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Guidance Notes on the Use of

the standard Request for Application for selection

of lndividual Consultants (National)

These guklance notes have been prepared by the CPTU to assist a client in the preparation, using the standard

Request for Application (SRFA), for procurement of lndividual Consultanb (National)' The client should also refer

to the public procurement Act 2006 (Act No 24 of 2006), and the Public Proculement Rules 2008, issued to

supplement the Act available on cpru's website: rvtuw.c$u.gov.bd/. All concemed are advised to nefer to the

aforernentioned Act and Rules while participating in any selection process of consultants'

lndividual Consultants shall be employed in mcordance with Section 38 of the Public Procurement Act 2006 and

Rule 112& Rule 1M(d) of tre pubtic procurement Rule 2008 forassignmentsforwhich the qualifications and

experience of the individual are the oveniding requirements and no team of staff and no additional professional

supprtare required.

This document shall be used when a procuring Entity (tre Client) wishes to selct an lndMdual consultant

(National) for assignmenb for wtrich the qualiftcdions and experience of the individual are $e oveniding

requiremen[ for which remuneration is being determined on tre basis of the tirne rcttrally spent by tre consultant in

carrytng out tle services.

Tirn+based conracb are recomrnended when tre scope of tre Services cannot h 6tablished witt suffcient

precision, or the dumtion and quantity of services depends on variables frat are beyond the control of tre consultant,

ortre output required of fie consultants is diffrcultto €6sess'

Consultanfs remunenation is based on (i) agreed unit nabs br tre ConsulEnt multiplied by tre actual time spent by

him/her in executing ttre assignment, ard (ii) reimbunsaile expenses using mtual expenses and/or agreed unit prices'

This type of contact requirm tre client to chely supervise consultanb ard to be involrred in the daily execution of

the assignment.

SRFA (pS4) has been designed to suit the particular needs of procurement within Bangladesh, ard has four (4)

sections, of which section i: lnformation to the Applicants and the Contract Agreement in section rtmust not be

altered or modified under any circumstancee'

The Client addresses its specific needs through fre Section 2: Terms of Reference (ToR). The way in which an

Applicant exprcsses his/her interest is by completion and submission of the Application Forms in section 3'

Guidance notes in brackets and italics are provided for botr the Client and the ApplicanB and as such the Client

should carefully decide what notes need to remain and what other guidance notes might be required to assist the

Applicant in preparing ib Appllcation submission; so as to minimize the inept Selection process'

SRFA (pS4), when properly completed will provide all ttp information that an lndividual Consultant (National)

needs in order to prepare and submit an Application. This should provide a sound basis on which the client can

fairly, transparengy and accurately carry out an evaluation process on the application submitted by the lndividual

Consultant.

SRFA (pS4) duly tailored may also be used for fire purpose of Single Source Selection lrethod'



The following briefly describes the Section of SRFA (PS4) and how a Client should use these wlen preparing a

particular request fur Applications.

Section 1: lnformation to the Applicants

Section 2.

This Section provides relevant information to help Consultants prepare their Applications.

lnformation is also povided for submission, opening, and evaluation of Applications and on the

award of Contract.

This Section also contains the criteria for selection of suitable Applicant

The text of the clauses in this section shall not be modified.

Terms of Reference

This section defines clearly the Obpctives, Goals, and Scope of the assignment, and provides

background inbrmation (including a list of existing relevant studies and basic data) to enable

the lndividual Consultant to cbarly understand the assignment. This section lists the Services

and surveys that may be necessary to carry out the assignment and the expected outputs (for

example, reporB, data, maps, surveys); it also clearly defines the Client's and Consultants'

respective responsibilities.

Application Forms

This section provides the standard format that permits the rcquested information to be

prcsented in a clear, precise and redily available manner and allows the Client to readily

understand and evaluate Applications in accordance with the pre{isclosed criteria. The

completed forms will indicate details of the Applicanfs qualifications and experience best suited

to the specific assignment.

Contract Agreement Forms

The Form of Contract Agreement wltich, once completed and s[ned by the Client and the

Consultant clearly defines he Client's and Consultants' respective responsibilities. The Annexes

to the formal Contract irrclude a Description of the Services, the Reporting Schedule and Cost

estimates of Services.

Section 3.

Section 4.

r
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1. Scopeof
assignment

2. Qualifications of the
Applicant

3. EligibleApplicants 3.1

Comrpt, Fraudulent,
Collusive or
Coercive Practices

1.1

2.1

2.2

Section 1. lnformation to the Applicants

3.4

3.5

3.6

3.7

3.8

4.1

A. General

The Client has been allocated Public fund for Strengthening the Religious and Socio-

economb Capacity of the purohit and Sebahit (2'* phase) and intends to select an

lndividual Consultant (Training management and ICT) for the specific
assignment as specified in tre Terms of Reference in Section 2.

Prospective lndividuals shall demonstrate in their Applications that they meet the

required qualifications and experiences and are fully capable of carrying out the

assignment.

The capability of lndividuals shall be judged on the basis of academic backgrcund,

experience in the field of assignment, and as appropriate, knowledge of the local

conditions, as wellas language and culture.

Ptinimum educational qualiftcations, required experience have been

mentioned in lerms of reference in S*tion 2l
Any Bangladeshi national including persons in the service of the Republic or the local

authority / Corponations is eligible to apply for the positions

Govemment officials and civil servanb including individuals fom autonomous bodies

or corporations while on leave of absence without pay are not being hired by the

agency they were working for immediately before going on leave and, their

employment will not give rise to Conflict of lnterest, pursuant to Rule 112 (9) of the

Public Pmcurement rules, 2008

Persons who are akeady in employment in the services of fte Republic or the local

authorities/ Corporation etc must have written certification from their employer

confirming that they are on leave without pay fom their official position and allowed

to work full-time outside of their previous official position. Such certification shall be

provided to the Client by he Consultant as part of his/her Applications

No person who has been convicted by any Coud of Law or dismissed from Services

for misconduct shall be eligible for consideration for appointment to a post.

The Applicant has he legal capacity to enter inb the Contract

The Applicant has fulfilled its obligations to pay taxes and social security

contributions under the relevant national laws,

The Applicant shall not be under a declaration of ineligibility for comrpt, fraudulent,

collusive or coercive practices in accodance witr Sub-Clause 4.2.

The Appllcant shall not have conflict of interest pursuant to he Clause 5

The Govemment requires that Client, as well as Applicants, shall observe the highest

standard of ethics during the implementation of procurement proceedings and the

execution of Contracts under public funds.

The Govemment defines comrpt, fraudulent, collusive or coercive practices, for the

purposes of this provision, in fte Contract Agreement SuMlause 3.4

Should any comrpt, faudulent, collusive or coercive practice of any kind come to the

knowledge of the Client, it shall, in the first place, allow the Applicant to provide an

explanation and shall, take actions only when a satisfactory explanation is not

received,

3.2

4.2

4.3



4.4 lf the Client at any time determines that the Applicant has, dircctly or thmugh an

agent, engaged in corupt, fraudulent, collusive or coercive practices in competing

for, or in executing, a Contrrct under public funds., the Client shall:

(a) exclude the Applicant from participation in the procurement proceedings

concemed or rcject an Application for award; and

(b) declare the Applicant ineligible, either indefinitely or for a stated period of time,

from participation in prccurement proceedings under public funds.

Govemment policy requires ftat the Applicant provide pnofessional, objective, and

impartial advice, and at all times hold the Executing Agency's (Clienfs) interests

paramount, without any consideration for fufure work, and strictly avoid conflicts with

other assignmenb or their own corporate interests.

The Applicant shall not be hired for any assignment that would be in conflict with their

prior or cunent obligations or that may place them in a position of not being able to

cany out the assignment in the best interest of the Client.

Pursuant to Rule 55 of the Public Procurcment Rule 2008, the Applicant has an

obligation to disclose any situation of actual or potential conflict of interest hat
impacts on his capacity to serve he best interest of his Client, or that may reasonably

be perceived as having this effect. Failure to disclose said situations may lead to the

diqualification of the Applicant or the termination of its Contract.

The Applicant that has a business or family rclationship with a member of the Client's

staff may not be awaded a Contract, unless the conflict stemming from this

relationship has been addressed dequately throughout the selection process and

the execution of the Contract,

7.5 Applications may be modified or substituted before tfre deadline for submission of

Conflict of
lnterest

5.1

5.2

5.3

5.4

6.1Preparation of
Application

7. Submission of
Application

B. Preparation,Submission& Modification or Substitution of Applications

Applications shall be typed or written in indelible ink in English language and shall

be signed by he Applicant. Applicanb are required to complete the following Forms:

(a) Form 3A: Application Submissi&r Form;

(b) Form 38: CV ofltre Applicant; and

(c) Form 3C: Remuneration and Reimbursable

The Remuneration and reimbursable are purely indicative and are subject to

negotiations and agreement with the Client prior to finalisation of the Contract.

Punsuant to*UF113(5) of the Public Procurement Rules, prospective Applicants

can deliver their Appllcation by hand, mail, courier service to the address rnentiond

in the request for Application advertisement.

Application shall be properly sealed in envelopes addressed to the Client as

mentioned in the request for Application advertisement and bear the name &

address of the Applicant as well as the name of the msignment.

ln case of hand delivery, the Client, on rcquest, shall provide the Applicant with a

receipt.

The closing date for submission of Application is 0210512021 up to 2.00pm

Applications must be submitted within this deadline. Any Application received after

the deadline for submission of Applications shall h declard late, and retumed

unopened to the Applicant.

6.2

7.1

7.2

7.3

7.4

I

Applicatiore.



7.6

7.7

The Client may at its sole discretion, extend the dedline for submission of

Applications.

At any time prior to the deadline for submission of Applications the client for any

rcason on ib own initiative may revise the Request for Application Document by

issuing an Addendum which shall form an integral part of the Document.

C. Evaluation of Applications

Suitability of the Appllcants shall be rated by evaluation on the basis of their

academic background, relevant Working Experience and its adequacy for the

assignment, knowledge of local conditions as well as language.

The points to be given under each of he evaluation Criteria are:

Applicants Srus given poinb as stated under Clause 8.2, not securirg the minimum

qualifying points /0 shall be mnsidercd disqualified.

Applications shall be evaluated by the Tendel Proposal Evaluation Committee

(PEC) who shall prepare a short-list of maximum three (3) applicants

The qualified short{isted Applicanb as stated under Clause 8.4 shall be invited for

an interview to test their aptitude and presentation by the PEC and shall be rated

wifi five (5) points.

Points already secured by the Applicants in the evaluation as stated under Clause

8.5, shall be combirred with the points obtained in the interview and a list of
maximum three (3) rnost suitable Applicants ranked in order of merit (1-2-3) shall be

prepared,

ln pursuant to Rule 114 of the Public Procurement Rules 2008, ffrere shall be no

public opening of Applications.

The Client shall immediately after the dedline for submissinn of Application convene

a meeting of he ProposalOpening Committee (POC)

The POC, having completed frre record of opening, shall send the Applications

received and the opening recod to the PEC.

Followirg te opating of trc Applications, and untilthe Contrrct is signed, no Applicant

shall make any unsolicited communication to he Client. Such an attempt to influence

te Client in its decisions on the examination, evaluation, and comparison of eitrer ttre

Evaluation of
applications

8.1

8.4

8.6

8.7

8.8

8.9

Criteria Points

o Educationalqualificafon: B.Sc Engineering Degree in

Elechonics and Telrpmmunication/ lnformation Technology
with Master degree in any discipline

20

o Candidate with at least 3 years'uorking experience in he same
type of rcligious training oriented Govt. project./ Autonomous
institutions ftom the Sanatan community

30

. At least 3 years'of administratirc uo* expedences in any
similar Govt. ProjecU Autonomous lnstitution

2A

o 3 months' Training/ lnternship Certificab under lnformation
Technology (lT)division of any reputed oqanization

10

. Good understanding of the training modules related with this
proiect

10

. Good lnterpersonal and communication skills 5

Totalpoinb: 95 pints

8.10

8.2

8.3

8.5



Application
Negotiations

10. Award of Contract

11. Debriefing

12. Commencement of
Services

v.t

o2

9.4

9,5

Applications or Contract award may result in the rejection of the Application'

g.1 The flrslranked Applicant stated under Clause 8.5 shall then be invited for

negotiations, pursuant to Rule 122 of the Public Procurement Rule, 2008 at the

121

address of the client.

lf this fails, negotiate with the second-ranked Applicant, and if this fails negotiate with

the third-ranked Applicant, with the hope that successful negotiations are concluded

During negotiations, the Client and the Applicant shall finalise the "Terms of

Reference", work schedule, logistics and reporting schedule etc. These documents

shall then be incorporated into the Contract as Description of Services"

The Financial negotiations will involve the remuneration and other reimbursable cost

to be paid to the APPlicant

Negotiations will conclude with a review of the draft Contract. fo complete

negotiatrons the Client and the Applicant will initial the agreed Contract

D, Award of Contract

After completing negotiations and having received the approval to award the

contract, the client shall sign the contract with the selected Applicant.

After signature of the Contract, the Client shall promptly notify other Applicants that

they were unsuccessful.

The Client shall promptly respond in writing to any unsuccessful Applicant who

request the client in writing to explain on which grounds its application was not

selected.

"l"hc 
i,rp;:ircanl ts txp*ctcc1 t* C#rYlilcilce th* assignment on May, 2A21 al the Dhaka

llrgl {i{fire . The Curalirrn u{ lhe c*niract shall be up to Juntl, 2023 from the date of

r$fillts*f,eilent. $ervite dr.rraiian n'iay be extended based on proiect's policies

10,1

111

11,2

9

7



Section 2. Terms of Reference

; prorde support for ottrce management and monitor to ensure successful completion of training programs'

Will convey project Directo/s training related instructions to the district level consultants.

Submit necessary repofts to the ministries and prepare working paper and minutes of any project meeting"

Assist Project Director in procurement of goods and services'

Provide all lT related support like lntegrated Budget and Accounting system (iBAS++; entries, PMIS

entries and other hardware related supporl.

Communicate with the Database Administrator to update Purohit and Sebahit list.

prepare project,s monthly progress repofts for ADP meeting along with project's evaluation and completion

repoft.

. communicate with all other stakeholders related to the project

B Sc Engineering Degree in

degree in any dtsciPline.

Electronics and Telecommunication/ lnformation Technology with Master

Candidate with at least 3 years working experience in same type of reltgious oriented Govt.

project./ Autonomous institution from the Sanatan community'

a

a

a

a

a

a

Junior Consultant (Training Management and ICT)
Name of the Position

Number of Position

Head Office, Dhaka

Durati*n: up to June, ?023
fv1ay, 2021txpecterl $lart *at* of

,i\ssignn:enl:

lndividual Consultant (Time Based )

1 Wiil work on offbenanagement in accordance with the Project Director'

2. Will manage and monitoiongoing training programs in field levels. 
.

5. Witt .onu*"y project Directoii training relited instructions to the district level

consultants.

4. Will submit necessary reporls to the ministries and prepare working paper and

minutes of any project meeiing. Will also assist Project Director in procurement of

goods and services.

6, Wif f prouiOe all lT related suppo( like lntegrated Budget and Accounting System

(iBAS++; entries, PMIS entries and other hardware related support.

b. Will .o*runicate with the Database Administrator to update Purohit and

Sebahit list.

7. Prepare project's monthly progress reports for ADP meeting along with project's

evaluation and completion report.

B. Will communicate with all other stakeholders related to the project.

i.e. Duties and Responsibilities may vary according to the instructions of the

Main Tasks:

Scope of Work:

Educational Qualifications and Experience:

Project Director



Section 3. Application Forms

Form 3A : Application Submission Form

Form 38 : CV of the Applicant

Form 3C: Remuneration and Reimbursable



Form 3A.Application Submission

lLocation: dd/mm/yyl

To:

Project Director

Shengthening the Religious and SocioEconomic Capacity of the purohit and Sebahit (2no phase)

Hindu Religious Welfarc Trust

Ministry of Religious Afiairs

1ll, Paribagh, Shahbagh, Dhaka

Dear Sir:

I am hereby submitting my Application to provide the consufting Services for flnsert title of assignment] in strict

accordance with your Request for Application dated [ddlmm/yy].

I declare that I was not associated, nor have been associated in the past, direcily or indirectly, with a Consultant or

any other entrty that has prepared the design, specifications and others documents in accordance with Clause 5,

I further declare that I have not been declared ineligible by tre Govemment of Bangldesh on charges of engaging

in comrpt, fraudulent, collusive or coercive practices in accordance with Clause 4.

I undertake, if I am selected, to commence the consulting Services for the assignment not later ftan the date

indicated in Clause 12.1.

I understand trat you are not bound to accept any Application that you may receive.

lremain,

Youns sincerely,

Signature

Print name

Address:

Tel:

Attachment:

I



3B.Gurriculum Vitae (CV) of the Applicant

1 PROPOSED POSITION FOR

THIS PROJECT

2 NAMEOFPERSON

3 DATE OF BIRTH

4 NATIONALITY

5 CELLPHONENO

5 EMAIL ID:

17 MAILING ADDRESS

[Fron the Terms of Reference, state the posrtion for which the
-Consultant 

witl b errp,ryd.|

[datetull name]

lddlmmM

8 MEMBERSHIP lN PROFESSIONAL fSate nni and name of socie$ and year of aftainingthat rank]'

SOCIETIES

s EDUCATT.N n&*n;?,:ffi#f##X#,:l',trW,ffitrd#:,
the APPlicantl.

10 orHERrRArNrNc W#eY;,ff;:-,,Jf;'ffir,11frff'"fJiffi'#,::,,Xf"

11 LANGUAGES & DEGREE OF Lanquase Speakinq Readinq Wrilinq

PROFICIENCY e.g.Englistt Flrcnt Exetbnt *wllent

12 COUNTRIES OF WORK EXPERIENCE

13 EMPLOYMENT RECORD ffhe-Appticant should ctealy didinguish'whetlrcr as an "enployee" of

ine nrm' ar as a'Cjonsultant' ar 
.Advisf of the firml'

ffl;r#$,iffit#;'l'#'$,li fr:'tr-'ffJ ry, A!qy,l*:y cteadv indicaterhe Fosrbn hetd and give a bner

end dates of each employmentt '*"riiti* of the duties in which the Applhant was involvedl'

EMPLOYERI FROM:[e'g' January1999] T0:fe'g' December2Wl

WORK UNDERTMEN THAT BEST

iiiustnnres rHE cAPABILITY ro HANDLE

THISASSIGNMENT

[give an oriline of expeience and tnining nnd pedinenf to lasks on

iiit-rttgrr" nt, wtth'degii ot responsibillty treld' Use about half of a

page A4l



f CERTIFICATION

[Do not amend ths Ceilificatbn].

l, the undersigned, certify that (i) I was not a former employee of fre Client immediately before he submission of this

proposal, and (ii) to tre 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.

Signature

Print name

Date of Signing

ddlmmlyyyy



Form 3C.lndicative Remuneration& Expenses

The Consultant should provide an indbation of the remuneration as per the format shown below. This will not be

used for evaluation of the Consultants Application but solely for the puryoses of Application Negotiations to be held

as stated in Clause 9.1.

(1) Remuneration: Remuneration at a fixed rate will be provided as per DPP.

Note: A month consists of 30 calendar days.

(2) Reimbursable (as apolicable): Wll be provided as per PPA-2006 and PPR-2008

Rate

(per month / day / hour in Ik)

StafiTime

(No. month / day /
hour)

Total(Tk)

Rate per unit Totalunit Total Amount $k)

(a) Per Diem Allowance

(b) Air Travel Costs

(c) Oher Travel Costs

(state mode of travel)

(d) Communicationdrarges

(e) Reproduction of Reports

(f) Oter Expenses (fo be fisfed)

Sub-total

CoNTRACT CEILING (1)+ (2)



Section 4. Contract Forms

The Contract Agreemenf, which once completed and signed by the Client and

the Consultant, clearly defines the Client's and Consultants' respective

responsibilities.

-7.-



4.1 Contract Agreement (Timebased)

THIS CONTRACT ("the Contracf) is entered into this day ol [dilmmlyy], by and between linsert name of Clienfl ('the

Procuring Entity") having its office al finseft address of Client], and [insert nme of Consuftant] (.the Consultant")

having his/her address at fnserf address of Consuftantl.

WHEREAS, the Client wishes to have the Consultant performing the Services hereinafter refened to, and

WHEREAS, the Consultant is willing to perform these Services,

NOW THEREFORE THE PARTIES hereby agree as follows:

L Services

2. Duration

3. Comrpt, 3.1
Fraudulent,
Collusive or
Coercive Practices

3.2

1.1

2.1

General

The Consultant shall perform the Services specified in Annex A (Desaiption of

Seruices), which are made an integral part of the Contract.

The Consultant shall perform the Services during fie period commencing from

[dd/mmlyy] and continuing until fdd/mmffi, or any o&er period as may be

subsequently agrced by the parties in writing.

The Govemment requires hat Client, as well as Applicants, shallobserve the highest

standard of ethics during the implementation of pmcurement proceedings and the

execution of Contracts under public funds.

The Govemment defines comrpt, fraudulent, collusive or coercive practices, for the

purposes of ttris provision, in he Sub-Clause 3.5

Should any comrpt, fiaudulent, collusive or coercive pnactice of any kind come to the

knowledge of the Client, it shall, in he ftrst plre, allow the Applicant to provide an

explanation and shall, take rctinns only wtren a satisfactory explanation is not received.

lf the Client at any time debrmines that the Applicant has, directly or through an

agent, engaged in corupt, ftaudulent, collusive or coercive practices in competing

for, or in executing, a Contract under public funds., the Client shall:

(a) exclude the Applicant fnom participation in the prccurement proceedings

concemed or reiect an Application for award; and

(b) declare the Applicant ineligible, either indefinitely or for a stated period of

time, fuom participation in prccurement proceedings under public funds.

The Govemment defines, for the purposes of this provision, the terms set forth below

as follows:

"comtpt practice" means offering, giving or promising to give, receiving, or soliciting

either direcfly or indirecfly, to any officer or employee of a Client or other public or

pdvate autucrity or indMdual, a graturty in any form; emdoyrnent or any other hing or

servlce of value a an inducenpnt wih respect to an act or deciskm or nehod folbued by

a Client in wrredion wih a Procurenent proceeding or Contrct execution;

"fraudtlqfi prac'lic€ means he misrepresentation or omissbn of facb in order to

influence a decisbn to be taken in a Procurement proceeding or Confract execution;

"collusiye prrclice" means a schene or anarqement betu',een ttro (2) or more

Pe6ons, wih or witrout te knowledge of tte Client, hd is designed to arbifarily reduce

tre number of Terders subrnitted or fix Terder prim at artificial, nonompetitive levels,

fiereby denyrrg a Client fie benefib of compelitive gice arising fiom genuine and open

competition;or

"coorcive practice" means harming or threatening to harm, directy or indirectly,

3.3

3.4

3.5



7.

4. Applicable Law

9. ContractualEthics

4.1

5.1

6.1

7.1

7.2

8.1

9.1

Goveming
Language

Modification of
Contrac't

Ownership of
Material

Relation betureen
the Parties

10. Ceiling Amount

11. Remuneration

Persons or their property to influence a decision to be taken in the Procurement

prcceeding or $e execution of a Contract, and this will include creating obstructions

in the normal submission prccess used for Tendes, Applications, Proposals or

Quotations.

The Contract shall be govemed by and interprcted in accordance with the laws of the

People's Republic of Bangladesh

The language goveming the Contract shall be English, however for day to day

communications in writing both Bangla and English may be used.

The Confact shall only be modified by agreement in writing between the Client and

the Consultant.

Any sturdies, reports or other material, graphic, softrare or otherwise, prepared by the

Consultant for the Client under the Conhact shall belong to and remain the propefi

of the Client.

The Consultant may, witr the prior written approval of the Client, retain a copy of such

documents and softrarc, but shall not use them for purposes unrelated to the

Contract.

Nothing contained in the Contract shall be construed as establishing or creating any

relationship other than that of independent Consultant between the Client and the

Consultant.

No bes, grahrities, rebates, gifts, commissions or other payments, other than those

shown in the Contract, shall have been given or received in connection wih the

selection prccess or in the contract execution.

10.1 The Client shall pay the Consultant for the Services rcndered pursuant to

'Description of Services' 'a ceiling amount not to exceed Tk [insert amountJ, which

includes remuneration and reimbursable expenses as set forth in Clauses 10.2.

These amounb have been established based on the understanding that it includes

all of the Consultant's costs as well as any tax obligation that may be imposed on

the Consuttant.

fi.z The composition of the Remuneration and Reimbursable which make up he ceiling

amount arc detailed in Anrex B

11.1 The Client shall pay fie Consultant for Services rendered with the rates agreed and

specified in ANNEX B "Cost estimates for Services and Schedule of Rates'.

Remunenation rates shall be on monthly/daily/hourly Idelete those inappropriate ]

11.2 Monthly Rate: The time spent in performing the Services shall include travel time,

weekends and public holidays, and to the extent specified in Clause 15.2 shall also

include periods of casual leave and sick leave. ln cases where only part of a month

is worked then remunenation shall be computed by dividing the monthly rate by 30

and multiplying by the number of days worked i.e. time spent (as described above)

during that month;

or

Daily rate: The time spent in performing the Services shall be determined solely on

the bmis of the number of days actually worked by the Consultant, and shall include

travel time, but not weekends, public holidays, casual or sick leave

or



12. Reimburcables

13. Payment
Conditions

14. Medical
Anangemenb

Hour{y rate: The time spent in perbrming the Services shall be determined solely

on the basis of the number of hours actually worked by te Consultant, and shall

include favel time, but not weekends, public holldays, casual or sbk leave.

12.1 Per Diem Allowance: The Consultant shall, when performing the Services away

fom Sre duty station, be entitled to per diem allowance in accordance with the

agreed perdiem rates.

12.2 Travel Costs: The Consultant shall, when performing he Services away from the

duty station, be entifled to tnavel costs in mordance wih he agrced havelcosts,

12.3 Oher Expenses: The Consultant shall, when perbrming the Servkres, be entitled

to reimbursement of any other expenses as detailed in Annex B.

12.4 For other reasonable reimbursable expenses not falling within he abotre thrce

categodes, but which may arise during performance of the Services, such expenses

will only be reimbursed by tre Client m it may at its sole discretion approve, subject

to available of budget,

13.1 Cunency: Paymenb shall be made in Bangldesh Taka by trte end of each

. calendar month or wtthin fifteen (15) calendar days of receipt of the lnvoice as the

case may be.

13.2 Advance Payment The Consultant shall, if he/she so requests, be entifled to a

total dvance paynrent, as specified in Annex B, to cover his/her outof-pocket

expenses which are to be recovered in equal installmenb ftom monthly amounts

due to himlher.

[For aid funded procurement Advane Payments nay be qplicable. However, for

100% GoB funded procurement Advarce payments shall not be applicable unless

oheruise specifically decided by The Govemment.l

13.3 Monthly Payments: The Consultant shallsubmit an lnvoice hr Remuneration and

Reimbursable at tre end of euery month and payments shall be made by the Client

within fifieen (15) calendar days of receipt of fie invoice.

13.4 Final Payment: The final payment shall be made only after the final report shall

have been submitted by tre Consultant and approved as satisfactory to the Ctient.

lf frre Client notifies any deficiencies in he Services or the final report, the

Consultant shall promptly make any necessary conections, to the satisfaction of the

Client.

13.5 Suspension: The0lient may, by wriften notice of suspension to the Consultant,

suspend all payments to the C,onsultant hereunder if the Consultant fails to perform

his/her obligations urder this Contract.

13.6 Refnnd of Excess Payment: Any amount if paid to the Consultant in excess of the

amount actually payable under the provisions of the Contrmt shall be reimbursed

by the Consultant wihin hirty (30) days of receipt of tre claim ftom he Client,

provided that such claim is lodged within three(3) months afier the acceptance of

the final report.

Obliqations of the Consultant

14.1 The Consultant shall, before commencement of he Services fumish the Client witt

a medical report providing evidence satisfactory to the Client that the Consultant is

in good health and is not subject to any physical or mental disability which may

interfere wi$r his/her performance of fte Services.



15. Yllorking Hours
and Leave

16. Performance
Standard

17. Contract
Administration

18. ConfidentialitY 18'1

19. Consultant's 19.1

Liabilities

20. Consultant notto 20.1

be Engaged in
Certain Activities

21. Services, 21.1
Facilities and
Propefi

1S.1 The Consultant shall, wtren engaged direcfly with the Client, follow the normal

Working Hours and Holldays of the Client, and entitlement to leave as per the

Client's Rules.

15.2 The Consultant's remuneration shall be deemed to cover leave except othenrvise

specified in the Contract.

16.1 The Consultant undertakes to perform the Services with he hQhest standards of

pnofessional and ethical competence and integrity'

17.1 Client'sRePresentative

The Clients representative, as indicated in Annex A, shall be responsible for the

coordination of all activities under the Contract'

17.2 Timesheets

The Consultant providing Services may be required to complete standard

timesheets or any other document to identify the time spent, as requested by the

Client's RePresentative.

The Consultant shall not, during the term of the Contract or within two years afier its

expiration, disclose any proprietary or confidential information relating to the

Servicm, the Contrrct or the Clients business operations without the prior written

consent of the Client.

The Consultant shall continue to cooperate with the Client after the termination of

the Contract, to such reasonable extent as may be necessary to clarify or explain

any reports or recommendations made by the Consultant.

The Consultant shall report immediately to the Client any circumstances or events

which might reasonably be expected to hinder or prejudice the performance of the

Services.

The Consultant agrees hat, during tre term of the Contract and after its

termination, the Consultant shall be disqualified from providing goods, uorks or

services (otfrer ttran any continuation of fie Services under the Contract) for any

project resulting from orclosely related to the Services.

Oblioations of the Client

The Client shall, free of any charge to the Consultant, make available for the

purpose of carrying out the assignnent data, local services, personnel, and facilities

indicated in Annex A.

19.2

22. Termination 22.1

22.2

23. Dispute
Resolution

23.1

By the Client

The Client may terminate the Contract by not less than twenty+ight (28) days

written notice h the Consultant, Such notice to be given after the occunence of any

event necessihting such termination.

By the Consultant

The Consultant may terminate the Contract, by not less than twenty eight (28) days

written notice to the Client, if fire Client fails to pay any monies due to the

Consultant pursuant to the Contract.

Amicable Settlement

The Client and the Consultant shall use their best efforb to settle amhably all

disputes arisirq out of or in connection wisr this Conhact or its interpretation'

cutes
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23.2 Arbitration

lf the dispute cannot be setted tle same may be setfled through arbitration in

accordance with the Arbitration Act 2001 of Bangladesh as at present in force. The

place of Arbitration shall be in Dhaka.

lN WITNESS WHEREOF the parties hereto have signed this agreement he day and year first above written.

FOR THE CLIENT FOR THE CONSULTANT

Signaturc Signature

Print Name & Position: Print Name:

The following documents forming the integral part of this conf*t shall be interprcted in the following oder of
priority:

(a) The Form of contract
Annex A: Description of Services

Annex B: Cost Estimates of Services and Schedule of Rates

Annex C: Consultants Reporting Obligations



ANNEX A: Description of the Services

of Work:
. Provide support for office management and monitor to ensure successful completion of training

programs.

o Will convey proiect Director's training related instructions to the district level consuftants.

o Submit neoessary reports to the minisfoies and prepare worting paper and minutes of any proiect

meeting.

o Assist Project Director in procurement of goods and services.

r Provide all lT related support like lntegrded Budget and Accouttting System (iBAS++1 entries,

PMIS entries and other hardurare related support.

o Communicate with the Database Administrator to update Purohit and Sebahit list.

o Prepare project's monthly progress reports for ADP meeting along with proiecfs evaluation and

completion report.

o Communicate with all other stakeholderc related to the proiect.

- _--*-J
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ANNEX B: Cost estimates of Services and Schedule of Rates

Remuneration

Reimburcable

CONTRACT CEILING (A) +(B)= Total=

,'

(a) (b) (c) (d) = (b)x (c)

Remunenation is made on a [sfafe monhly,
dally or hourlylrab

SutsTotal(A)

ilqrry,of Sftn&5!@ '. Unit ,...'. ffy
,Rry91-

'To&l:

,$ata}.

(a) (b) (c) (d) (e)=(c)x(d)

(a) Per Diem Allowance

(b) Air Travel Cosb

(c) Other Travel cost

(d) Communication charges

(e) Reproduction of reporb

(0 Other Expenses (to be listed)

Supporting documents and vouchers must

M attadtedwlththe invoie
Subtotal(B)=

a-rt6d
,rr,..,Td{!,,'. ,, .:'. ,



ANNEX C: Consultant's Reporting Obligations
(SamPle Format)

.@24t
;

lnception RePort

lnterim Progress RePort

(a) First Strtus RePort

(b) Second Status RePort

Draft RePort

FinalRePort



Gqvernmenlot the PeqQ(e's Republrc oi Bangtadesh

Strengthening the Religious and Socio-Economic Capacity of the purohit and Sebahit (2'd phase)

Hindu Religious Welfare Trust

M(n(stry o( Rehgtous At{atrs

1/l Paribagh Shahbagh Dhaka

ECr Re1 lit - i 0 05 i.r000 00-t .14 326 15i2d9

Mi Divis on

A

Entity Code

Entity District

Ex of lnterest for Selection of

KEY INFORMATION

Procurement Sub-Method

FUNDING INFORMATION

and Source of Funds

Protect Name ._

EOI Closing Date and Time

Junior

Consultant
(Training)

Date'.0410412021

Ministry of Reliqious Affairs

Hindu Reliqious Welfare Trust

Project Director

Strengthening the Religious and Socio-Economic Capacity of the purohit and Sebahit (2'o Phase)

Hindu Religious Welfare Trust

Ministry of Reliqious Affairs

224324300

Head Office and District Offices of Bangladesh

lndividual Consultant (National) (Time-Based)

Selection of lndividual Consultants (SlC)

GoB

PARTICU LAR INFORMATION

Strenqtheninq the Religious and Socio-Economic Capacity of the purohit and St!q[!!0'dl[qS4
EOI shall have to be submitted manually on or before 0210512021 at 2:00 pm in sealed envelope

and de[vered to the undersigned and clearly marked "Request for Expressions of lnterest for

Selection of [Name of the position]'. Necessary documents in support of educational qualifications

and exoerience & skills shall have to be submitted.

INFORIVIATION FOR APPLICANT

Title Of Service
No. of

Service

Minimum

Qualification
Minimum General Experience Brief Description of Assignment

1. Master Degree

with honors in any

discipline

2. Candidate from

the Sanatan
community would be

given preference

3. Good

Interpersonal and

communication

skills,

1. At least 3 years' working experience in

the field of training of any Govt /
Autonomous institutions or Govt. project

of Bangladesh.

2. Should be familiar with policies, rules

and regulations of the Govt, project/

organizations/ agencies.

3. At least 3 years' of Training

rnanagement experiences in the same

type of religious training oriented Govt,

Project/ Autonomous Institutions.

4. Good understanding of the training

modules related with this project

5. Should have office management skills.

6. Preferences would be given to those

who have previously worked in the 1'r

phase of this project/ similar type of
project.

1. Will accomplish training programs according

to the instructions from the Project Director and

make all necessary arrangements prior to

district level training.

2. Will enlist Purohit and Sebahit as

participants before kaining in the

corresponding districts.

3. Will act as a course coordinator of the

training program,

4. Will contact resourceful persons of various

departments and invite them as trainer to take

classes in the training programs according to

different module sessions.

5 Will be responsible for the expenses

incurred due to training programs, All

expenses must be made abiding PPA-2006

and PPR-2008 and must maintain allfinancial
documents,

6 Will perform all administrative functions,

manage human resources, procure goods,

monitor and visit training programs in person.

7 Will establish good relationship with related

stakeholders,

i.e, Duties and Responsibilities may vary

according to the instructions of the project

Director.

Junior

Consultant
(Training

management

& rcT)

1 1. B,Sc Engineering

in Electronics and

Telecommun ication

Engineering/
lnformation

Technology with

Master Degree in

any discipline

1. At least 3 years' working experience in

the field of training of any Govt. /

Autonomous institutions or Govt, project

of Bangladesh,

2. Should be familiar with policies, rules

and regulations of the Govt. project/

organizations/ agencies.

1 Will work on office management in

accordance with the Project Director.

2. Wrll manage and monitor ongoing training
programs in field levels.

3 Will convey project Director's training related

instructions to the district level consultants,

,q
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lrtle Ul Servlce
No of

Seruice
f-

Other Details (if aPPlicable)

Name of Official

lr4lnimurn

2 -1ar,l,oa\e \rom

tne Sanatan

community would be

given preference

3 Good
lnterpersonal and

communication

skills

Minimum General ExPerience

3 Xf teaS 3 )eatS o\ a(rirnts\ta\\'{e stqtK

experiences in the same type of religious

training oriented Govt. ProjecU

Autonomous lnstitutions.

4. Should have Knowledge on how to

prepare reports related to Govt, prolects.

5, 3 months' Training/ lnternshiP

Cerlificate under lnformation Technology

(lT) division of any reputed organization

6. Good understanding of the training

modules related with this project.

7, Preferences would be given to those

who have previously worked in the 1't

phase of this project/ similar type of

8 Wrrting efficiency in both Bengali and

English is preferable,

Secretary (DePutY Secretary)

Hindu Religious WelfareTrust &

Project Director (Addl Charge)

Strengthening the Religious and Socio- Economic Capacity of- 
tne purohit and Sebahit (2nd phase)

Ministry of Religious Affairs

Phone: 02-9677449

Website: www,hindutrust.gov.bd

Brief DescriPtion of Assignment

4.\((sqhRttnecessan( repo(s to the

ministries and prepare working paper and

minutes of any prolect meeting. Will also assist

Prolect Director in procurement of goods and

services.

5. Will provide all lT related support like

lntegrated Budget and Accounting System

(iBAS++) entries PMIS entries and other

hardware related suPPort.

6, Will communicate with the Database

Administrator to update Purohit and Sebahit

list.

7. Will prepare project's monthly progress

reports for ADP meeting along with project's

evaluation and completion report.

8, Will communicate with all other stakeholders

related to the Prolect.

i.e. Duties and Responsibilities may vary

according to the instructions of the project

oad a coPY of

RtI;l;rs *itn r.r.rt of Reference lrOn) and submit h,ard::qit-t-:f TI]',t:Yl X'l"f::::*
ffi#,:;ibi,il;;i;'tnJu nerigi;us welfare Trust [1/l Paiibash Shahbash, Dhaka] durins

office hours (9 00 am to 5.00 pnr)w{!.N?954021

Association with forqgn llmi q

Head Office and Districto'1 i singte; Time Based

PROCURING ENTITY DIIA!!q

d Sebahit (2nd Phase)'

iinO, ntrigiort Wettare frust (1" floo
nOOress of Official lnviting EOI

Pfrone : 02-9677449, Email : hindutr
Contact details of Official lnviting EOI

reserves all the right to acceP! q
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Dr Kumar Ghosh

{,4 ut. 9@e,L


