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Guidance Notes on the Use of
the Standard Request for Application for Selection

of lndividual Consultants (National)

These guidance notes have been prepared by the CPTU to assist a Client in the preparation, using the Standard

Request for Application (SRFA), fur procurement of lndividual Consultanb (National). The Client slould also rcfer

to the Public Procurement Act 2006 (Act No 24 of 2006), and tre Public Procurernent Rules 2008, issued to

supplement the Act available on CPTU's rrebsite: www.cpfu.gov.bd. All concemed are advised to refer to the

aforementioned Act and Rules while participating in any selection process of Consultants.

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

Rule 112& Rule 1M(d) of the Public Procurement Rule 2008 for assignments for which the qualifications ard

experience of the individual are the oveniding requirenenb and no team of stafi and no additional professional

support are requircd.

This document shall be used when a Procuring Ent'ty (the Client) wishes b select an lndividual Consultant

(National) for assignments for which ttre qualifications and experience of the individual are the oveniding

requirement for which remuneralion is being determined on the bais of fie time mtually spent by tlre Consultant in

carrying out tte services.

Tirnebmed Conhacb are recornmended when te Scope of fF Serviffi cannd be estaUished wih sufficbnt

prccision, or the duration and quantity of Services depends on variabbs fiat arc beyond fite mntol of fie Consultant,

or tre output required of fie mnsultanb b difficult to 6sess.

Consulhnts remuneration b based on (i) agreed unit r&s hr he ComutEnt multiplied by te actual line spent by

himlher in executing tre ms[nment, and (ii) reimbursatrle expenses usirg actual expenses and/or agreed unit pfues.

This type of Conhact requirw tc Client b dosely supervise consultanb and to be involved in Se daily execution of

the csignment.

SRFA (PS4) has been designed to suit the particular needs of procurement within Bangldesh, and has four (4)

Sections, of whbh Section 1: lnformation to te Applicanb and the Contract Agreement in Section tlmust not be

altered or modified under any circumstancee.

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

Applicant expresses his/trer interest is by completion ard submission of the Application Forms in Sec'tion 3,

Guidance notes in brackets and italics arc provided for bott the Clbnt and the ApplicanB and as such the Client

should carefully declde what notes need to rcmain and uhat other guidance notes might be rcquired to assist the

Applicant in preparing ib Applbation submission; so m to minimize the inept Selection process.

SRFA (PS4), when properly completed will provtJe all the information that an lrdividual Consultant (National)

needs in order to prepare and submit an Applicatlbn. This should provide a sound basis on which fte Client can

fairly, transparently and accunately carry out an evaluation prccess on he application submitted by the lndividual

Consultant.

SRFA (PS4) duly tailorcd may also be used for the purpose of Single Source Selection Method.
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The following briefly describes the Section of SRFA (PS4) and how a Client should use hese when preparing a

particular request for Applkxilons.

Section 1: lnformation to the Applicants

Section 2.

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

lnformation is also provided for submision, opening, and evaluation of Applications and on the

awad of Contract.

This Section also contains the criteria for selection of suitable Applicant

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

Terms of Reference

This section defines clearly the Objectives, Goals, and Scope of the assignrnent, and provides

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

the lndividual Consultant to clearly understand the assignment. This section lisb the Services

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

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

respective rcsponsibilities.

Application Forms

This section provides the standad format that permits the requested information to be

presented in a clear, precise and readily 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 Applicant's qualifications and experience best suited

to the specific assignment.

Contract Agreement Forms

The Form of Contract Agreement which, once completed and signed by the Client and the

Consultant clearly defines the Clients and Consultanb' respective responsibilities. The Annexes

to the formal Conkact include a Description of the Services, the Reporting Schedule and Cost

estimates of Services.

Section 3.

Section 4.
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Section 1. lnformation to the Applicants

1. ScoPeof
assignment

2. Qualifications of the
Applicant

3. Eligible APPlicants 3.1

A. General

1.1 The client has been allocated public fund for strengthening the Religious.and socio-

economic Capacity oitn. prrnit and Sebahit (2"d phase) and.intends to select a total

of 36 lndividuat consumnis (iraining) for ttre specifrc assignment as specified in the Terms

of Reference in Section 2.

2.lPrcspectivelndividualsshalldemonstrateintheirApplicationsthattheymeetthe
required qualifications and experierces and are fully capable of canyng out the

assignment.

2.2 The capabilrty of lndividuals shall be iudged on the basis of mademic background'

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

conditions, as wellas language and culfure'

[Minimumeducationalqualifications,requiredexperieneehavebeert
mentioned in Terms of reference in Section 2 |

Any Bangladeshi natbnal including persons in the service of the Republic or the local

,rifrotity / Corporations is eligible to apply fur 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

agencytheynrererrrrorkingforimmediatelybeforegoingonleaveand'their
employment will mt give rtse h conflict of lntercst, pursuant to Rule 112 (9) of the

Public Procurement rules, 2008

Persons who are already in employment in the services of fire Republic or the local

authorities/ Corporation etc must have written certification from their employer

confirming hat they are on leave without pay from their official position and allowed

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

provided to tte client by tre consulhnt as part of hidher Applications

No person who has been convicted by any court of Law or dismissed from services

for misconduct shall be eligible for considenation for appointment to a pst'

TheApplir:anthastrelegalcapacitytoenterintotheContrmt

The Applicant ha 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 comtpt, fraudulent,

collusive or coercive practices in mcordance with sutrclause 4.2.

The Applhant shall not have conflict of interest pursuant to tre 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 deftnes comtpt, fraudulent, collusive or coercive practices, for the

purpsesoftrisprovision,intheContractAgreementSuMlause3'4

should any corupt, ftaudulent, collusive or coercive practice of any kind come to the

knowledge of tre 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

3.3

3.4

3,5

3.6

3.7

3.8

4.1Comrpt, Fraudulent'
Collusive or
Coercive Practices

4.2

4.3



Conflict of
lnterest

Preparation of
Application

7. Submission of
Application

B.

4.4 lf the Client at any time determines trat the Applicant has, directly or hrcugh an

agent, eng4ed in corrupt, fraudulent, collusive or coercive practices in competing

for, or in executing, a Contract under publlc funds., the Client shall;

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

concemed or reject an Application for award; and

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

from partbipation in procurement ptrcedirgs under public funds.

5.1 Govemment policy requhes trat the Applicant provide professional, objective, and

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

paramount, witrout any consirleration for fufure work, and sfictly avoid conflicb with

other assignmenb or $eir own corporate interests.

5.2 The Applicant shall not be hired for any assignment hat 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.

5.3 Punsuant to Rule 55 of the Public Procurement Rule 2008, the Applicant has an

obligation to disclose any situation of actual or potential conflict of interest that

impacts on his capacity to serve the best interest of his Client, ortnt may reasonably

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

disqualification of fte Applicant or the termination of its Contract.

5.4 The Applicant that has a business or family rclationship with a member of the Clients

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

relationship hm been ddressed adequately frrrcughout the selection process and

the execution of the Contract.

Preparation,Submission& Modification or Su bstitution of Applications

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

be signed by frrc Applicant. Applicants are required to complete the following Forms:

(a) Form 3A:Application Submission Form;

(b) Form 38: CV of the Applicant; and

(c) Form 3C: Remuneration and Reimbunsable

The Remuneration and reimbunsable are purely indicative and are subject to

negotiations and agrcement with the Client priorto finalisation of the Contnact.

Pursuant to Rule113(5) of he Public Procurement Rules, prospective Applicants

can deliver their Application by hand, mail, courier service to the address mentioned

in the rcquest for Application advertisement.

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

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

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

ln case of hand delivery, the Client, on request, shall provide the Applbant with a

receipt.

The closing date for submission of Application is 0205/2021 up to 2.00pm

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

the deadline for submission of Applications shall be declared late, and retumed

unopened to the Applicant.

6.1

6.2

7.1

7.2

7.3

Applications may be modified or substituted before

7.4
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7.7

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

Applications.

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

reason on its 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

g.1 Suitability of the Applicants 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'

8.2 The points to be given under each of the evaluation criteria are:

83

84

8.5

86

Applicants thus given points as stated under Clause 8.2, not securing the minimum

qualifying points Z0 shall be considered disqualified

Applications shall be evaluated by the Tender/ Proposal Evaluation committee

(PEC) who shall prepare a short-list of maximum seventy two (72) applicants.

The qualified shorl-listed Applicants 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

with five (5) points.

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

8.5, shall be combined with the points obtained in the interview and a list of

maximum three (3) most suitable Applicants ranked in order of merit (1-2-3) shall be

prepared.

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

public opening of APP|ications.

The Client shall immediately after the deadline for submission of Application convene

a meeting of the Proposal Opening Committee(POC)

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

received and the opening record to the PEC.

g.10 Following the opening of the Applications, and until the Contract is signed, no Applicant

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

Evaluation of
applications

8.7

88

89

Criteria

Discipline

. Candidate with at least 3 years' working experience in same

type of religious training oriented Govt. project./ Autonomous

institutions from the Sanatan community

Points

1n

30

. At least 3 years' of Training management experiences in any

similar Govt. ProjecV Autonomous lnstitutions
20

. Experience in organizing and coordinating training programs,

meetingsiseminars in field level and timely reporting to Head

Office ind establishing relationship with related stakeholders

20

. Good understanding of the training modules related with this

project
10

o Good lnterpersonal and communication skills 5

Total points: 95 points

the Client in its decisions on the ex , evaluation, and comparison of either the

r



9. Application
Negotiations

10. Award of Contract

11, Debriefing

12. Commencement of

Services

ApplicationsorContractawardmayresultintherejectronoftheApplication

g.lThefirst-rankedApplicantstatedunderClauseB.5shallthenbeinvitedfor
negotiations,pursuanttoRulel22of|hePublicProcurementRule,200Satthe
address of the client

g,2 lf this fails negotiate with the second-ranked Applicant, and if this fails negotiate with

thethird-rankedApplicantwiththehopethatsuccessfulnegotiationsareconcluded

g.3DuringnegotiationstheClientandtheApplicantshallfinalisethe..Termsof
Reference,,,workschedulelogisticsandreportingscheduleetc'Thesedocuments

shallthenbeincorporatedintotheContractasDescriptionofServices,'

I 4 The Financial negotiations will involve the remuneration and other reimbursable cost

to be Paid to the APPlicant'

g.5NegotiationswillconcludewithareviewofthedraftContract.Tocomplete
negotiationstheClientandtheApplicantwillinitialtheagreedContract

D. Award of Contract

l0.lAftercompletingnegotiationsandhavingreceivedtheapprovaltoawardthe
contract,theClientshallsigntheContractwiththeselectedApplicant.

1j.1 After signature of the contract, the client shall promptly notify other Applicants that

theY were unsuccessful'

11.2 The client shall promptly respond in writing to any unsuccessful Applicant who

requesttheclientinwritingtoexplainonwhichgroundsitsapplicationwasnot
selected

12'lTheapplicantisexpectedtocommencetheassignmentMay,202laltheDistrict
level offices of Bangladesh The duration of the contract shall be up to June' 2023

from the date of .l*r.n..*.nt. service duration may be extended based on

Project s Policies

6



Section 2. Terms of Reference

Name of the Position Junior Consultant (Training)

Number of Position JO

Duty Station: 18 District Level Offices, All Over Bangladesh

Expected Stalt Date of

Assignment:
i\.lay }"il21 Duratron: up to June, 2023

Source National ] Category lndividual Consultant (Time Based )

Main Tasks:

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 training in the corresponding districts.

3. Will act as a c0urse 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 all financial documents,

6. Will perform all administrative functions, manage human resources, procure goods, monitor

and visit training programs in person,

i.e, Duties and Responsibilities may vary accordinq to the instructions of the proiect Director,

Reports to Project Director

Sco of Work:
. Plan, organize and conduct training programs in district level offices and ensure successful completion of

training programs.

r Contact right resourceful person to take classes according to the specific training module sessions for the

training programs.

. Pedorm all sorls of office management stuffs in district offices, manage human resources and follow the

instructions given by the Project Director.

Submit necessary repofts to the Head Office as per directions from the Project Director.

Procure goods and services if needed.

Continuous supervision on any ongoing training programs.

Visit Fields to enlist Purohit and Sebahit as parlicipants for the training programs,

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 all financial documents.

Communicate with all other stakeholders related to the project.

a

a

a

a

a

Educational Qualifications and Experience:

. Master Degree with Honors in any discipline.

. Candidate with at least 3 years' working experience in same type of religious training oriented Govt.
project / Autonomous institution from the Sanatan community.

10
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Section 3. Application Forms

Form 3A : Application Submission Form

Form 38 : CV of the Applicant

Form 3C: Remuneration and Reimbursable
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lLocation: dd/mm/YYl

To:

Project Director

strengthening the Religious and socioEconomic capaci$ of the purohit and sebahit (2d phase)

Hindu Religious Welfare Trust

Ministry of Religious Affairs

1/1, Paribagh, Shahbagh, Dhaka

Dear Sir:

I am hereby submltting my Application to provide the consulting Services for [lnsert title of assignment] in strict

accordance with your Request for Application dated [ddimm/yy]'

I declare that I was not associated, nor have been associated in he past, direcfly or indirectly, with a consultant or

any other entity 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 the Govemment of Bangldesh on charges of engaging

in comtpt, 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 ffran he date

indicated in Clause 12'1.

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

lremain,

Yours sincerelY,

Signature

Print name

Address:

Tel:

Attachment:

I

/
V Form 3A.ApPlication Submission
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Form 3B.Cuniculum Mtae (CV) of the Applicant

1 PROPOSED POSITION FOR

IHIS PROJECT

2 NAMEOFPERSON

3 DATE OF BIRTH

4 NATIONALIW

5 CELLPHONENO

6 EMAIL ID:

7 MAILING ADDRESS

fFrom the Terms of Reference, state the posltion far which the
C.onsultant will M eng@.].

[datetullname]

Iddlmn/yy]

8 MEMBERSHIP lN PROFESSIONAL fstate mnk and name af socie$ and year of aftaining that rank].

SOCIETIES

9 EDUCATION list allthe colleges/universities which the Splicant attended, *ating
degees obtained, and dates, aN lN any other specialised education of
the Applicant l.

10 OTHERTRAINING

11 I.ANGUAGES & DEGREE OF

PROFICIENCY

12 COUNTRIES OF WORK EXPERIENCE

findicate s$nificant training since degrees uder EDUCAflAN rerc
abtained, which is pertinent to the proposed tasks of the Consultantl.

Languaoe Soeakino Readinq Wrilino

e.g. Englislt Fluent Excellent Excellent

FROM: [e.9. January 1999] TO: [e.9. DecemberAWl

FROM:

13 EMPLOYMENT RECORD ffhe Applicant should clearly disfingursh whether as an'employee'of

[stafting with prcsent positinn rN in rcverce oder 
the firm or as a 'hnsultanf or "Advisof of the firm]'

[wery employment held and state the start and [fhe Appliunt sltouU cleady indicate fhe Fositron he6 aN give a }rief
end dates of each employmentl descrtpfion of fie duties in which the Applicant was involvedl.

EMPLOYER 1

EMPLOYER 2

EMPLOYER 3

EMPLOYER 4 (etc) TO:

fgive an outline of exprienre aN tnining nnd peftinent to tasks on
tlrs assignment, with degree af responsibility hetd. Use abod half of a
pw A4l.

WORK UNDERTAKEN THAT BEST
ILLUSTMTES THE CAPABILIry TO HANDLE

THISASSIGNMENT

14

15 COMPUTER SKILL

rj
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CERTIFICATION

[Do not anendtttis C*rt'frcationJ.

r, the undersigned, certify that (i) r was not a brmer emproyee of the crient immediatery before fire submission of this

proposal, and (ii) to he Lest of my knowledge and netiet, ttris cv corectly describes myself, my qualifications' and my

experience. r understand that ary wilfur misstatement described herein may read to my disquarification or dismissar, if

engaged.

Signature

Print name

Date of Signing

dd/mm/YYYY

"€t1 s



Form 3C.lndicative Remuneration& Expenses

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

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

as stated in Clause 9.1.

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

t{ote: A month consists of 30 calendar days.

l2l Reimbursable (as applicablel: Willbe provided as per PPA-2006 and PPR-2008

Rate

(per nrontr I day / hour in Tk)

Staff Time

(No. monfi /day/
hour)

Total(Tk)

Rate per unit Totalunit TotalAmount (tk)

(a) Per Diem Allowance

(b) Air Travel Costs

(c) Otrer Travel Costs

(state mode of tavel)

(d) Communicationcharges

(e) Reproduction of Reports

(0 Other Expenses (to De fbfed)

Suhtotal

CoNTMCT CEILING (1) + (2)

:-;- -_ 

-r 

-_



Section 4. Contract Forms

The Con tract AgreemeHf, which once completed and signed by the Client and

the consurtant, crearry defines the crient's and consultants' respective

responsibilities.



4. 1 Contract Agreement (Time-based)

THIS CONTRACT ("the Confacf) is entercd into ttris day of fdd/mrnlyy], by and between linsert name of Clientl ("the

Procuring EntM) having its office at [insert address of Client], and finseft name of Cutsuftant] ("the Consultant")

having hidtrer address at frnserl address of C,onsuttan$.

WHEREAS, tre Client wishes to have tfre Consultant performing the Services hercinafter rehned to, and

WHEREAS, the Consultant is willing to perform these Services,

NOW THEREFORE THE PARTIES hereby agree as follows:

1. Services

2. Duration

3. Comrpt, 3.1
Fraudulent,
Gollusive or
Coercive Practices

3.2

2.1

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

Serurbes), wtrich are made an integral part of the Contract.

The Consultant shall perform the Services during fte period commencing from

[dd/mm/yy] and continuing until [dd/mm/yy| or any oher period as may be

subsequenfly agteed by the parties in writing.

The Govemment requircs trat Client, as well as Applicanb, shalloherve the highest

standard of ethics during the implementation of procurcment proceedings and the

execution of Contracts under public funds.

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

purposes of tris provision, in he Sub-Clause 3.5

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

knodedge of the Client, it shall, in fte first place, allow ffie Applfr:ant to pmvide an

explanation and shall, take *tbns only when a satisfatory explanation is not received.

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

agent, engaged in com.rpt, fraudulent, collusive or coercive practices in competing

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

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

concemed or reject an Application for award; and

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

time, fiom participation in procurement proceedings under public funds.

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

as follours:

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

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

private autuity or indivfilual, a gratutty in any brm; empbyment or any other hing or

service of value m an inducernent witr respect to an act or deciskm or nefrrod folbwed by

a Client in mnnedion wih a Procurement proceedirg or Conkact execulion;

'"ftau&tlent praclic€ means fie misrepresentation or omission of hcb in order to

influence a decision to be taken in a Procurcment prceeding or Contact execution;

"collusiw ptmlticr" means a scheme or arargerlent betueen tno (2) or more

Persons, wih or witront he kno$edge of he Client, fiat is designed to arbifarily reduce

the numbs of Tenders subrnitted or fix Tender prices at artifnial, ron+ompetitive hvels,

fiereby denyrrg a Client the benefits of competitive price arising fiom genuine and open

competition;or

"c@rcive pactice" means harming or ttrreatening to harm, directy or indirectly,

3,3

3.4

3.5

t7@
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4. Applicable Law 4.1

5.1

6.1

7.1

7.2

Goveming
Language

Modification of
Contract

Ownership of
Material

Relation betuveen 8.1

the Parties

9. ConhactualEthics 9.1

10. Ceiling Amount

11. Remuneration

Pemons or their property to influence a decision to be taken in fie Prccurement

proceeding or the execution of a Contract, and this will irrclude creatirE obstructions

in the normal submission process used for Tenders, Applications, Proposals or

Ouotations.

The Contract shall be govemed by and interpreted in accordance wi$ the laws of the

People's Republic of Bangladesh

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

communications in writing both Bangla and English may be used.

The Contract shallonly be rnodified by agreement in writing between the Client and

the Consuttant.

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

Consultant for the Client under the Contract shall belong to and remain the property

of the Client.

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

documents and softrare, but shall not use them for purpses unrclated to the

Conhact.

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 fees, gratuities, rebates, gifts, commissions or oher paymenb, other han those

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

selection prmess or in th conkact execution.

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

'Description of Services' 'a ceiling amount not to exceed Tk finserf amounfJ, which

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

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

all of the Consultanfs costs as well as any tax obligation that may be imposed on

the Consultant.

10.2 The composition of the Remuneration and Reimbursable which make up he ceiling

amount are detailed in Annex B

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

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

Remuneration rates shall be on monthly/daily/hourly Idelete those inappopriate ]

11.2 Monthly Rate: The time spent in performing the SeMces shall include traveltime,
weekends and public holidays, and to the extent specified in Clause 15.2 shall also

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

is worked then remuneration 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 Servies shall be determined solely on

the basis of fte number of days *tually worfied by the Consultant, and shall include

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

or
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12. Reimbursables

13. Payment
Conditions

14. Medical
Anangements

Hourly rate: The time spnt in performing the Services shall be determined solely

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

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

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

ftom the dug station, be entitled to per diem allowance in accordance with the

agreed per diem rates.

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

duty station, be entifled to travel costs in accordance wih the agreed travel costs.

12.3 Other Expenses: The Consultant shall, when performing the Services, be entitled

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

12.4 For other rcasonable reimbunsable expenses not falling within he above three

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

will only be reimbuned by he Client as it may at its sole discretion approve, subject

to available of budget.

13.1 Cunency: Payments shall be made in Bangladesh Taka by the end of each

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

case may be.

13.2 Advance Payment: The Consultant shall, if helshe so rcquests, be entitled to a

total advance payment, as specified in Annex B, t0 cover his/her out-of-pocket

expenses which are to be rccovered in equal installments ftom monthly amounts

due to him/her.

[For aid funded procurement Advance Payments may be qplicable. However, for

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

otherwise speciflcally decidet by The Govemment.l

13,3 Monthly Payments: The Consultant shall submit an lnvoice for Remuneration and

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

within fifteen (15) calendar days of receipt of the invoice.

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

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

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

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

Client.

13.5 Suspension: TheClient may, by written notice of suspension to the Consultant,

suspend all payments to the Consultant hereunder if the Consultant fails to perform

his/her obligations under this Contract.

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

amount actually payabb under the provisions of the Contract shall be reimbunsed

by the Consultant wihin thirty (30) days of rcceipt of the claim fom the Client,

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

the final report.

Oblioations of the Consultant

14.1 The Consultant shall, behre commencement of the SeMces fumish the Client with

a medical reprt providing evldence satisfactory to the Client that the Consultant is

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

interfere witr his/her performance of he Services.



16. Performance
Standard

17, Contract
Administration

18. Confidentiality

19. Consultant's
Liabilities

20. Consultant not to
be Engaged in
Certain Activities

21. Services,
Facilities and
Property

22. Termination

23. Dispute
Recolution

15.1 The Consultant shall, when eng4ed directly with the Client, follow the normal

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

Client's Rules.

15.2 The Consuftant's rcmuneration shall be deemed to cover leave except othenrise

specified in the Contract.

16.1 The Consultant urdertakes to perbrm he Services wih the highest standards of
pmfessional and ethical competence and integrity.

17.1 Client'sRepresentative

The Clients reprcsentative, as indicated in Annex A, shall be rcspnsible for the

coordination of all activities urder the Contract.

17.2 Timesheets

The Consulhnt pmviding Services may be required to complete standard

timesheets or any ofier document to identiff the time spent, as requested by the

Client's Representative.

18.1 The Consultant shall not, dudng the term of the Contract or within two years afier ib
expiration, disclose any proprietary or confidential information rclating to tre
Services, he Contract or &e Clienfs busiftess operations without the prior written

consent of the Client.

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

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

any reporb or recommendations made by the Consultant.

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

which might rcasonably be expected to hinder or prcjudice the performance of the

Services.

20.1 The Consultant agrces hat, during the term of the Conbact and after ib
termination, the Consultant shall be disqualified from providing goods, works or
seMces (other than any continuation of ffre Services under the Contract) for any

project resulting from orclosely related to the Services.

The Client shall, free of any charge to the Consultant, make available for the
pupose of canyirg out the assignnent data, bcal services, personnel, and facilities
indicated in Annex A.

Termination and Settlement of Disputes

By the Client

The Client may terminate the Conhact by not less than twentyeight (28) days

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

event necessitating such termination.

By the Consultant

The Consultant may terminate fte Contract, by not less than tuenty eight (28) days

written notbe to fte Client, if the Client fails to pay any monies due to the

Consultant pursuant to the Contract.

Amicable Settlement

The Client and fie Consultant shall use their best efforb to settle amicably all

disputes arising out of or in connectbn witr tris Contact or ib interpretation.

21.1

22.1

23.1

-
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Y 23.2 Arbitration

lf the dispute cannot be settled the same may be setfld through arbifation 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 hercto have signed this agreement fin day and yearfirst above wriften.

FOR THE CLIENT FOR THE CONSULTANT

Signature Signature

Print Name & Position: Print Name:

The following docurnents forming the integral part of Srb confrct shall be interprcted in the following order of
priority:

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

Annex B: Cost Estimates of Services and Schedule of Rates

Annex C: Consultanfs Reporting Obligations

,I



ANNEX A: Description of the Services

of Work:
. Plan, oryanize and conduct baining progmms in district level offices and ensure successful mmpletion of

training programs.

o Contact right resourceful person to take classes according to the specific training module sessions for the

training programs.

o Perform all sorts of office management shrffs in district ofices, manage human resources and follow the

instructions given by the Project Director.

o Submit necessary reporb to the Head ffice as perdirections fuom he Proiect Director.

. Procure goods and services if needed.

. Continuous supervision on any ongoing training programs.

. Visit Fields to enlist Purohit and Sebahit as participanb for the training progmms.

. Wll be responsible br the expenses incuned due to training programs. All expenses must be made

abiding PPA-2006 and PPR-2008 and must maintain allfinancialdocumenb.

. Communicate with all other stakeholders related to the project.



ANNEX B: cost estimdes of services and schedule of Rates

(A) Remuneration

(B) Reimbursable

M Tffii,,- r,$i1ffi.,,

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

Remuneration is made on a [stafe monthly,
daily or hourlylnte

SutsTotal(A)

.u!t$ ,fir @(r.-alg)

(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 (o be listed)

Supporting documents and vouchers must
M attdrcdwihthe invoice

Sub-total(B) =



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

Sl.t{o. Reports Contenh of

Reports

Percons to

Reoeire&em

Date of

Submhsion

1 lnception Report

2
lnterim Progress Report

(a) First Status Report

(b) Second Status Report

3 Draft Report

4 FinalReport

-4



Government of the People's Republic of Bangladesh
Strengthening the Religious and Socio-Economic Capacity of the purohit and Sebahit (2nd phase)

Hindu Religious Welfare Trust

Ministry of Religious Affairs

lLl, Paribagh Shahbagh Dhaka

EOI Ref. No - 16.05.0000.003.14 326.15/268 Da\e.0410412021

IV Ministrv of Reliqious Affairs

Hindu Reliqious Welfare Trust

l

Procuring Entity Name

Project Director

Strengthening the Religious and Socio-Economic Capacity of the purohit and Sebahit (2,0 Phase)

Hindu Religious Welfare Trust

Ministrv of Reliqious Affairs

Procurinq Entitv Code 224324300

Procurinq Entity Distrjct Head Office and District Offices of Banqladesh

Expression of lnterest for Selection of lndividual Consultant (National) (Time-Based)

KEY INFORMATION

Procurement Sub-Method Selection of lndividual Consultants (SlC

FUNDING INFORMATION

Budqet and Source of Funds GoB

PARTICU LAR INFORMATION

Proiect Name Strenqtheninq the Reliqious and Socio-Economic Capacity of the purohit and Sebahit (2nd phase)

EOI Closlng Date and Time

EOI shall have to be submitted manually on or before 0210512021 at 2:00 pm in sealed envelope
and delivered 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 experience & skills shall have to be submitted,

INFORMATION FOR APPLICANT

Title Of Service
No. of

Service
Minimum

Qualification
Minimum General Experience Brief Description of Assignment

Junior
Consultant
(Training)

36 1, Master Degree
with honors in any

discipline

2, Candidate from

the Sanatan
community would be
given preference

3 Good
lnterpersonal 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
management experiences in the same
type of religious training oriented Govt,

Project/ Autonomous I nstitutions.

4 Good understanding of the training

modules related with this project

5 Should have office management skills.

6. Preferences would be grven to those
who have previously worked in the 1,t

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 Ievel training.

2. Will enlist Purohit and Sebahit as

participants before training 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 all financial
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 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, prolect/

organizations/ agencies,

1. Will work on office managemenl in

accordance with the Project Director.

2, Will manage and monitor ongoing training
programs in field levels.

3. Will convey project Director's training related
instructions to the district level consultants.

25
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3. At least 3 years' of administrative work2 Candidate from

the Sanatan

community would be

given preference

3 Good

lnterpersonal and

communication
skills,

experiences in lhe same type of religious

rrain.ng orrented Gow Projectt

Autonomous lnstitutions.

4. Should have Knowledge on how to

prepare reports related to Govt. projects

5. 3 months' Training/ InternshiP

Certificate 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'l

phase of this prolect/ similar type of

8 Writing efficiency in both Bengali and

English is preferable,

office hours (9 00 am to s.!q!n'r)rLt![ 02CI5/204

Head Oifice and District

Offices of

all Eol

4. Will submit necessary reports to the

ministries and prepare working paper and

minutes of any project meeting. Will also assist

Project Director in procurement of goods and

servrces

5. Will provide all lT related support like

lntegrated Budget and Accounting System

(iBAS+I) entries, PMIS entries and other

hardware related suPPo(,

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 project,

i,e. Duties and Responsibilities may vary

according to the instructions of the proiect

Director

Other Details (if aPPlicable)

Singler Time Based

reserves all the gITq

May,2021

Hindu Rellgious WelfareTrust &

Project Director (Addl Charge)

Strengthening the Religious and Socio- Economic Capacity of

the purohit and Sebahit (2'd phase)

MinistrY of Religious Affairs

Phone: 02-9677449

Website: www.hindutrust.gov,bd

Brief Description of Assignment
Title Of Servlce I S.iui..

Association with foreign firms is

Eol Detail lnformation

PROCURING ENTITY DETAILS

Name of Official lnvitinq EOI

of Official lnviting EOI

S-trengthenlng tne Relgiotrsand Socro-Economb ftpacity of the purohit and Sebahit (2M Phase),

Hindu Reliqious Welfare Trust (1d floor), 1/1, Paribagh, Shahbagh, Dhaka
Address of Official lnviting EOI

Phone :02-9677449, Email : hiContact details of Official lnvitilglQl

Dilip Kumar Ghosh)

)A

documenti at Office of Hindu Religious Welfare Trust [1/l Paribagh Shahbagh, Dhaka] during

r-r.t ) to download a coPY of

RFA along with Terms of Reference (TOR) and submit hard copies of application wth necessary

';o\'ADR/L'


