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MINISTRY OF SCIENCE, ENERGY AND TECHNOLOGY  
PCJ Building, 36 Trafalgar Road, Kingston 10, Jamaica W.I. 

Tel. (876) 929-8990-9                             Fax: (876) 960-1623 

E-mail: info@mset.gov.jm         Website: http://www.mset.gov.jm 

 

 

INVITATION TO QUOTE 

Ref No: MSET/CS/July2021/01  

 

July 16, 2021  

  

Dear Madam/Sir 

 

Subject: Consultancy for Management/Operational Audit of the International Center for Environmental 

and Nuclear Sciences (ICENS) 

 

1. The Ministry of Science, Energy and Technology (MSET) utilizing public funds invites you to 

submit your proposal for the delivery of the consulting services as per the attached Terms of 

Reference at Section 2. 

2. The proposal should be submitted electronically to procurement@mset.gov.jm. 

3. Only a proposal from the eligible Consultant as defined in paragraph 1 of Section 1, Instructions to 

Consultant will be considered.  

4. The proposal must be submitted on or before Monday, August 2, 2021 at 4:00 p.m. EST. 

5. No bid security is required.   

6. Please confirm whether or not you will submit a proposal by email to: procurement@mset.gov.jm 

quoting the reference no later than Monday, July 26, 2021. 

 

 

_________________________________________________ 

Ministry of Science, Energy and Technology 

 

 

Addenda 

Section 1 Instructions to Consultant 

Section 2 Terms of Reference  

Section 3 Form of Proposal 

Section 4 Form of Contract Agreement 

mailto:info@mset.gov.jm
http://www.mset.gov.jm/
mailto:procurement@mset.gov.jm
mailto:procurement@mset.gov.jm
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Section 1: Instructions to Consultant 

 

1. Eligibility of the Consultant 

i. The consultant must meet the following criteria to be eligible for the procurement contract award:     

a. In accordance with the Public Procurement Regulation17, the Consultant and any named 

subcontractor shall have to demonstrate that they have paid all taxes, duties, fees and 

other impositions as may be levied in Jamaica as part of their bid. Proof of Tax 

Compliance is a valid copy of the Tax Compliance Letter (TCL).  

b. The Consultant must provide a valid copy of their Tax Compliance Letter (TCL). 

c. The Consultant must have received this invitation directly from the procuring entity. 

 

2. Qualification of the Consultant 

i. The consultant must meet the following qualification requirements to be considered for the 

procurement contract award:     

a. Evidence as a Consultant in the execution of at least one work of the nature and 

complexity equivalent to the works included in this Invitation, over the last three years. 

b. The Consultant may not subcontract any part of the works. 

 

3. Fraud, Corruption and Other Prohibited Practices 

3.1 The Government of Jamaica requires that all parties involved in the procurement 

proceedings and execution of such contracts observe the highest standard of ethics.  

3.2 For the purposes of this provision, offences of fraud and corruption are defined in Part VII 

of the Public Procurement Act, 2015 (Act) and any other Act relating to corrupt activities 

in Jamaica. 

3.3 A person who commits an offence under the Act or any other Act relating to corrupt 

activities in Jamaica shall: 

i. be liable for conviction under the provisions of the Act or any other Act relating to 

corrupt activities in Jamaica; 

ii. have their bid rejected if it is determined that the Consultant is not in compliance with 

the provisions of the Act, the regulations or any other Act relating to corrupt activities 

in Jamaica;  

iii. risk other sanctions provided for in the Act or the regulations.  

3.4 Furthermore, Consultant shall be aware of the provision stated in Sub-Clause 7.2 

(c) of the General Conditions of Contract. 
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4 Eligible Consultant 

4.1    In accordance with the Public Procurement Regulations, 2018, Section 17, bidders shall 

have to demonstrate that they have paid all taxes, duties, fees and other impositions as 

may be levied in Jamaica at the time of bid submission.  

4.2    In accordance with the Public Procurement Regulations, 2018, Section 17, bidders shall 

have to demonstrate compliance with Section 15 of the Act at the time of bid 

submission. 

4.3    Bidders shall provide such evidence of their continued eligibility as the procuring 

entity may reasonably request  

  

5 Disqualified Consultant 

5.1 A Consultant shall not have a conflict of interest.  All Consultant found to have a 

conflict of interest shall be disqualified.  Consultant may be considered to have a 

conflict of interest with one or more parties in this bidding process, if they are or have 

been associated in the past, with a firm or any of its affiliates which have been 

engaged by the procuring entity to provide consulting services for the preparation of 

the design, specifications, and other documents to be used for the procurement of the 

goods to be purchased under this bidding document; or that has been hired (or is 

proposed to be hired) by the procuring entity as Project Manager for the Contract. 

5.2 A Consultant that is ineligible in accordance with ITB Clause 3, at the date of contract 

award, shall be disqualified. 

5.3 A Consultant falling in any of the disqualification grounds in sections 18 and 19 of 

The Public Procurement Regulations 2018 shall be disqualified.  

 

6  Joint Venture  

6.1   Consultants shall not submit more than one bid in this bidding process, except for 

alternative bids permitted under ITB Clause 14. This does not limit the participation of 

Subcontractors in more than one bid.  

6.2 A Consultant may be a firm that is a private entity or the combination of such entities 

in the form of a joint venture (JV) under an existing agreement or with the intent to 

enter into such an agreement supported by a letter of intent. In the case of a JV, all 

members shall be jointly and severally liable for the execution of the entire Contract 

in accordance with the Contract terms. The JV shall nominate a Representative who 

shall have the authority to conduct all business for and on behalf of any and all the 

members of the JV during the bidding process and, in the event the JV is awarded the 

Contract, during contract execution. Unless specified, there is no limit on the number 

of members in a JV. 
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6.3    Except as provided in ITB Sub-Clauses 5.2 and 6.1, this bidding process is open to: 

(a) if a pre-qualification process has been undertaken for the Contract(s) for which 

these bidding documents have been issued, those firms - in case of JV with the 

same partner(s) and JV - that have been pre-qualified. The procuring entity will 

specify whether pre-qualified Consultant may submit joint bids; or  

(b) if a pre-qualification process has not been undertaken for the Contract(s) for 

which these bidding documents have been issued, then the provision of sub-

clauses 5.3 and 47.1 apply. 

 

  

7. Documents comprising the Proposal 

The proposal submitted by the Consultant shall comprise the following documents: 

 Signed Letter of Proposal on your company Letter Head. 

 Signed Technical Response including Work Plan, Team Composition and Inputs and Curriculum 

Vitae (CV). 

 Signed FIN-2, FIN-3 and FIN-4 

 TCL   

 

8. Proposal and Evaluation Criteria 

The Consultant must submit a proposal for all the services specified in Section 2 Terms of Reference.  

A partial proposal shall be deemed non-responsive.  

This is a Lump-sum assignment. 

The procuring entity may award the contract to the Consultant following the evaluation and any 

negotiation.  

 

9. Financial Proposal 

Proposals must be stated in Jamaican Dollars using the forms at 3. All custom duties, import and any 

other taxes or fees applicable for materials or works imported in Jamaica and GCT should be 

presented separately, where applicable.  

Prices shall remain fixed and not subject to adjustment during the period of performance of the 

contract.  

The Consultant shall bear all costs associated with the preparation and submission of its proposal, 

and the procuring entity shall not be responsible or liable for those costs.  

 

10. Validity of Proposal  

Your Proposal should be valid for a period of sixty (60) days from the deadline for submission. 
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11. Language of the Proposal  

All documents relating to the proposal and contract shall be in the English language. 

 

12. Signing of the Proposal 

The original proposal shall be typed, digitally entered or written in permanent ink and shall be signed 

and stamped by a person duly authorized to sign on behalf of the Consultant.  

Any interlineations, erasures, or overwriting shall be valid only if they are signed or initialed by the 

person signing the proposal. 

13. Submission of the proposal 

The proposal must be submitted electronically.  

The Consultant may modify or withdraw its quotation once submitted but only prior to the deadline for 

submission. 

14. Deadline for Submission 

The proposal must be submitted to the procuring entity no later than Monday, August 2, 2021 at 

4:00 p.m. EST. 

 

There shall be no public opening of the proposal.  

 

15. Late Proposals 

The procuring entity shall not consider any proposal that arrives after the deadline for submission.  

All late proposals shall be declared late and rejected.  

 

16. Confidentiality 

Information relating to the examination, evaluation, and comparison of proposal and 

recommendation for the procurement contract award shall not be disclosed to Consultant or any 

other persons not officially concerned with the procurement proceedings until publications of the 

contract award. 

Any attempt by the Consultant or any person to influence the procuring entity during the 

procurement process, pursuant to Section 46 of the Act, shall result in the rejection of the proposal. 

 

17. Negotiation 

The procuring entity may seek to negotiate and obtain a reduction in bid price in order to ensure best 

value for money. 



 7 

18. Procuring Entity’s Right to Accept Any Proposal and to Reject any or all Proposals:  

The procuring entity reserves the right to accept or reject the proposal, and to cancel the procurement 

proceedings and reject the quotation, at any time prior to the award of the procurement contract, 

without incurring any liability to the affected the Consultant. 

 

19. Clarifications or Further Information 

Any request for clarification or further information must be received five (5) days before the 

proposal deadline. All request must be in writing to the Procurement Officer via email at the address: 

procurement@mset.gov.jm. 

 

20. Notification of Award and Signing of Contract:  

The Consultant will be notified in writing by the Procuring Entity of the contract award prior to the 

expiration of the validity period.  

An eligible Consultant has the right to a reconsideration or review of an action or decision of the 

procuring entity in accordance with the reconsideration and review procedures described in the 

Public Procurement Manual. 

 

21. Right to Reconsideration and Review  

Subject to section 49 of the Public Procurement Act 2015 and in accordance with The Public 

Procurement (Reconsideration and Review) Regulations, 2018 an eligible Consultant has the 

right to reconsideration or review of an action or decision of the procuring entity.  

  

mailto:procurement@mset.gov.jm
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Section 2 Terms of Reference 

 

 

1.0 BACKGROUND 

1.1 ICENS is a joint venture between the Government of Jamaica (GOJ), through Ministry with 

responsibility for Science (“the Ministry”), and University of the West Indies (UWI). The GOJ 

provides between 60-70% of its revenue, while the UWI contributing the rest which is bolstered 

with in-kind support’ fee income generated by ICENS and grant funding from external sources. 

 

1.2 ICENS is a multi-disciplinary scientific research and development (R&D) center with a particular 

focus on environmental and nuclear scientific applications, with its origins in 1984 at UWI. This 

Center was expanded in 1994 as a Centre of Excellence, administratively under the Office of the 

Prime Minister (OPM) but still based at UWI. Its operation was overseen by a Board of 

Governors chaired by the Prime Minister (PM), which created an advisory board to execute set 

policies. By 2011, the Centre was transferred from OPM to the Ministry. Since 2016, the advisory 

board was replaced by an executive board of directors appointed by Cabinet. The current Board 

was appointed under a similar arrangement in 2020. 

 

2.0 THE ISSUE 

2.1 ICENS has had a transitional existence with a changing governance structure (from an advisory 

board to an executive one), but with no formal legal status. The organization is in need of a legal 

definition through registration or otherwise. Articles of Association and the status of joint venture 

agreements between the main shareholders – GOJ and UWI – need to be defined and shared. 

From these, roles and reporting arrangements can be formalized and institutionalized. This will 

result in increased compliance for the entity, as well as improved partner relationships and greater 

throughput. 

 

2.2 At present, this lack of definition has led to ICENS operating as a de facto UWI entity. HR 

matters as well as financial reporting have largely conformed to UWI, not the Ministry’s, 

guidelines. Concerns have also been raised about the lack of Annual Reporting from the entity 

and that no external audit for the entity has ever been carried out since its existence. It was noted 

that ICENS’s own definition and understanding of an Annual Report was not the same as GOJ’s.  

 

2.3 It is important to note that ICENS’s management has been operating to the best of its knowledge, 

with proper and frequent reporting to its parent ministry and boards of directors. However, the 

emphases seemed to have been on the research side of operations rather than on fiscal and 

governance matters and priorities. 

 

2.4 It is believed that this management review would position ICENS in a more stable and permanent 

footing, away from its current transitional governance state. This should clarify its reporting 

obligations, as well as improve its focus and improve efficiency. 
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2.5 Both the Ministry and ICENS need to acknowledge that the status quo is not tenable in the long 

term, but that these concerns are largely focused on governance and related issues. ICENS is 

internationally recognized and acclaimed, with numerous opportunities emerging that present a 

clear image of long-term viability of the organization and its output. It will become critical that 

the issues outlined here be resolved. The Ministry cannot allow the transitional state to remain 

for much longer, and ICENS needs to accept that its current culture and mode of operations will 

have to change. 

 

3.0 OBJECTIVES 

3.1 The objectives of this consultancy is the execution of a full management and operational review 

of the organization to establish a basis for operations and compliance. This will entail a proper 

definition of GOJ and the Ministry policies that govern all areas of operations of all MDAs, and 

which ICENS, by virtue of the majority shareholding by the GOJ, should abide by. This will 

include the creation of a reporting checklist, as well as indicating different regulations ICENS 

should be familiar with, including, but not limited to, the Public Bodies Management Act 

(PBMA), the Public Procurement Act 2015, and the Financial Audit and Administration Act. 

Deficiencies should be highlighted, and corrective measures identified and prioritized for action 

by the Ministry, the ICENS Board, and its Management. 

 

3.2 This should strengthen ICENS and the relationship between the two (2) major shareholders in 

the entity, to ensure each of their interests are protected and held accountable. This in turn should 

allow ICENS to proceed with confidence in its role as a special entity for scientific R&D, with 

proper control measures in place to ensure proper governance, reporting and oversight, with 

sufficient research independence to carry out its scientific function. 

 

4.0 SCOPE OF WORK AND DELIVERABLES 

4.1 Areas of focus: 

4.1.1 Financial 

The expenditure of public funds as a significant portion of ICENS’s recurrent budget should 

require regular frequent inspection. While ICENS conforms to UWI internal audit and reporting 

guidelines, this needs to be shifted to the Ministry oversight. While financial reports are also 

routinely sent to the Ministry, these are not externally audited. 

a. Audit: ICENS has never had an external audit since its inception. There are two (2) areas 

that need particular focus: 

i. Determination of the audit period to be covered to bring books to current. This 

has been internally determined to be since 2016, based on when ICENS became 

overseen by an Executive Board. Once this is determined, procurement and 

selection of auditors will need to follow the Ministry’s guidelines. 

ii. Determination of intangible assets and in-kind contributions to ICENS from UWI. 
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b. Bank Accounts: Unclear if authorization was received to open and maintain a bank 

account(s). 

c. Signing officers: Current signing officers are all internal senior managers; no external 

Director is a signatory. 

d. Signing limits: There are no set signing limits or delegation of authority for signing. 

e. Procurement: No Procurement Committee exists, and government tender limits have not 

been followed. 

4.1.2 Human Resources 

These need to adhere to the Ministry policies as priority; any UWI procedures here need to be 

reassessed immediately. It will become important to align ICENS’s HR procedures and practices 

with those of the other agencies under the Ministry oversight. 

a. Job descriptions: These need to be developed in concert with the Ministry and Ministry 

of Finance and the Public Service (MOFPS) guidelines and position scales. However, 

given the nature of ICENS’s specialized role, some leeway must be afforded. However, 

positions cannot be created, nor ad hoc job descriptions be produced. 

b. Hiring procedures 

i. Advertisement of positions 

ii. Interview panel composition and processes 

c. Promotions and transfers 

i. Eligibility 

ii. Selection 

iii. Notification  

d. Terminations  

e. Leave and other benefits 

4.1.3 Governance 

a. Public Bodies Management Act: Management need to be familiarized with all aspects of 

this; Board members who have not done so should also attend executive level briefing 

sessions on the PBMA. 

b. Articles of association 

c. Joint venture agreements between shareholders. This should make clear the roles and 

responsibilities of each shareholder, as well as the reporting obligations of ICENS to 

these. It is expected that GOJ would provide the governance and fiduciary compliance 

guidance to ICENS, while UWI would provide oversight for its research agenda, as well 

as research networks and resources.  

d. A Board of Directors with a composition representing equal interests of the shareholders. 

The current Board is too large and has too many academics on this. Management is also 

unfamiliar with Board dynamics, communication, and coordination. 

e. Coordination with shareholders on matters of international cooperation, per requirements 

from the Ministry of Foreign Affairs. This is not expected to be a problem, as ICENS’s 

own international collaborative work is done with coordination from the PIOJ, or within 

UWI’s own network. However, a clear policy needs to be articulated here. 
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4.2 Outputs: 

4.2.1 The consultant will have a mandate to: 

 Describe precisely the organizational arrangement of ICENS and provide an overview of the 

Organization 

 Analyze the decision-making procedures within ICENS  

 Analyze the institutional environment of ICENS. 

 Analyze the management system. 

 Analyze the channels for transmitting information and administrative, financial and 

accounting documents. 

 Analyze the systems and tools used for the periodic checking of operations carried out. 

 Examine and assess whether ICENS's budget is appropriate in view of its mandate. 

 

4.2.2 Prepare recommendations to be included in an action plan to strengthen the Organization’s 

structure and performance. 

4.3 The deliverables and timeframe shall be: 

 

Key Deliverables Timeframe for Delivery 

Inception Report/Work Plan to include 

methodology proposed to undertake the 

objectives 

 

Within two (2) weeks of contract signing. 

Interim Report should be provided to the 

Ministry and shall contain, inter alia, the 

following: 

a) Overall progress made in the 

assignment with reference to the Terms 

of Reference, with special reference to 

progress made; 

b) Difficulties, if any, encountered in 

carrying out the assignment and 

proposed solutions; 

c) New areas and issues encountered and 

the proposed approach to dealing with 

them 

 

By week six (6) of the contract 

Draft Report outlining the results of the audit 

as outlined in the mandate of the Terms of 

Reference - Section 4.2.1 

 

By week ten (10) of the contract 

Final Report satisfying the objectives of the 

audit and including an action plan to 

By week thirteen (13) of the contract.  



 12 

strengthen the Organization’s structure and 

performance. 

 

   

 

5.0 QUALIFICATION AND EXPERIENCE OF CONSULTANT  

5.1 Qualifications and Skills of Key staff to be assigned: 

 A minimum of a post-graduate university degree in Public Administration, Business 

Administration, or equivalent; 

 Strategic Management or Organisational Development with a preference for a graduate degree 

and relevant professional certification; 

 

5.2 Professional Experience of key staff to be assigned: 

 Five (5) years’ experience in institutional analysis and diagnosis, with particular experience in 

governance, administration and management; and 

 Evidence of ten (10) years’ experience in leading process for conducting strategic organizational 

reviews to a successful conclusion. 

 

6.0 EXECUTION OF WORK 

6.1 The Consultant will be assigned to the Science Division of the MSET working directly with the 

Manager, Science Programme in seeking to achieve the objectives stated.  The consultant shall 

carry out the work as specified under the scope of work and any other additional work deemed 

necessary to meet the objectives. 

6.2 The consultant will submit the following reports: 

 An Inception Report/Work Plan detailing the methodology proposed to undertake the 

objectives 

 A preliminary report detailing the initial observations on the Organisation. 

 A draft final report describing the general situation of the Organization in terms of 

operations, resources and procedures, as well as the recommendations.  

 A final report. 

 

7.0 PERFORMANCE STANDARDS  

  

a) Deliverables are provided within agreed timeframes, are sound and reflect thorough 

research; 

b) Professionalism, confidentiality and integrity are maintained in the execution of duties; and  

c) Reports are accurately prepared and submitted within the required timeframe. 
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8.0 REPORTING/SUPERVISION  
 

8.1 The Consultant will be supervised by the Manager, Science Programme. 

 

 

9.0 DURATION AND CONDITIONS  

 

9.1 The consultancy will be for a period of thirteen (13) weeks, starting from the date of engagement 

stated in the contract agreement with the MSET; with the possibility of an extension should the 

circumstances so warrant.  



 

Section 3 Instruction to Consultant  

Date:   

 

Ref No.:   

 

To: [insert name of procuring entity]  

We, the undersigned, declare that:  

(a) We have examined and have no reservations to the Invitation, including Addenda issued in 

accordance with Instructions to Consultant (ITC/F); 

(b) We offer to supply, in conformity with the Invitation the following services:   ; 

(c) The total of our proposal, excluding any discounts offered in item (d) below, but including all 

applicable taxes is:    

[amount of Jamaican Dollars in words], [amount in figures], ; 

(d) The discounts offered and the methodology for their application are:   ; 

(e) Our proposal shall be valid for a period of  _________days from the date fixed the 

proposal submission deadline in accordance with the proposal and it shall remain binding upon 

us and may be accepted at any time before the expiration of that period; 

(f) We, including any counterpart for any part of the contract, do not have any conflict of interest 

in accordance with ITC/F f1; 

(g) Our firm, its counterpart (including any counterpart for any part of the contract), are not been 

declared disqualified in accordance with ITC/F f2 ; 

(h) We hereby agree that in competing for (and, if the award is made to us, in executing) the 

contract, we undertake to observe the laws against fraud and corruption, including bribery, in 

force in Jamaica; 

(i) We have paid all taxes, duties, fees and other impositions as may be levied in Jamaica and 

attach a copy of our TCL to this Form. 

(j) The following commissions, gratuities, or fees are to be paid with respect to the proposal 

process or execution of the contract: 

Name of Recipient Address Reason Amount 

        

 [If none has been paid or is to be paid, indicate “none.”] 

(k) We understand that this proposal, together with your written acceptance thereof included in 

your notification of award, shall constitute a binding contract between us, until a formal 

contract is prepared and executed. 
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(l) We understand that you are not bound to accept the proposal.  We understand that the 

procuring entity may cancel the procurement proceedings at any time prior to the acceptance 

of the successful quotation or after the successful proposal is accepted if  

(i) the Consultant presenting the proposal is disqualified under the Act or the 

regulations of the Public Procurement Act, 2015; 

(ii) the procurement is cancelled; 

(iii) the Consultant presenting the successful quotation is excluded on the grounds 

of corruption, unfair competition and a conflict of interest; or 

(iv) the procurement, the quotation or the consultant contravenes or is otherwise not 

compliant with the provisions of the Public Procurement Act, 2015. 

 

Name  ________ In the capacity of ___________________  

Signed   

Duly authorized to sign the quotation for and on behalf of ______________________________ 

Dated on ________________________________ day of _________________________



 

16 
 

Technical Response 

a)  Technical Approach, Methodology, and Organization of the consultant’s/Firm’s team. 

[Please explain your understanding of the objectives of the assignment as outlined in the 

Terms of Reference (TOR), the technical approach, and the methodology you would adopt 

for implementing the tasks to deliver the expected output(s); the degree of detail of such 

output; and describe the structure and composition of your team. Please do not repeat/copy 

the TORs in here. Your response excluding the Work Plan, Staffing and CVs should not 

exceed 5 A4 pages.] 

b)  Work Plan and Staffing. [Please outline the plan for the implementation of the main 

activities/tasks of the assignment, their content and duration, phasing and interrelations, 

milestones (including interim approvals by the procuring entity), and tentative 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 and work schedule showing the assigned tasks for each 

expert. A CV for each of the Experts proposed should be provided using the format below. 

A list of the final documents (including reports) to be delivered as final output(s) should be 

included here. The work plan should be consistent with the Work Schedule Form.] 

c)  Comments (on the TOR and on counterpart staff and facilities) [Your suggestions should 

be concise and to the point, and incorporated in your Proposal. Please also include 

comments, if any, on counterpart staff and facilities to be provided by the procuring entity. 

For example, administrative support, office space, local transportation, equipment, data, 

background reports, etc.] 
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Work Plan 

 

N° Deliverables 1 (D-..) 
Months 

1 2 3 4 5 6 7 8 9 ..... n TOTAL 

D-1 [e.g., Deliverable #1: Report A             

 1) data collection                                                               

 2)  drafting             

 3) inception report                   

 4) incorporating comments             

 
5)  
......................................... 

            

 
6)  delivery of final report to 
procuring entity] 

            

              

              

D-2 
[e.g., Deliverable 
#2:...............] 

            

              

n              

 

1 List the deliverables with the breakdown for activities required to produce them and other benchmarks such as the procuring entity’s 
approvals.  For phased assignments, indicate the activities, delivery of reports, and benchmarks separately for each phase. 

2 Duration of activities shall be indicated in a form of a bar chart. 
3.     Include a legend, if necessary, to help read the chart. 

  



 

18 
 

Team composition, assignment, and key experts’ inputs 

 

N° Name 
Expert’s input (in person/month) per each Deliverable 

Total time-input (in 
Months) 

Position  D-1  D-2  D-3 ........  D-...    Home Field Total 

KEY EXPERTS               

K-1 

{e.g., Mr. Abbbb} 
[Team 
Leader] 

[Home] [2 
month] 

 [1.0]  [1.0]          

[Field] [0.5 m]  [2.5]  [0]         

K-2 
                 

              

n 
                 

              

           Subtotal    

NON-KEY EXPERTS                 

N-1 
 

 
[Home]               

[Field]               

N-2 
                 

               

n 
                 

               

           Subtotal    

           Total    

1 For Key Experts, the input should be indicated individually for the same positions as per the TOR. 
2 Months are counted from the start of the assignment/mobilization.  One (1) month equals twenty two (22) working (billable) days. One 

working (billable) day shall be not less than eight (8) working (billable) hours. 
3 “Home” means work in the office in the expert’s country of residence. “Field” work means work carried out in the procuring entity’s 

country or any other country outside the expert’s country of residence. 
                       Full time input 
                         Part time input 



 

Curriculum Vitae (CV) 

 

Position Title and No. [e.g., K-1, TEAM LEADER] 

Name of Expert:  [Insert full name] 

Date of Birth: [day/month/year] 

Country of 
Citizenship/Residence 

 

Education: [List college/university or other specialized education, giving names of 
educational institutions, dates attended, degree(s)/diploma(s) obtained] 

______________________________________________________________________________
___ 

Employment record relevant to the assignment: [Starting with present position, list in 
reverse order. Please provide dates, name of employing organization, titles of positions 
held, types of activities performed and location of the assignment, and contact information 
of previous clients and employing organization(s) who can be contacted for references. Past 
employment that is not relevant to the assignment does not need to be included.] 

Period Employing organization and 
your title/position. Contact 
information for references 

Country  Summary of 
activities 
performed relevant 
to the Assignment 

[e.g., May 
2005-
present] 

[e.g., Ministry of ……, 
advisor/consultant to… 

 

For references: Tel…………/e-
mail……; Mr. Bbbbbb, deputy 
minister] 

  

    

Membership in Professional Associations and Publications:  

______________________________________________________________________ 

Language Skills (indicate only languages in which you can work):  

______________________________________________________________________ 

Adequacy for the Assignment: 

Detailed Tasks Assigned on consultant’s 
Team of Experts:  

 

Reference to Prior Work/Assignments 
that Best Illustrates Capability to Handle 
the Assigned Tasks 

[List all deliverables/tasks in which the 
Expert will be involved) 
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Experts contact information:  [address ………………….., e-mail…………………., phone……………] 

Certification: 

I certify that I have been informed by the firm that it is including my CV in the quotation for 
the [name of project and contract] and that to the best of my knowledge and belief, this CV 
correctly describes myself, my qualifications, and my experience. I confirm that I will be 
available to carry out the assignment for which my CV has been submitted in accordance 
with the implementation arrangements and schedule set out in the quotation. I understand 
that any misstatement or misrepresentation described herein may lead to my disqualification 
or dismissal by the procuring entity, and/or sanctions by the Government.  

          [day/month/year] 

 

Name of Expert       Signature     
 Date 

          [day/month/year] 

 

Name of authorized     Signature     
 Date 

Representative of the consultant  

[the same who signs the Proposal]        
   

 Yes  No 

(i) I am employed by the procuring entity    

(ii) I was part of the team who wrote the terms of reference for this       
consulting services assignment 

   

. 

OR  

[If CV is signed by the firm’s authorized representative and the written agreement attached] 

I, as the authorized representative of the firm submitting this quotation for the [name of 
project and contract], certify that I have obtained the consent of the named expert to submit 
his/her CV, and that I have obtained a written representation from the expert that s/he will 
be available to carry out the assignment in accordance with the implementation 
arrangements and schedule set out in the quotation. 

 

 



 

Form FIN-2: Summary of Costs 

 

Item Cost JMD 

Cost of the Financial Proposal   

Including:  

(1) Remuneration   

(2) Reimbursable  

Total Cost of the Financial Proposal: 

[Should match the amount in the Letter of 
Quotation] 

 

Indirect Local Tax Estimates – to be discussed and finalized at the negotiations if 
the Contract is awarded 

(i) [insert type of tax. e.g., VAT or sales 
tax] 

 

(ii) [e.g., income tax on non-resident 
experts]  

 

(iii) [insert type of tax]  

Total Estimate for Indirect Local Tax: 
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Form FIN-3 Breakdown of Remuneration 

When used for Lump-Sum contract assignment, information to be provided in this Form shall 
only be used to demonstrate the basis for the calculation of the contract’s ceiling amount; to 
calculate applicable taxes at contract negotiations; and, if needed, to establish payments to 
the consultant for possible additional services requested by the procuring entity. This Form 
shall not be used as a basis for payments under Lump-Sum contracts  

A. Remuneration   

No. 

Name Position  

Person-
month 

Remunerati
on Rate 

Time Input 
in 

Person/Mon
th 
 

Cost JMD 

 
Key Experts 
 

    

K-1 
  

[Home]    
 [Field]    
K-2 

  
    

     
 

  
    

     

 

Non-Key Experts  
    

N-1 
  

[Home]    

 [Field]    

 
  

    

     

    Total Costs   
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Form FIN-4  Breakdown of Reimbursable Expenses* 

When used for Lump-Sum contract assignment, information to be provided in this Form shall 
only be used to demonstrate the basis for calculation of the contract ceiling amount, to 
calculate applicable taxes at contract negotiations and, if needed, to establish payments to 
the consultant for possible additional services requested by the procuring entity. This form shall 
not be used as a basis for payments under Lump-Sum contracts  

B. Reimbursable Expenses   

N
° 

Type of Reimbursable 
Expenses 

Unit 
Unit 
Cost 

Quantity Cost JMD 

 [e.g., Per diem 
allowances**] 

[Day]    

 [e.g., International 
flights] 

[Ticket
] 

   

 [e.g., In/out airport 
transportation] 

[Trip]    

 
[e.g., Communication 
costs between Insert place 
and Insert place] 

    

 [ e.g., reproduction of 
reports] 

    

 [e.g., Office rent]     

 ...............................
..... 

    

 
[Training of the procuring 
entity’s personnel – if 
required in TOR] 

    

 Total Costs 

 

 

 

Legend:  

 



 

Section 4 Form of Contract Agreement 

 

 

 

 

Contract No. ____________________________ 

 

between 

 

 

 

 

[Name of the procuring entity] 

 

 

 

 

and 

 

 

 

 

[Name of the Consultant] 

 

 

 

 

 

Dated: 
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Form of Contract 

 

This CONTRACT (the “Contract”) is made the [number] day of the month of [month], [year], 

between, on the one hand, [name of procuring entity] (the “procuring entity”) and, on the other 

hand, [name of consultant] (the “consultant”) for the provision of [include title of the consulting 

assignment/services] (the “consulting services”) described in the Terms of Reference in the 

Appendix A. 

 

WHEREAS, the procuring entity has accepted the consultant’s proposal for the performance of 

the consulting services, and the consultant is capable and willing to perform said consulting 

services. 

 

The procuring entity and the consultant (the “parties”) agree as follows:  

1. This Contract, its meaning, interpretation and the relation between the Parties shall be 

governed by the applicable law of Jamaica. 

2. The Contract is signed and executed in the English language, and all communications, 

notices and modifications related to this Contract shall be made in writing and in the same 

language. 

3. The total Contract price is JMD [insert amount] and is [indicate: inclusive or exclusive. of 

local indirect taxes. The Contract price breakdown is provided in Appendix C. 

4. The expected date for the commencement of the consulting services is [insert date, month 

and year] at [insert location]. The time period shall be [insert time period, e.g.: twelve 

months].   

5. The procuring entity designates [insert the name and title] as procuring entity’s coordinator 

and the consultant designates [insert the name and title] as their respective representatives 

for the purpose of coordination of activities under this Contract.  

6. Any dispute, controversy or claim arising out of, or relating to this Contract or the breach, 

termination or invalidity thereof, shall be settled by [dispute resolution in accordance with 

the applicable law] or [arbitration in accordance with the [insert applicable arbitration 

rules, e.g., UNCITRAL, ICC, national rules governing arbitration] as in force and effect 

on the date of this Contract]]. 

7. The following documents form an integral part of this Contract: 

(a) The General Conditions of Contract; 

(b) Appendices:   

Appendix A: Terms of Reference and Reporting Requirements  
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Appendix B: Key Experts  

Appendix C: Breakdown of Contract Price   

 

SIGNED: 

 

For and on behalf of [Name of procuring entity] ___________________ 

[Authorized Representative of the procuring entity – name, title and signature] 

 

For and on behalf of [Name of consultant] ____________________________ 

[Authorized Representative of the consultant – name and signature] 
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General Conditions of Contract 

 

A. General Provisions  

1. Definitions  

1.1 Unless the context otherwise requires, the following terms whenever used in this Contract 

have the following meanings: 

(a) “Experts” means, collectively, Key Experts, Non-Key Experts, or any other personnel 

of the consultant or Sub-consultant assigned by the consultant to perform the consulting 

services or any part thereof under the Contract. 

(b) “Key Expert(s)” means an individual professional whose skills, qualifications, 

knowledge and experience are critical to the performance of the consulting services 

under the Contract and whose Curricula Vitae (CV) was taken into account in the 

technical evaluation of the consultant’s proposal.  

(c) “Non-Key Expert(s)” means an individual professional provided by the consultant or 

its Sub-consultant to perform the consulting services or any part thereof under the 

Contract. 

(d) “Sub-consultant” means an entity to whom/which the consultant subcontracts any part 

of the consulting services while remaining solely liable for the execution of the 

Contract. 

2. Eligibility 

It is the consultant’s responsibility to ensure that its Experts, Sub-consultant, agents 

(declared or not), sub-contractors, service providers, suppliers and/or their employees meet 

the eligibility requirements throughout the implementation of this Contract as established 

by the Government of Jamaica. 

3. Fraud and Corruption and Prohibited Practices 

The Government of Jamaica requires that all parties involved in the procurement proceedings 

and execution of such contracts observe the highest standard of ethics.  

For the purposes of this provision, offences of fraud and corruption are defined in Part VI of 

the Public Procurement Act, 2015 (Act) and any other Act relating to corrupt activities in 

Jamaica. 

A person who commits an offence under the Act or any other Act relating to corrupt activities 

in Jamaica shall --- 

a. be liable for conviction under the provisions of the Act or any other Act relating to 

corrupt activities in Jamaica; 
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b. have their quotation rejected if it is determined that the consultant is not in compliance 

with the provisions of the Act, the regulations or any other Act relating to corrupt 

activities in Jamaica;  

c. risk other sanctions provided for in the Act or the regulations.  

4. Commissions and Fees Disclosure 

4.1 The procuring entity requires the consultant to disclose any commissions, gratuities or fees 

that may have been paid or are to be paid to agents or any other party 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 or other party, the amount and currency, and the 

purpose of the commission, gratuity or fee. Failure to disclose such commissions, gratuities 

or fees may result in termination of the Contract and/or sanctions by the Government of 

Jamaica. 

5. Force Majeure 

a. Definition 

5.1 For the purposes of this Contract, “Force Majeure” means an event which is beyond the 

reasonable control of a Party, is not foreseeable, is unavoidable, and makes a Party’s 

performance of its obligations hereunder impossible or so impractical as reasonably to be 

considered impossible under the circumstances, and subject to those requirements, includes, 

but is not limited to, war, riots, civil disorder, earthquake, fire, explosion, storm, flood or 

other adverse weather conditions, strikes, lockouts or other industrial action, confiscation 

or any other action by Government agencies. 

5.2 Force Majeure shall not include insufficiency of funds or failure to make any payment 

required hereunder. 

b. No Breach of Contract 

5.3 The failure of a Party to fulfill any of its obligations hereunder 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 has taken all reasonable 

precautions, due care and reasonable alternative measures, all with the objective of carrying 

out the terms and conditions of this Contract. 

c. Measures to be Taken 

5.4 A Party affected by an event of Force Majeure shall continue to perform its obligations 

under the Contract as far as is reasonably practical, and shall take all reasonable measures 

to minimize the consequences of any event of Force Majeure. 

5.5 A Party affected by an event of Force Majeure shall notify the other Party of such event as 

soon as possible, and in any case not later than fourteen (14) calendar days following the 
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occurrence of such event, providing evidence of the nature and cause of such event, and shall 

similarly give written notice of the restoration of normal conditions as soon as possible. 

5.6 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. 

5.7 During the period of their inability to perform the consulting services as a result of an event 

of Force Majeure, the consultant, upon instructions by the procuring entity, shall either: 

(a) demobilize, in which case the consultant shall be reimbursed for additional costs they 

reasonably and necessarily incurred, and, if required by the procuring entity, in 

reactivating the consulting services; or 

(b) Continue with the consulting services to the extent reasonably possible, in which case the 

consultant shall continue to be paid under the terms of this Contract and be reimbursed 

for additional costs reasonably and necessarily incurred. 

6. Suspension 

6.1 The procuring entity may, by written notice of suspension to the consultant, suspend part or 

all payments to the consultant hereunder if the consultant fails to perform any of its obligations 

under this Contract, including the carrying out of the consulting services, provided that such 

notice of suspension (i) shall specify the nature of the failure, and (ii) shall request the 

consultant to remedy such failure within a period not exceeding seven (7) calendar days after 

receipt by the consultant of such notice of suspension. 

7. Termination 

7.1 This Contract may be terminated by either Party as per provisions set below: 

a. By the procuring entity 

7.2 The procuring entity may terminate this Contract with at least fourteen (14) calendar days 

prior written notice to the consultant after the occurrence of any of the events specified in 

paragraphs (a) through (d) of this Clause: 

(a) If the after being notified by the procuring entity in writing by specifying the nature of 

the failure and requesting to remedy it within at least ten (10) calendar days after the 

receipt of the procuring entity’s notice; 

(b) If the consultant becomes insolvent or bankrupt; 

(c) If the consultant, in the judgment of the procuring entity, has engaged in fraud and 

corruption or prohibited practices as defined in Attachment 1 in competing for or in 

performing the Contract; 

(d) If the procuring entity, in its sole discretion and for any reason whatsoever, decides to 

terminate this Contract. 
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b. By the Consultant 

7.3 The Consultant consultant shall promptly notify the procuring entity in writing of any 

situation or any event beyond the reasonable control of the consultant, which makes it 

impossible for the Consultant to carry out its obligations under the Contract. 

7.4 Upon written confirmation by the procuring entity or upon failure of the procuring entity to 

respond to such notice within 14 (fourteen) calendar days of receipt thereof, the consultant 

shall be relieved from all liability and may thereupon terminate the Contract by giving no 

less than fourteen (14) calendar days a written termination notice. 

8. Obligations of the Consultant 

a. Standard of Performance  

8.1 The Consultant shall carry out the consulting services with due diligence and efficiency, 

and shall exercise such reasonable skill and care in the performance of the consulting 

services as is consistent with sound professional practices. 

8.2 The Consultant shall act at all times so as to protect the interests of the procuring entity and 

shall take all reasonable steps to keep all expenses to a minimum, consistent with sound 

professional practices. 

b. Compliance 

8.3 The Consultant shall perform the consulting services in accordance with the Contract and the 

Applicable Law and shall take all practicable steps to ensure that any of its Experts and Sub-

consultants, comply with the applicable law.   

 

c. Conflict of Interest 

8.4 The Consultant consultant shall hold the procuring entity’s interest’s paramount, without any 

consideration for future work, and strictly avoid conflict with other assignments or their own 

corporate interests. 

8.5 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 non-consulting services resulting from or directly related to the Consultant for the 

preparation or implementation of the project. 

8.6 The Consultant shall not engage, and shall cause its Experts as well as its Sub-consultants not 

to engage, either directly or indirectly, in any business or professional activities that would 

conflict with the activities assigned to them under this Contract. 

8.7 The Consultant has an obligation and shall ensure that its Experts and Sub-consultants shall 

have an obligation to disclose any situation of actual or potential conflict that impacts their 
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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 its Contract. 

9. Confidentiality 

9.1 Except with the prior written consent of the procuring entity, the Consultant and the Experts 

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 Experts make public 

the recommendations formulated in the course of, or as a result of, the services. 

10. Insurance to be Taken by the consultant 

10.1 The Consultant shall take out and maintain at its own cost adequate professional liability 

insurance as well as adequate insurance against third party liability and loss of or damage to 

equipment purchased in whole or in part with funds provided by the procuring entity. The 

Consultant shall ensure that such insurance is in place prior to commencing the consulting 

services. 

10.2 The procuring entity undertakes no responsibility in respect of any life, health, accident, 

travel or other insurance which may be necessary or desirable for the Consultant, Expert(s), 

sub-consultant, or specialists associated with the Consultant for purpose of the consulting 

services, nor for any dependent of any such person.  

10.3 The procuring entity reserves the right to require original evidence that the consultant has 

taken out the necessary insurance. 

11. Accounting, Inspection and Auditing 

11.1 The Consultant shall keep, and shall make all reasonable efforts to cause its Sub-consultants 

to keep, accurate and systematic accounts and records in respect of the consulting services 

and in such form and detail as will clearly identify relevant time changes and costs. 

11.2 The Consultant shall permit and shall cause its Sub-consultants to permit, the procuring entity 

and/or persons appointed by the procuring entity to inspect the site and/or all accounts and 

records relating to the performance of the Contract and the submission of the Proposal to 

provide the consulting services, and to have such accounts and records audited by auditors 

appointed by the procuring entity. 

12. Reporting Obligations 

12.1 The Consultant shall submit to the procuring entity the reports and documents specified in 

Appendix A, in the form, in the numbers and within the time periods set forth in said 

Appendix. 

13. Proprietary Rights of the procuring entity in Reports and Records  

13.1 All reports and relevant data and information such as maps, diagrams, plans, databases, 

other documents and software, supporting records or material compiled or prepared by the 
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consultant for the procuring entity in the course of the consulting services shall be 

confidential and become and remain the absolute property of the procuring entity unless 

otherwise agreed by the procuring entity in writing. 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. The Consultant may retain a copy of such 

documents, data and/or software but shall not use the same for purposes unrelated to this 

Contract without prior written approval of the procuring entity. 

14. Description of Key Experts  

14.1 The title, agreed job description, minimum qualification and estimated period of 

engagement to carry out the consulting services of each of the Consultant’s Key Experts are 

described in Appendix B.   

15. Replacement of Key Experts 

15.1 Except as the procuring entity may otherwise agree in writing, no changes shall be made in 

the Key Experts.  

15.2 Notwithstanding the above, the substitution of Key Experts during Contract execution may 

be considered only based on the consultant’s written request and due to circumstances 

outside the reasonable control of the Consultant, including but not limited to death or medical 

incapacity. In such case, the consultant shall forthwith provide as a replacement, a person of 

equivalent or better qualifications and experience, and at the same rate of remuneration. 

16. Removal of Experts or Sub-consultants 

16.1 If the procuring entity finds that any of the Experts or Sub-consultant has committed a serious 

misconduct or has been charged with having committed a criminal action, or if the procuring 

entity determines that a Consultant’s Expert or Sub-consultant has engaged in fraud or 

corruption or prohibited practices while performing the consulting services, the Consultant, 

shall at the procuring entity’s written request, provide a replacement. 

16.2 In the event that any of Key Experts, Non-Key Experts or Sub-consultants is found by the 

procuring entity to be incompetent or incapable in discharging assigned duties, the procuring 

entity, specifying the grounds therefore, may request the Consultant to provide a replacement. 

16.3 Any replacement of the removed Experts or Sub-consultants shall possess better qualifications 

and experience and shall be acceptable to the procuring entity. 

16.4 The Consultant shall bear all costs arising out of or incidental to any removal and/or 

replacement of such Experts. 

17. Procuring entity’s Payment Obligation 

17.1 In consideration of the consulting services performed by the consultant under this Contract, 

the procuring entity shall make such payments to the Consultant for the services specified in 

Appendix A and in such manner as described in Appendix C. 
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18. Mode of Billing and Payment 

18.1 The payments under this Contract shall be made in accordance with the payments provisions 

in Appendix C. 

18.2 Payments do not constitute acceptance of the whole consulting services nor relieve the 

consultant of its obligations. 

19. Amicable Settlement 

19.1 The procuring entity and the Consultant shall make every effort to resolve amicably by direct 

informal negotiation any disagreement or dispute arising between them under or in 

connection with the contract. 

19.2 If, after twenty-eight (28) days, the parties have failed to resolve their dispute or difference 

by such mutual consultation, then either the procuring entity or the Consultant may give notice 

to the other party of its intention to commence arbitration, as hereinafter provided, as to the 

matter in dispute, and no arbitration in respect of this matter may be commenced unless such 

notice is given.  Any dispute or difference in respect of which a notice of intention to 

commence arbitration has been given in accordance with this Clause shall be finally settled 

by arbitration. Arbitration may be commenced prior to or after delivery of the goods under 

the contract. Arbitration proceedings shall be conducted in accordance with the rules of 

procedure specified in para 6 of the Contract Form. 

19.3 Notwithstanding any reference to arbitration herein,  

a. the parties shall continue to perform their respective obligations under the contract 

unless they otherwise agree; and  

b. the procuring entity shall pay the Consultant any monies due. 
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Appendices 

 

Appendix A – Terms of Reference and Reporting Requirements 



 

 

Appendix B - Key Experts and CVs 

Team Composition, Assignment and inputs 

N° Name 

Expert’s input in each Deliverable or Task (D-….)1 
Total time-input  
(indicate: in Months2 or 
in Days) 

Positio
n 

 D-1  D-2  D-3 ........  D-...    Home3 Field Total 

KEY EXPERTS               

K-1 
[e.g., Mr. Abbbb] [Team 

Leader] 

  
 

 
 

 
         

  
 

 
 

 
        

K-2 
                 

              

K-3 
                 

              

           Subtotal    

NON-KEY EXPERTS                 

N-1 
 

 
               

               

N-2 
                 

               

           Subtotal    

           Total    

 [Attach the CVs (updated and signed by the respective Key Experts) demonstrating the qualifications of Key Experts.] 

 

                                                 
1 For Lump Sum assignments insert “X” to mark which Key Expert or Non-Key Expert is involved in each Deliverable or Task. For Time-Based assignments: insert input in days or month 
2 Months are counted from the start of the assignment/mobilization. For Time-Based assignments:  One (1) month equals twenty two (22) working (billable) days. One working (billable) day shall be 

not less than eight (8) working (billable) hours. 
3 “Home” means work in the office in the expert’s country of residence. “Field” work means work carried out in Jamaica or any other country outside the expert’s country of residence at procuring 

entity’s request. 
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Appendix C – Breakdown of Contract Price  

 

 

 TOTAL CONTRACT AMOUNT - LUMP SUM CONTRACT 

  
(3A) Schedule of Payments for Deliverables: [insert detailed 
list of payments specifying amount of each instalment, 
deliverable/output for which the instalment is paid and 
currency] 

Currency Amount 

1.  1st Payment for [Deliverable 1: ……………..]   

2.  2d Payment for [Deliverable 2 ……………...]   

    

    

n. (3B) Indirect Local Taxes paid by [insert “procuring 
entity” OR “consultant”] 
 

  

 

 

Payment Terms 

The procuring entity will pay an invoice for each deliverable which must be supported by evidence of acceptance of the deliverable. 

 


