÅÒÓÏÎ ÏÒ ÅÎÔÉÔÙ ÔÏ ×ÈÏÍȾ×ÈÉÃÈ ÔÈÅ 



II. General Conditions of Contract Annex II. Lump-Sum Contract  81 

AGD  REQUEST FOR PROPOSAL__ 

Consultant subcontracts any part of the Services. 

(q) Ȱ)Î ×ÒÉÔÉÎÇȱ ÍÅÁÎÓ ÃÏÍÍÕÎÉÃÁÔÅÄ ÉÎ ×ÒÉÔÔÅÎ ÆÏÒÍ ×ÉÔÈ ÐÒÏÏÆ 
of receipt. 

1.2 Law 
Governing Contract 

This Contract, its meaning and interpretation, and the relation 
between the Parties shall be governed by the Applicable Law. 

1.3 Language This Contract has been executed in the language specified in the SC, 
which shall be the binding and controlling language for all matters 
relating to the meaning or interpretation of this Contract. 

1.4 Notices  

1.4.1 Any notice, request or consent required or permitted to be given or 
made pursuant to this Contract shall be in writing.  Any such notice, 
request or consent shall be deemed to have been given or made when 
delivered in person to an authorized representative of the Party to 
whom the communication is addressed, or when sent to such Party at 
the address specified in the SC. 

1.4.2 A Party may change its address for notice hereunder by giving the 
other Party notice in writing of such change to the address specified in 
the SC. 

1.5 Location The Services shall be performed at such locations as are specified in 
Appendix A hereto and, where the location of a particular task is not 
ÓÏ ÓÐÅÃÉÆÉÅÄȟ ÁÔ ÓÕÃÈ ÌÏÃÁÔÉÏÎÓȟ ×ÈÅÔÈÅÒ ÉÎ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙ 
or elsewhere, as the Procuring Entity may approve. 

1.6 Authority of 
Member in Charge 

 

In case the Consultant consists of a joint venture/ consortium/ 
association of more than one entity, the Members hereby authorize 
the entity specified in the SC to act on their behalf in exercising all the 
#ÏÎÓÕÌÔÁÎÔȭÓ ÒÉÇÈÔÓ ÁÎÄ ÏÂÌÉÇÁÔÉÏns towards the Procuring Entity 
under this Contract, including without limitation the receiving of 
instructions and payments from the Procuring Entity. 

1.7 Authorized 
Representatives 

Any action required or permitted to be taken, and any document 
required or permitted to be executed under this Contract by the 
Procuring Entity or the Consultant may be taken or executed by the 
officials specified in the SC. 

1.8 Taxes and 
Duties 

The Consultant, Sub-Consultants, and their Personnel shall pay such 
indirect taxes, duties, fees, and other impositions levied under the 
Applicable Law as specified in the SC, the amount of which is deemed 
to have been included in the Contract Price. 

In accordance to Tax Compliance And Public Sector Procurement 
Circular No 13 (http://www.mof.gov.jm/papers )  the Bidder shall 
have to demonstrate that they have paid such taxes, duties, fees and 
other impositions as may be levied in Jamaica. 

1.9 Fraud and  

http://www.mof.gov.jm/papers
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Corruption  

 

1.9.1 Definitions 

 

Government of Jamaica requires that Bidders, Suppliers, Contractors, 
and Consultants, observe the highest standard of ethics during the 
procurement and execution of such contracts.  In pursuit of this policy, 
GOJ: 

 (a) defines, for the purpose of this provision, the terms set forth 
below as follows: 

(i)  ȰÃÏÒÒÕÐÔ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ ÔÈÅ ÏÆÆÅÒÉÎÇȟ ÇÉÖÉÎÇȟ 
receiving, or soliciting, directly or indirectly, of anything of 
value to influence the action of a public official in the 
procurement process or in contract executi on;  

ȰÆÒÁÕÄÕÌÅÎÔ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ Á ÍÉÓÒÅÐÒÅÓÅÎÔÁÔÉÏÎ ÏÒ 
omission of facts in order to influence a procurement 
process or the execution of a contract, to the detriment of 
Government of Jamaica and includes collusive practice 
among bidders (prior to or after  bid submission) designed 
to establish bid prices at artificial non -competitive levels 
and to deprive Government of the benefits of free and open 
competition;  

ȰÃÏÌÌÕÓÉÖÅ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ Á ÓÃÈÅÍÅ ÏÒ ÁÒÒÁÎÇÅÍÅÎÔ 
between two or more bidders, with or without the 
knowledge of the Procuring Entity, designed to establish bid 
prices at artificial non -competitive levels or to influence the 
action of any party in the procurement process or the 
execution of a contract; and  

ȰÃÏÅÒÃÉÖÅ ÐÒÁÃÔÉÃÅȱ ÍÅÁÎÓ ÈÁÒÍÉÎÇ ÏÒ ÔÈÒÅÁÔÅning to harm, 
directly or indirectly, persons or their property to influence 
their participation in the procurement process or affect the 
execution of a contract;  

 

1.9.3 Commis-sions 
and Fees 

(d) will require the successful Consultant to disclose any 
commissions or fees that may have been paid or are to be paid to 
agents, representatives, or commission agents with respect to 
the selection process or execution of the contract.  The 
information disclosed must include at least the name and 
address of the agent, representative, or commission agent, the 
amount and currency, and the purpose of the commission or fee. 

 
 

2.  Commencement, Completion, Modification and Termination of Contract 
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2.1 Effectiveness 
of Contract 

This Contract shall come into effect on the date the Contract is 
signed by both Parties or such other later date as may be stated 
in the SC.  The date the Contract comes into effect is defined as 
the Effective Date. 

2.2 Commence-
ment of Services 

The Consultant shall begin carrying out the Services not later than the 
number of days after the Effective Date specified in the SC. 

2.3 Expiration of 
Contract 

Unless terminated earlier pursuant to Clause GC 2.6 hereof, this 
Contract shall expire at the end of such time period after the Effective 
Date as specified in the SC. 

2.4 Modifications 
or Variations 

Any modification or variation of the terms and conditions of this 
Contract, including any modification or variation of the scope of the 
Services, may only be made by written agreement between the 
Parties.  However, each Party shall give due consideration to any 
proposals for modification or variation made by the other Party. 

2.5 Force 
Majeure 

 

 

2.5.1  Definition &ÏÒ ÔÈÅ ÐÕÒÐÏÓÅÓ ÏÆ ÔÈÉÓ #ÏÎÔÒÁÃÔȟ Ȱ&ÏÒÃÅ -ÁÊÅÕÒÅȱ ÍÅÁÎÓ ÁÎ ÅÖÅÎÔ 
which is beyond the reasonable control of a Party and which makes a 
0ÁÒÔÙȭÓ ÐÅÒÆÏÒÍÁÎÃÅ ÏÆ ÉÔÓ ÏÂÌÉÇÁÔÉÏÎÓ ÕÎÄÅÒ ÔÈÅ #ÏÎÔÒÁÃÔ ÉÍÐÏÓÓÉÂÌÅ 
or so impractical as to be considered impossible under the 
circumstances. 

2.5.2 No Breach of 
Contract 

The failure of a Party to fulfill any of its obligations under the contract 
shall not be considered to be a breach of, or default under, this 
Contract insofar as such inability arises from an event of Force 
Majeure, provided that the Party affected by such an event (a) has 
taken all reasonable precautions, due care and reasonable alternative 
measures in order to carry out the terms and conditions of this 
Contract, and (b) has informed the other Party as soon as possible 
about the occurrence of such an event. 

2.5.3   Extension of 
Time 

Any period within which a Party shall, pursuant to this Contract, 
complete any action or task, shall be extended for a period equal to the 
time during which such Party was unable to perform such action as a 
result of Force Majeure. 

2.5.4   Payments During the period of their inability to perform the Services as a result 
of an event of Force Majeure, the Consultant shall be entitled to 
continue to be paid under the terms of this Contract, as well as to be 
reimbursed for additional costs reasonably and necessarily incurred 
by them during such period for the purposes of the Services and in 
reactivating the Service after the end of such period. 

2.6 Termination  
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2.6.1 By the 
Procuring Entity 

 

The Procuring Entity may terminate this Contract in case of the 
occurrence of any of the events specified in paragraphs (a) 
through (f) of this Clause GC 2.6.1. In such an occurrence the 
Procuring Entity ÓÈÁÌÌ ÇÉÖÅ Á ÎÏÔ ÌÅÓÓ ÔÈÁÎ ÔÈÉÒÔÙ ɉσπɊ ÄÁÙÓȭ 
written notice of termination to the Consultant, and sixty (60) 
ÄÁÙÓȭ ÉÎ ÔÈÅ ÃÁÓÅ ÏÆ ÔÈÅ event referred to in (e). 

(a) If the Consultant does not remedy a failure in the performance 
of their obligations under the Contract, within thirty (30) days after 
being notified or within any further period as the Procuring Entity 
may have subsequently approved in writing. 

(b) If the Consultant becomes insolvent or bankrupt. 

(c) If the Consultant, in the judgment of the Procuring Entity has 
engaged in corrupt or fraudulent practices in competing for or in 
executing the Contract. 

(d) If, as the result of Force Majeure, the Consultant are unable to 
perform a material portion of the Services for a period of not less than 
sixty (60) days. 

(e) If the Procuring Entity, in its sole discretion and for any reason 
whatsoever, decides to terminate this Contract. 

(f)  If the Consultant fails to comply with any final decision 
reached as a result of arbitration proceedings pursuant to Clause GC 8 
hereof. 

2.6.2 By the 
Consultant 

The Consultants may terminate this Contract, by not less than thirty 
ɉσπɊ ÄÁÙÓȭ ×ÒÉÔÔÅÎ ÎÏÔÉÃÅ to the Procuring Entity, such notice to be 
given after the occurrence of any of the events specified in paragraphs 
(a) through (c) of this Clause GC 2.6.2: 

(a) If the Procuring Entity fails to pay any money due to the 
Consultant pursuant to this Contract and not subject to dispute 
pursuant to Clause GC 7 hereof within forty-five (45) days after 
receiving written notice from the Consultant that such payment is 
overdue. 

(b) If, as the result of Force Majeure, the Consultant is unable to 
perform a material portion of the Services for a period of not less than 
sixty (60) days. 

(c) If the Procuring Entity fails to comply with any final decision 
reached as a result of arbitration pursuant to Clause GC 8 hereof. 

2.6.3 Payment 
upon Termination 

Upon termination of this Contract pursuant to Clauses GC 2.6.1 or GC 
2.6.2, the Procuring Entity shall make the following payments to the 
Consultant: 

(a) payment pursuant to Clause GC 6 for Services satisfactorily 
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performed prior to the effective date of termination; 

(b) except in the case of termination pursuant to paragraphs (a) 
through (c), and (f) of Clause GC 2.6.1, reimbursement of any 
reasonable cost incident to the prompt and orderly termination of the 
Contract, including the cost of the return travel of the Personnel and 
their eligible dependents. 

 

3.  OBLIGATIONS OF THE CONSULTANT 

 

3.1 General  

3.1.1 Standard of 
Performance 

The Consultant shall perform the Services and carry out their 
obligations hereunder with all due diligence, efficiency and economy, 
in accordance with generally accepted professional standards and 
practices, and shall observe sound management practices, and employ 
appropriate technology and safe and effective equipment, machinery, 
materials and methods.  The Consultant shall always act, in respect of 
any matter relating to this Contract or to the Services, as faithful 
advisers to the Procuring Entity, and shall at all times support and 
safeguard the Procuring EntityȭÓ ÌÅÇÉÔÉÍÁÔÅ ÉÎÔÅÒÅÓÔÓ ÉÎ ÁÎÙ ÄÅÁÌÉÎÇÓ 
with Sub-Consultants or third Parties. 

3.2 Conflict of 
Interests 

The Consultant shall hold the Procuring EntityȭÓ ÉÎÔÅÒÅÓÔÓ ÐÁÒÁÍÏÕÎÔȟ 
without any consideration for future work, and strictly avoid conflict 
with other assignments or their own corporate interests. 

3.2.1 Consultants 
Not to Benefit  from 
Commissions, Dis-
counts, etc. 

The payment of the Consultant pursuant to Clause GC 6 shall 
ÃÏÎÓÔÉÔÕÔÅ ÔÈÅ #ÏÎÓÕÌÔÁÎÔȭÓ ÏÎÌÙ ÐÁÙÍÅÎÔ ÉÎ ÃÏÎÎÅÃÔÉÏÎ ×ÉÔÈ ÔÈÉÓ 
Contract or the Services, and the Consultant shall not accept for their 
own benefit any trade commission, discount, or similar payment in 
connection with activities pursuant to this Contract or to the Services 
or in the discharge of their obligations under the Contract, and the 
Consultant shall use their best efforts to ensure that the Personnel, 
any Sub-Consultants, and agents of either of them similarly shall not 
receive any such additional payment. 

3.2.2 Consultant 
and Affiliates Not to 
be Otherwise 
Interested in 
Project 

The Consultant agrees that, during the term of this Contract and after 
its termination, the Consultant and any entity affiliated with the 
Consultant, as well as any Sub-Consultants and any entity affiliated 
with such Sub-Consultants, shall be disqualified from providing goods, 
works or services (other than consulting services) resulting from or 
ÄÉÒÅÃÔÌÙ ÒÅÌÁÔÅÄ ÔÏ ÔÈÅ #ÏÎÓÕÌÔÁÎÔȭÓ 3Årvices for the preparation or 
implementation of the project. 

3.2.3 Prohibition 
of Conflicting 
Activities 

The Consultant shall not engage, and shall cause their Personnel 
as well as their Sub-Consultants and their Personnel not to 
engage, either directly or indirectly, in any business or 
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professional activities which would conflict with the activities 
assigned to them under this Contract. 

3.3       Confidentiality Except with the prior written consent of the Procuring Entity, 
the Consultant and the Personnel shall not at any time 
communicate to any person or entity any confidential 
information acquired in the course of the Services, nor shall the 
Consultant and the Personnel make public the recommendations 
formulated in the course of, or as a result of, the Services. 

3.4 Insurance to 
be Taken Out by the 
Consultant 

The Consultant (a) shall take out and maintain, and shall cause any 
Sub-Consultants to take out and maintain, at their (or the Sub-
ConsultantÓȭȟ ÁÓ ÔÈÅ ÃÁÓÅ ÍÁÙ ÂÅɊ Ï×Î ÃÏÓÔ ÂÕÔ ÏÎ ÔÅÒÍÓ ÁÎÄ 
conditions approved by the Procuring Entity, insurance against the 
risks, and for the coverage, as shall be specified in the SC; and (b) at 
the Procuring EntityȭÓ Òequest, shall provide evidence to the Procuring 
Entity showing that such insurance has been taken out and 
maintained and that the current premiums have been paid. 

3.5 #ÏÎÓÕÌÔÁÎÔȭÓ 
Actions Requiring 
Procuring EntityȭÓ 
Prior Approval 

The Consultant shall obtain the Procuring EntityȭÓ ÐÒÉÏÒ ÁÐÐÒÏÖÁÌ in 
writing b efore taking any of the following actions: 

(a) entering into a subcontract for the performance of any part of the 
Services, 

(b) appointing such members of the Personnel not listed by name in 
Appendix C, and 

(c) any other action that may be specified in the SC. 

3.6 Reporting 
Obligations 

(a) The Consultant shall submit to the Procuring Entity the reports 
and documents specified in Appendix B hereto, in the form, in the 
numbers and within the time periods set forth in the said Appendix. 

(b) Final reports shall be delivered in CD ROM in addition to the hard 
copies specified in said Appendix. 

3.7 Documents 
Prepared by the 
Consultant to be the 
Property of the 
Procuring Entity 

(a) All plans, drawings, specifications, designs, reports, other 
documents and software submitted by the Consultant under this Contract 
shall become and remain the property of the Procuring Entity, and the 
Consultant shall, not later than upon termination or expiration of this 
Contract, deliver all such documents to the Procuring Entity, together 
with a detailed inventory thereof. 

(b) The Consultant may retain a copy of such documents and 
software.  Restrictions about the future use of these documents, if any, 
shall be specified in the SC. 

3.8 Accounting, 
Inspection and 
Auditing 

The Consultant (i) shall keep accurate and systematic accounts and 
records in respect of the Services hereunder, in accordance with 
internationally accepted accounting principles and in such form and detail 
as will clearly identify all relevant time changes and costs, and the bases 
thereof, and (ii) shall periodically permit the Procuring Entity or its 
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designated representative and up to two years from the expiration or 
termination of this Contract, to inspect the same and make copies thereof 
as well as to have them audited by auditors appointed by the Procuring 
Entity, if so required by the Procuring Entity. 

 

 

τȢ  #/.35,4!.4ȭ3 0%2SONNEL 

 
4.1 Description of 
Personnel 

The Consultant shall employ and provide such qualified and experienced 
Personnel and Sub-Consultants as are required to carry out the Services.  
The titles, agreed job descriptions, minimum qualifications, and estimated 
periods of engagement in the carrying out of the Services of the 
#ÏÎÓÕÌÔÁÎÔȭÓ +ÅÙ 0ÅÒÓÏÎÎÅÌ ÁÒÅ ÄÅÓÃÒÉÂÅÄ ÉÎ !ÐÐÅndix C.  The Key 
Personnel and Sub-Consultants listed by title as well as by name in 
Appendix C are hereby approved by the Procuring Entity. 

4.2 Removal 
and/or Replacement 
of Personnel 

(a) Except as the Procuring Entity may otherwise agree, no changes 
shall be made in the Key Personnel.  If, for any reason beyond the 
reasonable control of the Consultant, such as retirement, death, medical 
incapacity, among others, it becomes necessary to replace any of the Key 
Personnel, the Consultant shall provide as a replacement a person of 
equivalent or better qualifications. 

(b) If the Procuring Entity finds that any of the Personnel have (i) 
committed serious misconduct or have been charged with having 
committed a criminal action, or (ii) have reasonable cause to be 
dissatisfied with the performance of any of the Personnel, then the 
Consultant shall, at the Procuring EntityȭÓ ×ÒÉÔÔÅÎ ÒÅÑÕÅÓÔ ÓÐÅÃÉÆÙÉÎÇ ÔÈÅ 
grounds thereof, provide as a replacement a person with qualifications 
and experience acceptable to the Procuring Entity. 

(c) The Consultant shall have no claim for additional costs arising out 
of or incidental to any removal and/or replacement of Personnel. 

 

 

5.  OBLIGATIONS OF THE PROCURING ENTITY 

 

5.1 Assistance 
and Exemptions 

The Procuring Entity shall use its best efforts to ensure that the 
Government shall provide the Consultant such assistance and exemptions 
as specified in the SC. 

5.2 Change in the 
Applicable Law 
Related to Taxes and 

If, after the date of this Contract, there is any change in the Applicable Law 
with respect to taxes and duties which increases or decreases the cost 
incurred by the Consultant in performing the Services, then the 
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Duties remuneration and reimbursable expenses otherwise payable to the 
Consultant under this Contract shall be increased or decreased 
accordingly by agreement between the Parties, and corresponding 
adjustments shall be made to the amounts referred to in Clauses GC 6.2 
(a) or (b), as the case may be. 

5.3 Services and 
Facilities 

The Procuring Entity shall make available free of charge to the Consultant 
the Services and Facilities listed under Appendix F. 

 

6.  PAYMENTS TO THE CONSULTANT 

 

6.1 Lump-Sum 
Payment 

The total payment due to the Consultant shall not exceed the Contract 
Price which is an all inclusive fixed lump-sum covering all costs required 
to carry out the Services described in Appendix A.  Except as provided in 
Clause 5.2, the Contract Price may only be increased above the amounts 
stated in Clause 6.2 if the Parties have agreed to additional payments in 
accordance with Clause 2.4. 

6.2 Contract 
Price 

(a) The price payable in foreign currency/currencies is set forth in the 
SC. 

(b) The price payable in local currency is set forth in the SC. 

6.3 Payment for 
Additional Services 

For the purpose of determining the remuneration due for additional 
services as may be agreed under Clause 2.4, a breakdown of the lump-sum 
price is provided in Appendices D and E. 

6.4 Terms and 
Conditions of 
Payment 

Payments will be made to the account of the Consultant and 
according to the payment schedule stated in the SC.  Unless 
otherwise stated in the SC, the first payment shall be made against 
the provision by the Consultant of an advance payment guarantee 
for the same amount, and shall be valid for the period stated in the 
SC.  Such guarantee shall be in the form set forth in Appendix G 
hereto, or in such other form, as the Procuring Entity shall have 
approved in writing. Any other payment shall be made after the 
conditions listed in the SC for such payment have been met, and the 
Consultant has submitted an invoice to the Procuring Entity 
specifying the amount due. 

6.5 Interest on 
Delayed Payments 

If the Procuring Entity has delayed payments beyond fifteen (15) days 
after the due date stated in the Clause SC 6.4, interest shall be paid to the 
Consultant for each day of delay at the rate stated in the SC. 
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7.  GOOD FAITH 

 

7.1 Good Faith 4ÈÅ 0ÁÒÔÉÅÓ ÕÎÄÅÒÔÁËÅ ÔÏ ÁÃÔ ÉÎ ÇÏÏÄ ÆÁÉÔÈ ×ÉÔÈ ÒÅÓÐÅÃÔ ÔÏ ÅÁÃÈ ÏÔÈÅÒȭÓ 
rights under this Contract and to adopt all reasonable measures to ensure 
the realization of the objectives of this Contract. 

 

8.  SETTLEMENT OF DISPUTES 

 

8.1 Amicable 
Settlement 

 

The Parties agree that the avoidance or early resolution of disputes is 
crucial for a smooth execution of the Contract and the success of the 
assignment.  The Parties shall use their best efforts to settle amicably all 
disputes arising out of or in connection with this Contract or its 
interpretation.  

8.2 Dispute 
Resolution 

 

Any dispute between the Parties as to matters arising pursuant to this 
Contract that cannot be settled amicably within thirty (30) days after 
ÒÅÃÅÉÐÔ ÂÙ ÏÎÅ 0ÁÒÔÙ ÏÆ ÔÈÅ ÏÔÈÅÒ 0ÁÒÔÙȭÓ ÒÅÑÕÅÓÔ ÆÏÒ ÓÕÃÈ ÁÍÉÃÁÂÌÅ 
settlement may be submitted by either Party for settlement in accordance 
with the provisions specified in the SC. 
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III . SPECIAL CONDITIONS OF CONTRACT 

(Clauses in brackets { } are optional; all notes should be deleted in final text) 

 

Number of 
GC Clause 

Amendments of, and Supplements to, Clauses in the  
General Conditions of Contract  

1.3 The language is: English 

1.4 The addresses are: 

Procuring Entity:   

Attention:   

Facsimile:   

E-mail:   

 

Consultant:   

   

Attention:   

Facsimile:   

E-mail:   

{1.6}  

 

{The Member in Charge is [insert name of member]} 

Note: If the Consultant consists of a joint venture/ consortium/ association of 
more than one entity, the name of the entity whose address is specified in Clause 
SC 1.6 should be inserted here.  If the Consultant consists only of one entity, this 
Clause SC 1.8 should be deleted from the SC. 

1.7 The Authorized Representatives are: 

For the Procuring Entity:   

For the Consultant:   

1.8 The Procuring Entity warrants that the Consultant, the Sub-Consultants and 
the Personnel shall be exempt from (or that the Procuring Entity shall pay on 
behalf of the Consultant, the Sub-Consultants and the Personnel, or shall 
reimburse the Consultant, the Sub-Consultants and the Personnel for) any 
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indirect taxes, duties, fees, levies and other impositions imposed, under the 
Applicable Law, on the Consultant, the Sub-Consultants and the Personnel in 
respect of: 

(a) any payments whatsoever made to the Consultant, Sub-Consultants and 
the Personnel (other than nationals or permanent residents of the 
'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙɊȟ ÉÎ ÃÏÎÎÅction with the carrying out of the 
Services; 

(b) any equipment, materials and supplies brought iÎÔÏ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ 
country by the Consultant or Sub-Consultants for the purpose of carrying 
out the Services and which, after having been brought into such 
territories, will be subsequently withdrawn there from by them; 

(c) any equipment imported for the purpose of carrying out the Services and 
paid for out of funds provided by the Procuring Entity and which is 
treated as property of the Procuring Entity; 

(d) ÁÎÙ ÐÒÏÐÅÒÔÙ ÂÒÏÕÇÈÔ ÉÎÔÏ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙ ÂÙ ÔÈÅ Consultant, 
any Sub-Consultants or the Personnel (other than nationals or 
permanent residents of the GovernÍÅÎÔȭÓ ÃÏÕÎÔÒÙɊȟ ÏÒ ÔÈÅ ÅÌÉÇÉÂÌÅ 
dependents of such Personnel for their personal use and which will 
subsequently be withdrawn there from by them upon their respective 
departure from the GoÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙȟ ÐÒÏÖÉÄÅÄ ÔÈÁÔȡ 

At the time of the contract award the bidder shall present to the Procuring 
Entity a valid Tax Compliance Certificate for due taxes in Jamaica. 

 (1) the Consultant, Sub-Consultants and Personnel, and their eligible 
dependents, shall follow the usual customs procedures of the 
'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙ ÉÎ ÉÍÐÏÒÔÉÎÇ ÐÒÏperty into the 
'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙȠ ÁÎÄ 

(2) if the Consultant, Sub-Consultants or Personnel, or their eligible 
dependents, do not withdraw but dispose of any property in the 
'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙ ÕÐÏÎ ×ÈÉÃÈ ÃÕÓÔÏÍÓ ÄÕÔÉÅÓ ÁÎÄ ÔÁØÅÓ ÈÁÖÅ 
been exempted, the Consultant, Sub-Consultants or Personnel, as 
the case may be, (i) shall bear such customs duties and taxes in 
ÃÏÎÆÏÒÍÉÔÙ ×ÉÔÈ ÔÈÅ ÒÅÇÕÌÁÔÉÏÎÓ ÏÆ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ Ãountry, or 
(ii) shall reimburse them to the Procuring Entity if they were paid 
by the Procuring Entity at the time the property in question was 
ÂÒÏÕÇÈÔ ÉÎÔÏ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙȢ 

{2.1}  

 

{The Effective Date is [insert date].} 

Note:  The Effective Date may be specified by reference to conditions of 
effectiveness of the Contract, such as approval of the Contract by the NCC, , etc.  If 
the Contract shall come into effect on the date it is signed, this Clause SC 2.1 
should be deleted from the SC. 
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2.2 The date for the commencement of Services is [insert date]. 

2.3 The time period shall be [insert time period, e.g.: twelve months]. 

3.4 
 

The risks and the coverage shall be as follows: 

(a) Third Party motor vehicle liability insurance in respect of motor vehicles 
ÏÐÅÒÁÔÅÄ ÉÎ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ ÃÏÕÎÔÒÙ ÂÙ ÔÈÅ Consultant or its Personnel 
or any Sub-Consultants or their Personnel, with a minimum coverage of 
[insert amount and currency]; 

(b) Third Party liability insurance, with a minimum coverage of [insert 
amount and currency]; 

(c) professional liability insurance, with a minimum coverage of [insert 
amount and currency];  

(d) ÅÍÐÌÏÙÅÒȭÓ ÌÉÁÂÉÌÉÔÙ ÁÎÄ ×ÏÒËÅÒÓȭ ÃÏÍÐÅÎÓÁÔÉÏÎ ÉÎÓÕÒÁÎÃÅ ÉÎ ÒÅÓÐÅÃÔ ÏÆ 
the Personnel of the Consultant and of any Sub-Consultants, in 
accordance with the relevant provisions of the Applicable Law, as well 
as, with respect to such Personnel, any such life, health, accident, travel 
or other insurance as may be appropriate; and 

(e) insurance against loss of or damage to (i) equipment purchased in whole 
or in part with funds provided under this Contract, (ii) the #ÏÎÓÕÌÔÁÎÔȭÓ 
property used in the performance of the Services, and (iii) any 
documents prepared by the Consultant in the performance of the 
Services. 

Note:  Delete what is not applicable 

{3.5 (c)}  
 

{The other actions are: [insert actions].} 

Note:  If there are no other actions, delete this Clause SC 3.5 (c). 

{3.7 (b)}  
 

Note:  If there is to be no restriction on the future use of these documents by 
either Party, this Clause SC 3.7 should be deleted.  If the Parties wish to restrict 
such use, any of the following options, or any other option agreed to by the 
Parties, may be used: 

{The Consultant shall not use these documents and software for purposes 
unrelated to this Contract without the prior written approval of the Procuring 
Entity.} 

{The Procuring Entity shall not use these documents and software for 
purposes unrelated to this Contract without the prior written approval 
of the Consultant.} 

{Neither Party shall use these documents and software for purposes unrelated 
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to this Contract without the prior written approval of the other Party.} 

{5.1}  Note:  List here any assistance or exemptions that the Procuring Entity may 
provide under Clause 5.1.  If there is no such assistance or exemptions, ÓÔÁÔÅ ȰÎÏÔ 
ÁÐÐÌÉÃÁÂÌÅȢȱ 

6.2(a)  The amount in foreign currency or currencies is [insert amount]. 

6.2(b)  The amount in local currency is [insert amount]. 

6.4 The accounts are: 

for foreign currency or currencies:  [insert account] 

for local currency:  [insert account] 

Payments shall be made according to the following schedule: 

Note:  (a) the following installments are indicative only; (b) if the payment of 
foreign currency and of local currency does not follow the same schedule, add a 
separate schedule for ÐÁÙÍÅÎÔ ÉÎ ÌÏÃÁÌ ÃÕÒÒÅÎÃÙȠ ɉÃɊ ȰÃÏÍÍÅÎÃÅÍÅÎÔ ÄÁÔÅȱ ÍÁÙ 
ÂÅ ÒÅÐÌÁÃÅÄ ×ÉÔÈ ȰÄÁÔÅ ÏÆ ÅÆÆÅÃÔÉÖÅÎÅÓÓȠȱ ÁÎÄ ɉÄɊ ÉÆ ÁÐÐÌÉÃÁÂÌÅȟ ÄÅÔÁÉÌ ÆÕÒÔÈÅÒ ÔÈÅ 
nature of the report evidencing performance, as may be required, e.g., 
submission of study or specific phase of study, survey, drawings, draft bidding 
documents, etc., as listed in Appendix B, Reporting Requirements.  In the example 
provided, the bank guarantee for the repayment is released when the payments 
have reached 50 percent of the lump- sum price, because it is assumed that at 
that point, the advance has been entirely set off against the performance of 
services. 

(a) Twenty (20) percent of the Contract Price shall be paid on the 
commencement date against the submission of a demand guarantee for 
the same. 

(b) Ten (10) percent of the lump-sum amount shall be paid upon submission 
of the inception report. 

(c) Twenty-five (25) percent of the lump-sum amount shall be paid upon 
submission of the interim report. 

(d) Twenty-five (25) percent of the lump-sum amount shall be paid upon 
submission of the draft final report. 

(e) Twenty (20) percent of the lump-sum amount shall be paid upon 
approval of the final report. 

(f)  The demand guarantee shall be released when the total payments reach 
fifty (50) percent of the lump-sum amount. 

Note:  This sample clause should be specifically drafted for each contract. 
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AGD  REQUEST FOR PROPOSAL__ 

6.5 The interest rate is: [insert rate]. 

8.2 

 

Amicable Settlement  

Any claim for loss or damage arising out of breach or termination of 
Agreement shall be settled between the Procuring Entity and Supplier by 
negotiation.  If this negotiation is not successfully settled within fifteen (15) 
days after the date of initiation or negotiation or within such longer period as 
the parities may mutually agree, then the parties will jointly agree, within ten 
(10) days after the date of expiration of the period in which the parties should 
have successfully concluded their negotiations, to appoint a Mediator to assist 
in reaching an amicable resolution of dispute.  This procedure shall be private 
and without prejudice.  If the parties, then, within seven (7) days of expiration 
of this period, the Procuring Entity shall request appointment of a Mediator 
by the Dispute Resolution Foundation of Jamaica.  The Mediator shall not have 
the power to impose a settlement on the parties.  If the dispute is not resolved 
between the parties within thirty (3) days after the appointment of the 
Mediator by the Dispute Resolution Foundation of Jamaica, or after such 
longer period as the parties may mutually agree, the mediator shall advise the 
parties of the failure of the Mediation. 

For the purposes of this clause, a negotiation is deemed to have been initiated 
as of the date of receipt of notice by one party of a request from the other 
party to meet and negotiate the matter in dispute. 

 

For the purposes of this clause, a Mediator is deemed to have been appointed 
as of the date of notice of such appointment being given to both parties. 

Dispute Settlement  

In the event of the failure of the mediation between parties, the mediator will 
record those verifiable facts that the parties have agreed.  Subsequently the 
case will be handled by arbitration.  The parties agree to accept the award of 
the Arbitrator as binding and irrevocable with in the provisions of the 
ArbitÒÁÔÉÏÎ !ÃÔ ÏÆ *ÁÍÁÉÃÁȢ  4ÈÅ ÍÅÄÉÁÔÏÒȭÓ ÒÏÌÅ ÉÎ ÔÈÅ ÄÉÓÐÕÔÅ ÒÅÓÏÌÕÔÉÏÎ 
process shall cease upon appointment of the Arbitrator.  During the dispute 
settlement process, the Supplier shall continue to perform the work in 
accordance with this contract.  Failure to do so shall be considered a breach of 
contract. 

Arbitration  

The seat of the arbitration shall be Jamaica and disputes shall be settled in 
accordance with the Arbitration Act of Jamaica.  Rules of procedure to be 
adopted shall be those as published by the United Nations Commission on 
International Trade Law (UNCITRAL) Arbitration Rules of 1976. 
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IV. APPENDICES 

 

APPENDIX A ɀ DESCRIPTION OF SERVICES 

 

Note:  Give detailed descriptions of the Services to be provided, dates for completion of 
various tasks, place of performance for different tasks, specific tasks to be approved by 
Procuring Entity, etc. 

 

 

APPENDIX B - REPORTING REQUIREMENTS 

 

Note:  List format, frequency, and contents of reports; persons to receive them; dates of 
submission; etc.   

 

 

 

APPENDIX C - KEY PERSONNEL AND SUB-CONSULTANTS 

 
Note:  List under: 

 

C-1 Titles [and names, if already available], detailed job descriptions and minimum 
qualiÆÉÃÁÔÉÏÎÓ ÏÆ +ÅÙ &ÏÒÅÉÇÎ 0ÅÒÓÏÎÎÅÌ ÔÏ ÂÅ ÁÓÓÉÇÎÅÄ ÔÏ ×ÏÒË ÉÎ ÔÈÅ 'ÏÖÅÒÎÍÅÎÔȭÓ 
country, and estimated staff-months for each. 

 

C-2 Same as C-1 for Key Foreign Personnel to be assigned to work outside the 
GovernÍÅÎÔȭÓ ÃÏÕÎÔÒÙȢ 

 

C-3 List of approved Sub-Consultants (if already available); same information with 
respect to their Personnel as in C-1 or C-2. 

 

C-4 Same information as C-1 for Key local Personnel. 
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AGD  REQUEST FOR PROPOSAL__ 

 

APPENDIX D - BREAKDOWN OF CONTRACT PRICE IN FOREIGN 
CURRENCY 

 

Note:  List here the elements of cost used to arrive at the breakdown of the lump-sum price 
- foreign currency portion: 

 

1. Monthly rates for Personnel (Key Personnel and other Personnel). 

2. Reimbursable expenses. 

 

This appendix will exclusively be used for determining remuneration for additional 
services. 
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APPENDIX E - BREAKDOWN OF CONTRACT PRICE IN LOCAL 
CURRENCY 

 

Note:  List here the elements of cost used to arrive at the breakdown of the lump-sum price 
- local currency portion: 

 

1. Monthly rates for Personnel (Key Personnel and other Personnel). 

2. Reimbursable expenditures. 

 

This appendix will exclusively be used for determining remuneration for additional 
services. 

 

 

 

APPENDIX F - SERVICES AND FACILITIES PROVIDED BY THE 
PROCURING ENTITY 

 

Note:  List here the services and facilities to made available to the Consultant by the 
Procuring Entity. 

 

 

 

APPENDIX G - FORM OF ADVANCE PAYMENTS GUARANTEE 

 

Note:  See Clause GC 6.4 and Clause SC 6.4.   
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AGD  REQUEST FOR PROPOSAL__ 

 

Bank Guarantee for Advance Payment   

 

;;;;;;;;;;;;;;;;;;;;;;;;;;;;; ɍ"ÁÎËȭÓ .ÁÍÅȟ ÁÎÄ !ÄÄÒÅÓÓ ÏÆ )ÓÓÕÉÎÇ "ÒÁÎÃÈ ÏÒ /ÆÆÉÃÅɎ 

Beneficiary:  _________________ [Name and Address of Procuring Entity] 

Date: ________________ 

ADVANCE PAYMENT GUARANTEE No.: _________________ 

We have been informed that [name of Consulting Firm] (hereinafter called "the 
Consultants") has entered into Contract No. [reference number of the contract] dated 
[insert date] with you, for the provision of [brief description of Services] (hereinafter 
called "the Contract").  

Furthermore, we understand that, according to the conditions of the Contract, an 
advance payment in the sum of [amount in figures] ([amount in words]) is to be made 
against an advance payment guarantee. 

At the request of the Consultants, we [name of Bank] hereby irrevocably undertake to 
pay you any sum or sums not exceeding in total an amount of [amount in figures] 
([amount in words])1 upon receipt by us of your first demand in writing accompanied by 
a written statement stating that the Consultants are in breach of their obligation under 
the Contract because the Consultants have used the advance payment for purposes 
other than toward providing the Services under the Contract.  

It is a condition for any claim and payment under this guarantee to be made that the 
advance payment referred to above must have been received by the Consultants on their 
account number ___________ at [name and address of Bank]. 

The maximum amount of this guarantee shall be progressively reduced by the amount of 
the advance payment repaid by the Consultants as indicated in copies of certified 
monthly statements which shall be presented to us.  This guarantee shall expire, at the 
latest, upon our receipt of the monthly payment certificate indicating that the 
Consultants have made full repayment of the amount of the advance payment, or on the 
__ day of ___________, 2___,2  whichever is earlier.  Consequently, any demand for payment 
under this guarantee must be received by us at this office on or before that date. 

                                                             

1 The Guarantor shall insert an amount representing the amount of the advance payment and 
denominated either in the currency(ies) of the advance payment as specified in the Contract, or 
in a freely convertible currency acceptable to the Procuring Entity. 

2 Insert the expected expiration date. In the event of an extension of the time for completion of 
the Contract, the Procuring Entity would need to request an extension of this guarantee from 
the Guarantor. Such request must be in writing and must be made prior to the expiration date 
established in the guarantee. In preparing this guarantee, the Procuring Entity might consider 
adding the following text to the fÏÒÍȟ ÁÔ ÔÈÅ ÅÎÄ ÏÆ ÔÈÅ ÐÅÎÕÌÔÉÍÁÔÅ ÐÁÒÁÇÒÁÐÈȡ Ȱ4ÈÅ 'ÕÁÒÁÎÔÏÒ 
agrees to a one-time extension of this guarantee for a period not to exceed [six months][one 
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This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication 
No. 458. 
 
_____________________  

[signature(s)] 

 

Note: All italicized text is for indicative purposes only to assist in preparing this form and 
shall be deleted from the final product. 

 

                                                                                                                                                                               

ÙÅÁÒɎȟ ÉÎ ÒÅÓÐÏÎÓÅ ÔÏ ÔÈÅ 0ÒÏÃÕÒÉÎÇ %ÎÔÉÔÙȭÓ ×ÒÉÔÔÅÎ ÒÅÑÕÅÓÔ ÆÏÒ ÓÕÃÈ ÅØÔÅÎÓÉÏÎȟ ÓÕÃÈ ÒÅÑÕÅÓÔ ÔÏ 
be prÅÓÅÎÔÅÄ ÔÏ ÔÈÅ 'ÕÁÒÁÎÔÏÒ ÂÅÆÏÒÅ ÔÈÅ ÅØÐÉÒÙ ÏÆ ÔÈÅ ÇÕÁÒÁÎÔÅÅȢȱ 


