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Introduction

BACKGROUND/CONTEXT

1. The Cariblean Community CARICOM) Secretariat is the Principal Administrative Organ of
the Caribbean Community and tlsecretaryGeneral is its Chief Executive OfficéCEO).
The duties and functions of ti&ecretaryGeneral and the Secretariat are laid ouChager
Two of the Revisedreaty of Chaguaramdsstablishing the Caribbean Community including
the CARICOM Single Market and EconomyThe budget of the Secretariat is funded from
contributions of Member States to its Operational and CaBitialget. Howevergiven the
constraints to Member Statesod6 contributions t
mobilisation of external support is critical to ermtiie Secretariat to implement projects to
achieve the objectives of the Community.

2. Two(2)cent al i mperatives underpin the Secretariat
The first imperative is to ensure that all resources are utilised within a framework of the highest
standards of transparency and accountability. The second impésatimeeffective resource
mobilisation strategy.

3. Sound project conceptusdition, formulation and management, the highest standards of
accounting and reporting, fair and transparent procurement procedures and clear policy
guidelines covering all aspectsayerations are all seen as indispensable to securing the human
and financi al resources required for i mpl eme
This is so for all resources, whether contributed by Member States on byteanational
Development Paner(IDP).

PURPOSE OF MANUAL
4. The purposes of this Guidelines and Procedures Manual (GPM) are:

9 to ensure that studies/projects undertaken by the Secretariat reflect Community priorities and
are relevant t;o the CCS’ pur poses

i to provide a cost eftgive system for the Caribbean Community Secretariat (CCS) to identify
and implement studies/projects;

T to facilitate the efficient procurement of high quality materials, consultancy services and other
services in a transparent and timely manner;

i to provide policy guidelines and directions in other areas of operations including Official
Travel, SubDelegation Arrangement§rganisation of Meetings, Protocol etc.

FORM OF PRESENTATION

5. The Manual comprises indivi dua lperddondlintowesd, whi c h
for example, in the procurement process need only to turn to the Module on Procurement for
guidance without necessarily referring to any other Module. The material is organised in the
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form of policies, procedures and authorities anpresented in a clear and logical manner so
that the uninitiated can use these Modules with little difficulty.

6. The Manuakomprises the followirg

Module One - Approval and Implementation of Studies and Projects
Module Two

Procurement of consultansgrvices

Module Three - Procurementf goods, equipment and related services
Module Four - Procuement of Travel and Accommodati¢firavel Module)
Module Five - SubDelegation Arrangments

7. Other Modules will be added over time to cover other areaheoc€ARICOM Secr et ar i at 6
operations.

TERMS AND CONDITIONSOF THE MANUALOGS USE

8. This Reference Manual is the property of the CARICOM Secretarithe CARICOM
Secretariat has the copyright and supervision over this Reference MaigaManualwill be
reguarly reviewed and updated by tBARICOM Secretariat as necessary.

9. Copies of the Manual or portions thereof will be distributed to individual staff members of the
CARICOM Secretariat and other applicable parties who are expected to:
o Safeguard the Manuat all times
0 Use it for its intended purpose as commissioned b{éuoeetaryGeneral.

0 Make copies only in accordance with permission granted byS#weetaryGeneral or
personnel delegated by tBecretaryGeneral.

0 Return it upon separation from tHeARICOM Secretariat or as requested by the
SecretaryGeneral or personnel delegated by $leeretaryGeneral.

10. The distribution of copies of the Manual will be controlled by the DeBetyretaryGeneral or
person delegated by the Dep&gcretaryGeneral.

PROCBDURES TO REVISE THEMANUAL

11. The Procedure for revision will be:

0 A Secretariat Staff Member will document any revisions considered necessary for
improvement of the system, sign and date the proposed revision and forward a copy to
the DeputySecretaryGenerafor consideration, along with reasons for the revision.

0 The Deputy SecretaryGeneral or personnel delegated by Beputy SecretaryGeneral
will review the revisions and, if approved, sign and date as proof of approval.

0 Once approved, the revisions wik Inade to the applicable pages of the Manual and the
effective date of the revisions will be stated on the cover page.
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0 TheDeputySecretaryGeneral or personnel delegated by DieputySecretaryGeneral
will then issue the revised pages to the officiablecd of the Manual/Module and update
the official control log.
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MODULE ONE
APPROVAL AND IMPLEMENTATION OF STUDIES AND PROJECTS

POLICY

1. This Modul e s et s olicastand prbcedur&dot theechoice dndhrmahagempnt of
Projects/Studies to ensure that the deliverables are driven by quality and cost effectiveness.

2. The <choice of Studies/ Projects wildl be deter
Secretaridts St rategi c Priorities and the Mandates
Community. The current Strategic Priorities are set oAjpipendix 1 to this Module.

3. The requirements of this Manual apply to all studies and projects, provideadh tinet ,dase of
studies and projects, which are funded from resoyme®sded by various IDP,Sarticular
policies, procedures and authorities for approval and implementation may be specifiad and
such cases, the requirements of the formal agreementsdrethe @RICOM Secretariaand
theIDP(s) shall apply.

Identification of Studies/Projects

4. Studies and projects are normally identified and proposed by the Secretariat's Programme
Managers during the prepar at i and Bundet. Studies al®lecr et
projects may also emerge as folloyw to decisions taken by Community bodies or by the
Executive Management of the Secretariat.

5. These proposed studies and projects are developed and reviewed by Secretariat personnel with
adviory input from the Secretariat’s (@R RMBAp uUurce M
Human Resource Managem¢HRM), Financeand other relevant Programmes.

6. At the project concept stage of the development of the study or proposal, Executiveeivieniag
of the Secretariat will decide whether the project or study should be targeted for funding from the
Secretariat’s Res earndDP. Approved prdpesals shall pe sbbmittegl ot o r
adesignatedDP through the Office of the DepufecetaryGeneral.

Selection Criteria
7. The following questions will guide the selection of projects

7.1 What level of priority is accorded the project/study in relation to the Secretariat's
priorities as set out in its Biennial Work Programme omiandates from Community
Bodies, and is it in accordance with the current Strategic Plan?

7.2 How does it advance the Secretariat's and t

7.3 Are beneficiaries clearly defined and identified (e.g. governments, private sector) NGOs
and have they indicated any form of commitment to implement courses of action that
may be recommended?
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8. The longterm and sustainable impact of the study/project must also be assessed. The following
guestions act as a guide thereto:

Organisational
- Does the project have a sound organisational structure?
- What are the likely policy or institutional implications?
- What are the immediate and letegm financial and budgetary implications?

- Are community stakeholders (private sector, othestitutions, public sector
technicians) key elements in project design and future implementation?

- Is operationalising of recommendations likely to go forward?

Social

- Are there likely negative social impacts? If so, on which groups?

- What miigation measures are planned? Are they adequate and of
acceptable cost?

- Are there significant gender issues including gender division of labour, gender
roles and relations, access to/control over resources/benefits? If so, how are they
addressed?

Economic

- What net economic benefits will there be to Member States?

- Is there any export potential to be derived?

- How likely are the results of the study/project to be implemented?
Financial/ Commercial

- Why does the project/study make ficél sense?

- Is sustainability in the form of cosecovery, or other seHufficiency
mechanisms part of the project design?

- Does a market exist for the project output?
- Are appropriate sales arrangements being proposed or put in place?

- Are the services or goods being obtained from the best sources in terms of
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quality, experience and reliability of suppliers?
- What are the terms of delivery and payntent
- What kind of procurement method will be adopted?
Environment

- Are there likelysignificant environmental effects from the study/project? If so,
are there feasible mitigation strategies for negative effects?

- Is conservation/sustainable development of renewable resources an issue?

Technical

- Is the project technically sound?

- Can the technology be used or adapted to the Region?

- Are the maintenance skills available?

- How is the technology linked to the administrative and institutional capacity?
Legal

- What are the legal implications of the project?
- Is the leghframework in place to facilitate the implementation of the project?

- What are the legal obligations on the part of the Secretariat or Member State,
which may affect the design of the project?

Format of Study/Project Proposals

9. Proposals to undimke Studies or Projects will include sufficient information to allow proper
assessment of the study/project. Such information will be presented under the following
headings:

Background:

. Statement on the current situation indicating the caoisesnditions, which brought on
the problems, which this project will contribute to solving and the current consequences
of the situation which justify the proposal.

. Prior assistance and/or previous relevant studies (list them with year of activation,
completion, results and lessons learnt).

. Mandate and/or priority within the Caribbean Community's approved Work Programme.
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List of stakeholders and/or beneficiaries.

Reasons why/indicators that the beneficiary would be prepared to implemieimd the
recommendations of the study/project.

Project Description

Broad development objectives to which the project contributes

Specific objective(s) of the project (a statement of the desired situation if the project were
to be succesdl).

Major componentsa description of the scope of the project with identification of each
component and specific activities related to each component

Measurable outputs/results intended by the project. This should be connected to a
statemenof activities required to achieve each output/result. Measuring and reporting on

progress would be facilitated by a summary table linking outputs/results by components,
performance indicators (how success will be measured) and intended date of
achievemen

Inputs/resources required for activities.

Outcomes and performance indicators: Outputs that are achievable at the purpose level
within the timeframe of the project may produce results or outcomes. Project progress
may be graphically presextt in simple tabular format linking outcome/related purpose,
performance indicator, means of verification and dates.

Longterm impacts- A simple table may be used to link the broader goal of the project to
the possible longeterm consequence of tipeoject (that is reflecting impagtmdicators,
verifiers, dates).

Scheduling: An indication of estimated project start and finish may be presented in either
table or bar chart form. This should provide an indication of activities with beginning and
end dates and milestones of achievement.

Project Management: briefly describe project implementation methodologies to be
utilised. Also describe management structure, assigned responsibilities including
monitoring of performance (progress in produdiagults) use of resources and reporting
responsibilities.

Anticipated Benefits: Economic, financial, institutional strengthening, other for specified
target groups.

Assumptions and risks: Identify important assumptions, risks and mitigation regasu

Project budget
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- Detailed budget for activities
- Counterpart funding or contribution in kind
- Funding from donor institutions

Project monitoring and Reporting

- Who is project manager
- Time-frame for submission of progressports?
- Time-frame for submission dinancial report8

Project Evaluation and followp -

Feedback from project output users and beneficiaries

Assessment of effectiveness of the project initiatives (strengths and weaknesses)
Activities required to ensure sustainability of project

Strategy for implementation of policies etc as applicable.

PROCEDURES

Submission/Approval Process

10. The Programme Managers will formulate study/project proposals out of the Secretariat's approved
Annual Work Programme. Thereafter, the proposals will be approved by the Secretariat, as
follows:

10.1.

10.2.

10.3.

10.4.

10.5.

10.6.

10.7.

Programme Manager prepares a complete proposal, collaborating with the Resource
Mobilisation and Technical Assistance [RMTA], Human Resource Managemént Su
Programme, the Finance Programme and other relevant Programmes.

Programme Manager submits the proposal to the appropriate Director for review. In
cases where the Programme Manager does not report to a Director, the Programme
Manager will subntithe proposal to his/her Reporting Officer.

The Director/Reporting Officer reviews the proposal for completeness. If necessary, the
Director return(s) the proposals to the Programme Manager, with recommendations for
improvement.

The Director/Reporting Officer submits the proposal to the Resource Mobilisation Unit.
Within two (2) weeks of receipt, RMTA reviews the proposal for completeness and
technical accuracy and assigns a unique project control number and informs the
DirectorReporting Officer accordingly.

The Director/Reporting Officer addresses any issues raised by RMTA and submits the
revised project to the Executive Management Committee for consideration.

The Executive Management Committee, or other Cdtemiwhich EMC may designate
or establish for this purpose, considers and approves or rejects the project.
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10.8. Once approved, the Executive Management Committee forwards the project to the
Programme Manager through the Director/Reporting Officemhpie mentation.

10.9. If the Project is approved for submission to a donor agency for consideration, the project
will be forwarded to the agreed donor agency through the Office of the D&pctgtary
General.

10.10. Copies of all approved projectisadl be submitted to the Director, Finance

After receipt of an approved project, the Director, Finance who has responsibility for reporting on
project financial performance will establish the necessary controls for proper financial operations
and nonitoring in accordance with the prescriptions of the Secretariat's Financial Rules and
Accounting Manual.

After a project is submitted to the agreed donor agency, the implementing Programme Manager
and the Resource Mobilisation and Technical Aasist Programme will liaise with each other

and with the appropriate persons at llDE to ensure that, during the consideration and approval
process, any specific requirements of DB are met on a timely basis.

All official correspondence withhe IDP should be channeled through the Office of the Deputy
SecretaryGeneral during the life of the project. The Director, Corporate SergicBgsignate,

and the Programme Manag&esource Mobilisation and Technical Assistance are responsible
for thesmooth management of this process.

If approved by the donor agency, the Programme ManRgsource Mobilisation and Technical
Assistance will ensure that proper legal certification is obtained from the Legal and Institutional
DevelopmentProgrammeof the Secretariat prior to submission of any Technical Cooperation
Agreement for signature by tigecretaryGeneral oofficial staff membedesignated by him.
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FLOWCHART OF IDENTIFICATION, SELECTION AND APPROVAL PROCESS

[ ) )
. . Secretariat
Community Bodies Identifies critical
Set strategic targets needs

Secretariat
Proposes a workable number of
programmes and activities for medium-
term period

'

Jd
)
' Community Council

Approves Biennial Work Programme and
Annual Budget for the Secretariat

:

a_ D
Secretariat’s Programme Managers
Out of the approved Work Programme, identify

and prioritise studies and projects

'S

Q__ D
Secretariat’s Resource Mobilisation Unit
Review studies and projects to determine best

funding source. Put together multi-year cooperation
programmes in collaboration with donor agencies

] * D

Directors/ Programme Managers
Develop full proposals for
studies/project

Continued on Next Page
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Continued From Previous
Page

Secretariat’s Resource Mobilisation Unit
Screen for technical accuracy of proposal, approach
donors, track project

: L 5

Directorate
Recommends Project/Study to Executive
Management Committee

Executive Management Committee
Approve or reject Project/Study:
Approve CCS Research and Advisory or
Donor Resources

If Approved If Rejected

Q D () D
Directorate
For Implementation in
collaboration with Finance and
Administration and Resource
Mobilisation and Technical
Assistance Programmes

Dircctorate
For amendments or
reworking if requested
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Planning Process

15. Project management is a critical step in ensuring tbpgy conduct of a project. It is a detailed,
logical, step by step process through which all planned aspects of the project, together with the
human resources, beneficiaries and consultant are administered and controlled in such a manner
astoproduceth project’'s deliverables in the most ecc

16. The process is conducted throughout the project fronplareing to completion (i.e. cradle to
grave). In addition, proper project management provides the most pbwedns of ofthe-job
training of staff. Project management is a technical skill and the role of the Programme Manager
is a crucial one. To ensure a study/project delivers the expected output results, the Programme
Manager must properly manage each keyeesmf the study/project. Such management
commences with and includes proper and focused project planning.

17. Project Planning involves the establishment of a transparent reporting structure and the setting out
of the steps to be taken to ensure thatstudy/project is conducted economically, efficiently and
effectively, and that the study/project objectives are met.

18. The key aspects of a study/project which must be planned and managed are:

18.1 Study/Project Conceptto determine at the tget the results desired and the conceptual
framework required to achieve these results.

18.2 Study/Project Planto outline the scope of work necessary, expertise required, the duration
of assignment, the cost of the assignment, cash flow pattermikbstones, measurable
outputs.

18.3 Hiring of Consultants to ensure best value and timely delivery.
18.4 Procurement of Material/Equipmentio ensure best value and timely delivery.

18.5 Fieldwork - to ensure fieldwork is performed economigakfficiently and effectively to
produce desired results and that the scope of work can be revised,;
and/or
- to discontinue the study/project if progress results indicate that it serves no
useful purpose to continue.

18.6 Financial Contrb- to guard against uneconomical use of funds.

18.7 Completion of the Study/Projectto facilitate the study/project delivering measurable
results equivalent at least to expectation.

18.8 Future Implementation of Study/Project Resultto facilitale monitoring of corrective
action and, therefore, achievement of benefits.

19. Detailed project planning ensures that:

19.1 TheTerms of Referenc€lTOR) of the study/project are clearly determined and understood
by all relevant parties
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The leneficiary knows precisely what to expect. (This facilitates discussions on an
informed basis and "ownership" of recommendations).

Judgements are properly made, based on substantive information.

The areas under study are of material bétefihe beneficiary.

The assignment is broken down into manageable components (phases, activities and tasks).
The most suitable technical skills and resources are mobilised.

Proper project management can be exercised.

A cleally defined reporting structure is defined through which to manage the project.

All persons working on the project, regardless of level, are clear as to what is expected of
them.

20. After a study/project has been conceptualised, the Programmagktawill document a project
plan to implement and manage all components of the study/project. This project plan will
commence as a draft and be refined during the life of the study/project.

21. The Project Plan will address such matters as:

21.1

21.2

21.3

21.4

21.5

21.6

21.7

21.8

21.9

The expected scope and objectives of the project.

The issues and questions to be addressed and their possible significance in terms of
economy and increased efficiency.

The goal or objectives that the Secretariat has established for theirapenait under
whose aegis the study/project falls.

The estimated cost of the study/project.

The existence of management performance measurement data or other data that can be
adapted to the requirements for monitoring progress.

The measurement criteria expected to be used in the project.
Proposed schedules, timetables and-f@sts for completing the work.
Staffing, including the use of independent experts.

What each staff member is expected to do.

21.10Mil estones and milestone dates.

21.11 Procedures for managing the study/project.
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21.12 Distribution of completion report.

22. One of the simplest but effective ways to present the project plan informatiareiscantt chart
or similar format for simple studies/projects. More complex studies/projects are more suitably
handled by computerised, project management software.

23. There are no set headings or styling for a project plan, but the main headings should include the
following, where relevant:

Strategic Issues

- Objectives
- Beneficiary expectations
- Matters worth noting
- Business background of the organisation being reviewed
- Strategic objectives of the organisation
- The control environment
- The information system environnten
- Specialreportsavailable

Project Details

- The deliverables

- Phases/activities/tasks

- Reporting format

- Staffing responsibilities

- External expertise, if necessary

- Timetable for completing the study/project
- Budgeted hours bstaff;

- The milestones

- Study/Project management.

24. Depending on the complexity of the project, the Programme Manager will consider preparing
documented work programmes to further guide staff on the specific action steps to be performed.

25. Within the context of the project planning process, the appropriate individual will determine all
administrative matters which must be dealt with and, accordingly, include these in the project
plan.
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The Gantt Chart

26. The Gantt Chart will clearishow:

The phases of the project.

The activities within each phase.

Sequential tasks within each activity.

The elapsed time (hours, days, etc.) to complete the activity by each individual.
Who is responsible for eaelttivity?

Timing of progress meetings wi€@onsultantsbeneficiaries or other relevant parties.
Dates of deliverables/reports to beneficiaries.

Other precise milestones by which to manage the assignment.

The overall start and completion dates of the assgihm

Budget costing for project, by activity or phase.

Interdependencies, vacation, leave etc.

Project management is a culmination of:

Project Control through Supervision, Monitoring Progress and Progress Reporting
Team Management
Financial Management

These key aspects are all dealt with below.

Project Control

28. Supervision is a very important aspect of project implementation and project work. The main
purpose of supervision is to ensure that project berefiésealised through proper execution.
Supervision entails periodic @he-job checking of the work team to ensure that team members
understand what they have to do, and monitoring that all the work is being completed as planned
and milestones are beingemwithin the budgeted timeframe. The dates on which this will be
done and the time allocated per phase will already be included on the project plan.

29.

20.1

29.2

Supervision

The appropriate supervisor as reflected in the Project Management structure will perform the
following specific steps:

started or in having to repeat any part of the worlgaio the expected results.

being completed properly and on time.
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29.3 Promptly review the completed work thoroughly and critically.

29.4 Discuss and reeiwv findings with working team members, giving credit for work well
done and explaining any errors or other deficiencies noted and how they might be
avoided or corrected in the future.

29.5. If the time spent on the work varied significantly from thedgtproject plan, require the
project leader to explain the reasons.

29.6. Help to develop the working team members' judgement by encouraging them to ask
guestions, preferably after considering the issues and determining a course of action.

29.7. Oncompletion of the study/project, ensure the-efidtudy/project Report is prepared.

Monitoring Progress

30. There are twd@2) principal reasons for monitoring progress:

- to ensure that the work is properly completed on time; and
- to avoid unnecssary costs.

31. When developingan approachto monitoring progressconsidertha professionalexcellence
requires the coperation of the entire work team. If the team membparticipate in developing
the work plan and budgets, they become more cdtehnito achieving themkurthermore,
monitoring is more effectivef the ProgrammeManageris proactive.During the planningthe
ProgrammeManagerwill work out exactlywhat stepswill constitutethe monitoringof progress
andinjecttheseasmilestonesn the projectplan.

Progress Reports

32. The study/project plan will establish the frequency, form and content of progress reports which
are considered appropriate. One effective way to monitor progress is through periodic
comparisons of cost and time lgeds to actual cost and time spent. To facilitate this, regular cost
and time summaries will be maintained and reviewed with explanations sought on major
variances.

33. Other progress reports (oral or written) will include a periodic report on theestimated to
complete the study/project, projected staffing requirements needed to meet deadlines and the
completion of major project sections or the meeting of milestones.

34. Remember, though, there should be a balance between the need to manttalrand the time
required to prepare progress reports.

Team Management
Reporting Structure

35. For effective utilisation of time and human resources and for the principle of transparency, a
reporting structure will be established by the Programraadder for each project, in accordance
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with the Secretariat's normal organisational hierarchy and the complexity of the project.

36. A typical project reporting structure will be (the t{&) way arrows indicate a feedback loop):

Director

¢

Programme Manager

¢

Project Leader

Corsultants Work Team

Team Meetings

37. Good communication among working team members helps to ensure the success of the
study/project. Team meetings will include:

37.1 Open discussions during planning to improve the understanding of the work approach.
This contributes to a more efficient aefflective study/project.

37.2 A briefing meeting in advance of starting fieldwork to motivate personnel, communicate
the project plan and areas of concern and emphasize important administrative matters.

37.3 During fieldwork, to ensure that all inwad, work closely as a team and that potential
problems are brought promptly to the attention of the Director or Programme Manager.

Initial Team Briefing

38. Once the project plan and work programmes (if relevant) are prepared and approved by the
Director, the Programme Manager will hold an initial briefing meeting with the working team.
At this meeting, staff will be briefed on:

* TheTOR of the study/project

* The results expected
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The beneficiary's environment, working hours, working oo, etc.(if relevant)
The general approach to the study/prgject

Who are key beneficiary officers

Who are theConsultantgif relevant)

The roles of each member

The project plan and timetable

The milestones/dates on the jet plan

How working papers/files are expected to be documented
The deliverables

The reporting format

The kinds of beneficiary or consultant relationships to foster
Where to obtain informatign

The expectations of the Prograra Manager

Any other relevant matters.

During this meeting, staff will be encouraged to ask questions on anything about which they are
unsure, or are concerned about. The purpose of this briefing is to ensure that the executing team
understands/hat must be performed and how, and it should execute the action steps to ensure the
study/project is completed in the most economical, efficient and effective manner. Such proper
guidance will also serve to strengthen the human resources of the Satcretar

For effectiveness, team meetings should be properly planned and executed. The following
provides some hints to produce the desired results from a Progress Meeting.

The Progress Meeting

A What is the objective of the meeting?
- To ensurghe project is monitored
- Break down tasks to detail level
- Prepare action list
- Obtain personal commitment

. Time constraints
- 1 hour maximum
- ldentify issues
- Do not try to solve everything
- Clarify responsibilities

. Agenda
- Action points from last meeting
- Key project matters
- Review and update project plan
- Determine general action points
- Date of next meeting
- When will action points be done

Team Responsibilities
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Good management practices involveideag on the work to be done, organising it, supervising

it, reviewing and evaluating the results and furthering staff development. Success will depend on

the ability of management personnel to motivate and encourage those working with them and

usually reuires the participation of all staff involved.

All team members have a responsibility on every project to:

42.1 Maintain the highest standards, both ethical and professional. This requires knowledge of
donor attitudes/requirements and autliie and regulatory pronouncements on
industries, standards, government policies, regional needs, etc.

42.2 Dedicate themselves to providing superior service.

42.3 Complete assigned work tasks to the best of their ability.

42.4 Develop an undstanding of the Secretariat's and Member States' business, operations,
problems and people, and a sensitivity to their concerns and expectations.

42.5 Be alert for opportunities to recommend improvements to the beneficiaries.
42.6 Be alert for oppdunities to be of service in meeting the beneficiaries' needs.
42.7 Develop and maintain good working relations with beneficiary personnel.
42.8 Use their time judiciously and strive continually to improve productivity.

42.9 Communicate effettely.

Thereafter, team members have specific responsibilities as laid out below:

43.

44,

AssistantSecretary-General and Director

The AssistantSecretaryGeneral(ASG) and Director or delegatbaveboth the authority and the
responsibility to ensure owdt that all actions necessary for the proper execution of a
study/project are taken. This responsibility will usually be exercised through the Programme
Manager.

Programme Manager

The Programme Manager or delegate has responsibility for all asfettte study/project from

initial planning to the issuance of the required deliverables. The Programme Manager's
responsibilities also include developing beneficiary relationships and informing the Assistant
SecretaryGeneral and the Director about gSigrant matters as they arise. The specific
responsibilities of the Programme Manager are:

44.1 Developing work strategy in consultation with #h8G and the
Director, including resource requirements, budgets and timing.
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44.2

44.3

44 .4

44.5

44.6

44.7

44.8

44.9

44.10

4411

44.12

44.13

44.14
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Preparing or superviginthe preparation of the detailed plan.
Ensuring that appropriate work programmes are prepared and approved before execution
(if necessary).
Arranging for the required staff and making site arrangements with the beneficiary and
Consultats, as appropriate.
Ensuring all administrative matters are dealt with.

Supervising the fieldwork as necessary and reviewing the work performed.

Monitoring the progress of the study/project so that important issues are identified an
resolved promptly.

Holding progress meetings with beneficiari€snsultant&nd working teams and
ASG and the Director.

Analysing time and expense summaries against budgets.
Reviewing the project plan and meeting of milestones

Amending the project plan as necessary, with the AssiSeoretaryGeneral's approval
and arranging for the AssistaBécretaryGeneral to review and sign off

Report writing, as necessary.
Ensuring final clearance of all agti points.

Ensuring issuance of reports, letters, etc.

Project Leader

45. The project leader has the primary responsibility for completion and documentation of the
planned tasks. The specific responsibilities of the project leader are:

451

45.2

45.3

45.4

45.5

Understanding the project plan, the specific work to be performed and work programmes.

Supervising work team ar@onsultantgif applicable) to ensure that they understand
their tasks and perform them properly.

Estimating the time requirdd perform, review and complete the work and deciding on
the level of human resource experience needed.

Determining the order of tasks to be performed and the expected timing of their
completion.

Establishing what and when assistancel wi¢ provided by beneficiary personnel.
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45.6 Confirming the timing of beneficiary events which may affect the conduct of the
study/project.
45.7 Reviewing the work of the working team a@dnsultants
45.8 Monitoring the progress of the work fp@med against established deadlines and
budgeted hours
45.9 Promptly advising the Programme Manager and the Director of:
- contentious issues
- missed deadlines
- time and expense overruns
- circumstances requiring project plan modification

- maters requiring action by the beneficiaries.

45.10 Ensuring that files, working papers and beneficiary records are safeguarded.

Project Monitoring

46.

47.

48.

49.

Progress of studies/projects will be monitored and measured by the Programme Manager through
documeted progress reports. Such reports will be as follows:

46.1 Project Plan

46.2 Project Progress Reports

46.3 Project Completion Report.
Project Plan

The purpose of the project plan is to ensure that the study/project is conducted in the mos
economical, efficient and effective manner. The continuous monitoring of the study/project
against the plan will facilitate continual measurement of the overall effectiveness of the
study/project and provide early warnings of ineffectiveness.

Project Progress Reports

In most instances, this will be in the form of a concise monthly progress report prepared by the
Programme Manager or delegate wittén (L0) working days of the month end. The report will
state clearly, what has been achieveddte gdwhether or not the study/project is within the time
and cost budget (done by comparison of actual to\datedget), reasons for variances if major,

any constraints, problems or issues of particular note, any issues which require immediate
correctiveaction, the results/benefits derived to date and a conclusion as to the progress of the
study/project to date.

The Programme Manager will sign the report and file as an integral part of the project
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management file. A copy of the report will be famded to the releva®SG and Director.

Project Completion Report

50. Within two (2) calendar months of the end of a study/project, the Programme Manager or
delegate will prepare a comprehensive completion report on the study/project, the apptioach to
work, the cost, the duration, the expected results and impact, comparison of budget and
expectations to what actually occurred, the overall success or failure of the study/project and how
any corrective action will be implemented, within what timetable whose responsibility and
how the Secretariat will monitor the implementation of this corrective action.

51. The format and length of such a report will vary according to the study/project, but the more
relevant issues are: brevity, conciseness,ptetaness, disseminating information and intention
of the Secretariat to ensure that corrective action is taken by the beneficiary.

52. The report will be signed by the Programme Manager and copied to the Director and other
relevant personnel.

53. The Director will review the report, add any relevant information and/or comments and submit
within 90 days of the conclusion of the report. The final report will include recommendations for
future improvements of this and any follay institutional strendiening projects.

Distribution of Reports

54. The completion report will be distributed to the appropriate donor agencies in accordance with
the approved project plan and to the DegretaryGeneral, théASG, the Director, Corporate
Services and thResource Mobilisation and Technical Assistance Programme.

Financial Management

55. Each study/project will have a cost budget against which actual expenditure must be controlled
and managed. Accordingly, for proper financial management contr@gettretariat's Accounting
System captures the following:

55.1 The details of actual expenditure by item.

55.2 Comparison at any time of the approved budget with the actual expenditure and
commitments of each project.

55.3 The accumulated positiat any point in time.
55.4 The amounts committed but unpaid at any point in time.

56. A1 | financi al transactions mu st be conducted
Financial Regulations and Accounting Manual.

57.T h e S e csiFieanaProgranimerocesses the payments and posts the necessary accounting
entries to the varioulDP financial statements and Secretariat ledgers and produces reports as
required. These reports should incluisker alia, summaries of totals paid andramitted to date
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and the approved budget for the study/project.

Programme Managers should review the monthly reports against the project plan, and ensure that
the study/project is in accordance with financial expectations

Post Implementation Evaluation

59.

60.

61.

62.

63.

64.

65.

Evaluation involves a process of determining in a systematic and objective way, the relevance,
efficiency, effectiveness and impact of activities in the light of project objectives.

The culmination of the project cycle is the ewlan of study/project achievements. This is an
extremely important step which assists in thedesign of studies/project® ensure desired
outcomes arachieved. Typically, post implementation review should involve a field visit, and
include discussianwith project management personm@bnsultantgwhere applicable) and data
collection to present an actual picture of study/project outcomes, actual costs incurred and an
overall evaluation of whether objectives were achieved. As part of this evajuagoimtended
beneficiaries must be consulted for their inputs. In areas where there are shortfalls, assessments
should be made of barriers to progress and recommendations developed regarding how these may
have been overcome.

In evaluating objecties both qualitative and quantitative criteria must be considered. Objectives
should be specific and assessed within aloesefit framework.

In order to ensure objectivity, post implementation reviews should be conducted by teams which
do not compse individuals who were involved in the specific study/project. The size of the
review team would depend upon the scope of the project.

The appropriate Assistar$ecretaryGeneral in consultation with the relevant Director will
determine the compition of the Evaluation Team, and a timeframe for the
completion/submission of the Evaluation Report.

The Evaluation Team will review all relevant documents, including TOR, Project Plan, Budget,
Progress Reports and Completion Report in order tairol full understanding of the Project, its
purpose and its beneficiaries.

An evaluation Work Plan will be prepared by the Team and submitted to the Director for
approval. The Work Plan will be designed so as to addrges alia, the followingissues:

- whether Projects/Studies were implemented as planned

- whether the original perceived benefits were reajised

- whether any pitfalls experienced in general could have been ayoided

- what lessons were learned that could assist with futajed®s/Studies

- any time/cost overruns and factors responsible

- specifically any variances between budget and actual expenditures and whether
explanations provided were justified

- were there any variations from the project? Were they justified?
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The Evaluation Team will institute the Review; make appropriate field visits and talk to
appropriate personnel, including target beneficiaries, who could assist in the review.

67.0n completion of the Reviewhe Leader of the Evaluation Teanustprepare a draft report with

68.

summary findings and any recommendations for the future and submit to the AsSestaiary
General for review and discussion before finalisation. This report should be prepared within
twenty-one Q1) days of completion of thR®eview and should be agreed by all members of the
Team prior to submission to the DepubgcretaryGeneral, AssistantSecretaryGenera) the
Director and the relevant Programme Manager.

The report, when finalised, should be made available to tbgrddnme Manager and other
appropriate personnel for future action. Specifically, a copy should be made available to the
Programme Manager, Organisational Development for suitable dissemination in an effort to aid
organisational learning.

AUTHORITIES AND RESPONSIBILITITES

69.

70.

71.

72.

73.

74.

75.

76.

7.

Programme Managers identify projects during
Work Programme and Budget and as foHopvto decisions taken by Community bodies or by
the Executive Management of the Secretariat

The Resource Mobilisation Unit will review proposals for completeness and technical accuracy
and assign a unique project control number to each project.

The relevant Director will review the proposal for completeness before submitting it to iZgecut
Management for consideration.

Executive Management of the Secretariat will decide whether the project or study shall be funded
from the Secretariat’s Research and Advisory
consideration.

The Executive Management Committee or such committee or person delegated by the Executive
Management Committee will consider and approve or reject all projects.

The Director, Finance will establish the necessary controls for proper financial anadicoyze
monitoring in accordance with the prescriptions of the Secretariat's Financial Rules and
Accounting Manual.

Authorised projects shall be submitted to a design@Bdor consideration through the Office of
the DeputySecretaryGeneral.

After a project is submitted to the agreHoP, the Programme Manager and the Resource
Mobilisation and Technical Assistance Programme will liaise with each other and with the
appropriate persons at tH2P to ensure that, during the consideration apgroval process, any
specific requirements of tHBP are met on a timely basis.

All official correspondences with tH®P should be channelled through the Office of the Deputy
SecretaryGeneral during the life of the project. The Director, Coap® Services and the
Programme Manager Resource Mobilisation and Technical Assistance are responsible for the
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smooth management of this process

78. The implementing Programme Manager will ensure that proper legal certification is obtained
from the LegaProgrammeof the Secretariat prior to submission of any Agreement for signature
by theSecretaryGeneral or other person designated by him.

79. In the absence of theDeputy SecretaryGeneral andor the Director, Corporate Services,
the Secretary-General will identify the designate(s) who will have the authority and
responsibility of these two(2) functionaries in the execution of the Procurement process,
except for approval of contracts.

Appendix I: Strategic Priorities of the Caribbean Community

1. Accderate implementation and use of CSME

2. Introduce Measures for Maceronomic Stabilization

3. Build Competitiveness and Unleash Key Economic drivers to Transition to Growth and Generate
Employment

4. Human Capital Development

5. Advance Health and Wellness

6. EnhancingCitizens Security and Justice

7. Climate Adaptation and Mitigation and Disaster Mitigation and Management

8. Develop the Single ICT Space

9. Deepen Foreign Policy Coordination (to support strategic repositioning of CARICOM and
desired outcomes)

10. Public Education, @blic Information and Advocacy

11. Reform the CARICOM Secretariat, the Organs, Bodies, Institution and Governance
Arrangement€SME Accelerate implementation and use of CSME
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MODULE TWO
PROCUREMENT OF CONSULTANCY SERVICES

POLICY

General Considerations

1.

8.

The Caribbean Community (CARICOMpecretariat will use the services @bnsultantson
approved studies/projects when toepe of work is beyond the expertise of the Secretariat, or the
time constrints of its existing human resources do not permit. In preparing their annual work
programmes, Programme Managers shall be responsible for preparing detailed plans for
procurement of consultancy services. These plans shall be submitted to the Programger,Man
Administrative Services through their respective DireétssistantSecretaryGenerh (ASG) for
consolidation into an annual procurement plan for the Secretariat. The consolidated, annual
procurement plan shall be submitted by the Programme Marfsdyministrative Services to the
Deputy SecretaryGeneral for approval, and subsequently published on GA&RICOM

Secretariat s website.

Consultantsare defined as either established consulting firmessorta or qualified individuals
who offer consulttion, advice, expert testimony or other professional services.

In all cases, onlyConsultantsfound to meet the qualification requirements of the relevant
approved studies/projects will be considered.

The CARICOM Secretariat shall select and contrthe most appropriatéonsultantusing a cost
effective approach and ensuring timely delivery and the highest standard of work.

Consultants interested in being hired by @RICOM Secretariat will be encouraged to register
by submitting CurriculumVitae (CVs), which will include their nationality, qualifications, and
experience, thttp://consultantdatabase.caricom.org

The CARICOM Secretariat shall use, aspmopriate, mailed invitations onewspaper
advertisements in all Member Stgtasd its website to regularly invite Consultants to register
with the Secretariat.

Where International Development PartnerglDPs) have specific eligibility criteria and
requirements for procuring consultanaggndces, those shall be followed. WhdEPs do not
have eligibility criteria and requirements, the provisions of this Manual shall apply.

Awarding Principles

The procurement of consultancyrseesshall be governed by the principleshast value for
money, transparencynorntdiscrimination proportionalityand equal treatment, notwithstanding
that regional firms and individuals, either alone or in combination witernational firms and
individuals, are preferred.
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Eligibility

9. To foster competitin, the CARICOM Secretariat permit€onsultantg(firms, consorta and
individuals) from all countries to offer consulting services. Any conditions for participation shall
be limited to those that are essential to ensur€the s ul t ant ' s |ltlepgatactini ty t o
guestion.

10. To be eligible, a government owned enterprise or institution shall establish to the CARICOM
Secr et ar i athatteysre legally &iEnantiallypantonomous.

11. As an exception t&lausel0 above when the services gfovernmenbwned universities or
research centers or other institutions arawhique and exceptional natynecluding the absence
of a suitable private sector alternative, and their participation is critical to project implementation,
the CARICOM Secetariat may contract those institutions On the same basis, university
professorsscientists from research institutead civil servants with special expertisey be
contracted individually

Exclusion Criteria

12. Exclusion criteria applicable for participation in procurement procedures
Consultantsill be excluded from participation in procurement procedures if:

(i) They are bankrupt or being wound up, are having their affairs administered by the courts,
have entered into an arrangement with creditoase suspended business activities, are the
subject of proceedings concerning those matters, or are in any analogous situation arising
from a similar procedure provided for in national legislation or regulations;

(i) They, or persons having powers of repnéation, decision making or control over them,
have been convicted of an offence concerning their professional conduct by a judgment of a
competent authority of a Member State which has the foraesjudicata (i.e. against
which no appeal is possible);

(i) They have been guilty of grave professional misconduct proven by any means which the
CARICOM Secretariatanjustify;

(iv) They are not in compliance with their obligations relating to the payment of social security
contributions or the payment of taxesaiocordance with the legal provisions of the country
in which they are establishediarany other country in which they have performed contracts.

(v) They, or persons having powers of representation, decision making or control over them,
have been the sulgeof a judgment which has the forceres judicatafor fraud, corruption,
involvement in a criminal organisation, money laundering or any other illegal activity, where
such an illegal activity is detrimental to tBARICOM S e ¢ r e ffirmamcial anterets

(vi) They are subject to an administrative penalivhile applying to participate in the
procurement procedure
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(vii) Paragraph(ii) and ¢) do not apply when the candidates or tenderers can demonstrate that
adequate measures have been adopted againsérsens having powers of representation,
decision making or control over them who are subject to the judgement referred to in points

(i) or (v).

(viii)

ParagrapH(i), (i) and {v) do not apply if duly justified by th€ARICOM Secretariain

negotiatel procedures where it is indispensable to award the contract to a particular entity for
technical or artistic reasons for reasons connected with the protection of exclusive rights.

13. Exclusion criteria applicable during the procurementprocedure:

13.1

13.2

13.3

13.4

13.5

13.6

Contracts may not be awarded @onsultantswho, during the procurement award
procedure:

(i) aresubjet to a conflict of interest;

(ii) are guilty of misrepresentation in supplying the information required b ARICOM
Secretariatis a condition of participain in the contract procedure or fail to supply this
information;

(iii) find themselves in one of the exclusion situations feptecurement procedure.

Consultand must sign a declaration that they are not in any of the exclusion sitcitieh
in Clauses12 and 13.

Information on the ownership/management, control and power of representation of the
entity and a certification that they do not fall into the relevant exclusion situations must be
provided where specifically requested by &¥RICOM Secetariat This may be the case
where there are doubts about the personal situation and in consideration of the national
legislation of the country in which th@onsultanis established.

Following the notification of awardhe Consultanto whom thecontract is to be awarded
(including consortium members), must supply evidence that they do not fall into the
exclusion situations, unless such evidence has already been submitted earlier in the
procurementprocedure. InOpen Tenderingthese supportingatuments must be sent
together with the tender and verifieshd checked by theCARICOM Secretariabefore
signature of the contract with the sucfek ConsultantIn addition, the Consultamhust

certify that the situation has not altered since the déasswe of the evidence.

As regards subcontractors and experts, where specifically requested GARIEOM
Secretarigt the successfulConsultant must submit a declaration from the intended
subcontractor/expert, and/or documentary evidence thatuti@mstractor/expert is not in
one of the exclusion situations.

For procurement contracts with a value of less than @ipen Tenderingthreshold
(EC$320,000)the CARICOM Secretariatnay waive the obligation to submit documentary
evidence, dependingnats risk assessment. Furthermore, a waiver may be granted where
documentary evidence has been submitted in thewelste (12) months to th&€ARICOM
Secretariatfor another procedure, provided that this evidence is still valid. In all cases
evidence maytill be required in case of doubt
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13.7 As satisfactory evidence that t@mnsultantis not in one of the situations described)in
(i) or (v) of article 12 (Exclusion criteria applicable for participation in procurement
procedures), the CARICOM Setariat will accept a recent extract from the judicial record
or, failing that, a recent equivalent document issued by a judicial or administrative authority
in the country of origin or provenance showing that the requirements are satisfieig),For (
the CARICOM Secretariat will accept a recent certificate issued by the competent authority
of the countryconcerned. Where no such document or certificate is issued in the country
concernedand for the other exclusion criteria listed above, it may be replbhged
sworn/solemn statement made before a judicial or administrative authority, a notary or a
qualified professional body in the country of origin or provenance.

13.8Whenevera Consultantbeing anational public administratioar international organisitn,
do notfall into some of the categories above and/or cannot provide the documents indicated
above, a simple declaration explaining their situation will suffice.

13.9 The documents may be originals or copies; howewgginals must be made availalite
the CARICOM Secretariaupon request. The date of issuing of the documents provided
must be no earlier than one year before the date of submission of the tender. If the
supporting documents are not writterbinglish an Englishtranslation must be atthed.

13.10Before excluding &onsultantfrom a procurement procedure, principles such as the right
of defence and proportionality must be considered. To that end, unless the evidence is such
that no further investigation is necessary (for example ire adsa judgement of a
competent authority of a Member State which has the foreesgtidicatd, an adversarial
procedure with th€onsultanshould be ensured.

Conflict of Interest

14. Consultantsshall provide professional, objective, and impartial aghdaad at all times hold the
CARICOMSecretariat’s interests paramount, wi t hot
providing advice avoid conflicts with other assignments and their own inter€&ssultants
shall not be hired for any assignment twaiuld be in conflict with their prior or current
obligations to other clients, or that may place them in a position of being unable to carry out the
assignment in the best interest of @&RICOM Secretariat

15. A conflict of interestariseswhen the imp#ial and objective exercise of the functions of the
CARICOM Secretariat or observance of the principles of competition, -d@trimination
against or equality of treatment Gfonsultantsis compromised for reasons involving family,
emotional life, polikcal or national affinityandeconomicor otherinterest

16. A conflict of interest arisewherea member of the Evaluation Committee or someone in the
CARICOM Secretariabr others involved in the procedure grant themselves, or others, unjustified
director indirect advantages by influencing the outcome, or allow an expert or company to obtain
information leading to an unfair advantage in subsequent or related procedures.

17. Any Consultantor expert involved in preparing a project (e.g. draftingTkeens ¢ Reference
(TOR) must, as a rule, be excluded from tendering for services that are based on those
preparations, unless they can prove to @RICOM Secretariathat their initial involvement
does not constitute unfair competition.
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18. Consultantghat havea conflict of interest in relation to a particular contract are excluded from
the respectiveontract award. The grounds for exclusion must be considered case bylease.
Consultanthavethe right to present supporting evidence which might remove splician of a
conflict of interest.

19. Where a potential conflict of interest might occur with regard tgang contracts, measures
must be adopted to prevent such a conflict, including cancelling the contract if necessary.

20. Unfair Competitive Advantage

20.1 Fairness and transparency in the selection process requifgothailtantor their affiliates
competing for a specific assignment do not derive a competitive advantage from having
provided consulting services related to the assignment in quoeslio that end, the
CARICOM Secretariat shall make available to all the shistéd Consultants together
with the request for proposals, all information that would intéspect give a @hsultant a
competitive advantage.

21. Ethics Clauses / Corruptve Practices

21.1 Any attempt by aConsultantto obtain confidential information, enter into unlawful
agreements with competitors or influence the Evaluation Committee or the CARICOM
Secretariat during the process of examining, clarifying, evaluatingamgaring tenders
will lead to the rejection of its tender and may result in administrative penalties.

21.2 TheConsultanmust not be affected by any conflict of interest and must have no equivalent
relation in that respect with oth€onsultantor paties involved in the project.

o 21.3 The CARICOM Secretariat reserves the right to suspend or cancel the
procuremenprocedure if corrupt practices of any kind are discovered at any stage of the
award process or during the execution of a contract. Forutpoges of this provision,
‘cor r up tinclndetaecoffar af a Isribe, gift, gratuity or commission to any person
as an inducement or reward for performing or refraining from any act relating to the
award of a contract or execution of a contractamlyeconcludedThe Consultant may be
excluded from participation in all procurement and call for proposal procedures that are
being implemented by the CARICOM Secretariat financed for a maximum of five years
from the date on which the infringement is eB&hed, following an adversarial
procedure with the Consultant or beneficiary. Than period may be extended to ten years
in the event of a repeated offence within five years of that @atesultants who have
made false declarations, or who have committdasi@ntial errors, or irregularities, or
fraud, may also be subject to financial penalties representagd® 10% of the total
estimated value of the contract being awarded. The percentage shall be decided in
accordance with the principle of proporticibal Where the award procedure proves to
have been subject to substantial errors, irregularities or fraud, the CARICOM Secretariat
must suspend the procedure and may take whatever measures are necessary, including
cancellation. Where, after the award ofe tleontract, the award procedure or the
performance of the contract proves to have been subject to substantial errors,
irregularities or fraud, the CARICOM Secretariat may, depending on the stage reached in
the procedure, refrain from concluding the cortrac suspend performance of the
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contract or, where appropriate, terminate the contract. Where such errors, irregularities or
fraud are attributable to the Consultant or beneficiary, the CARICOM Secretariat may
also refuse to make payments, may recover atsalready paid or may terminate all the
contracts concluded with this Consultant or beneficiary, in proportion to the seriousness
of the errors, irregularities or fraud.

The purpose of suspending the contract is to check whether the presumed substargiahd
irregularities or fraud have actually occurred. If they are not confirmed, performance of the
contract will resume as soon as possible. A substantial error or irregularity is an infringement of
the contract or regulation through an act or anssian which causes or might cause a loss to the
CARICOM Secretariat.

21.4 Proposalswill be rejected or contracts terminated if it emerges that the award or execution
of a contract has given rise to unusual commercial expenses. Such unusual commercial
expenses are commissions not mentioned in the main contract or not stemming from a
properly concluded contract referring to the main contract, commissions not paid in return
for any actual and legitimate service, commissions remitted to a tax haven, cammissi
paid to a payee who is not clearly identified, or commissions paid to a company which has
every appearance of being a front company.

21.5 Consultantdound to have paid unusual commercial expenses on projeasdiuy The
CARICOM Secretariat are lidd, depending on the seriousness of the facts observed, to
have their contracts terminated or to be permanentdiuded fromCARICOM Secretariat
projects.

21.6 The CARICOM Secretariat reserves the right to suspend or canceprbeurement
procedure, Were the award procedure proves to have been subject to substantial errors,
irregularities or fraud. If substantial errors, irregularities or fraud are discovered after the
award of the Camact, the CARICOM Secretariat may refrain from concluding the
Contact.

Complaints to the CARICOM Secretariat

21.7 Consultantdelieving that they have beelisadvantagely an error or irregularity during
the selectionor awardprocess may file a complaint in accordandéhwhe procedure set
out below:

(i) A Consultah may appeal in writing to the Depu§ecretaryGeneralof the CARICOM
Secretariabr designate withirfiourteen(14) days of receipt of decision not to award
contract.

(i)  Specific information musbe suppliedoy the appellant detailing and explaining htve
appellant considers thdhe ground(s)for appeal avse. All supporting documentation
should be provided wh the appeal application.
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(i) Matters that are deemég the CARICOM Secretariab be frivolous will not be reviewed.

(iv) The DeputySecretaryGeneal will appoint a committee, the Procurement Review Panel,
consistingof no less thathree persons toonsider thespecificappeal

(v) The DeputySecretaryGeneral will ensure that there is no conflict of interest in the
membership of the committday seleting members who are in ho way related to the
procurement process and who will be requested to sign the relevant form declaring their
impartiality

(vi) The Chairpersorof the Evaluation Committee, which took the decision in question, will
immediately provide a copy of the  specifigorocurementfile (containinginformation
regarding thegprocurement procepso the Chairpersorof the Procurement Review Panel
established by the DepuBecretaryGeneral.

(vii) The Procurement Review Panel will review the appeal andseek further information or
views from theEvaluationCommittee or the appellant.

(viii) The Procurement Review Panel will make a decision wififtieen (15) working days of
the date ofits establishment.

(ix) The appellant and the Evaluation Committee will erimed of thefinal decisionof the
Procurement Review Panghrough the Deput$ecretaryGeneral.

(x) Any Consultant who disagrees with the final award decision shall not use this complaint
procedure merely to obtain a second evaluation
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Methods of Selection
22. The basic means of awarding contracts is competitive tendering. The purpose is twofold:

- to ensure the procurement procedure respects the awarding principles; and
- to obtain quality services at the best possible price.

23.In sdecting Consultants, th€ ARICOM Secretariat will use one of the following fo(4)
selection methods:

- Selectlon method Threshold

Direct Award:

- SingleSourceProcedurdl| Contracts not exceeding EC$27,000 inclusive of fe
and expenses.

- Negotiated Procedure [| Exceptional and duly justified cases. No specific
threshold applies.

Consultant’' s { Contracsnot exceeding EC$82,000, inclusive of al

Selection fees and expenses

Restricted Tendering Contracs not exceeding EGRI0,000, irclusive of all
fees and expenses

- Open Tendering Contracts exceeding EG$0,000

Cancellation of procurement procedures

24. The CARICOM Secretariat may cancel a procurement procedure at any time before the contract
is signedwithout incurring any lialtity to Consultants

Cancellation of Tender

25. In the event of cancellation of thocuremenprocedure, the CARICOM Secretariat will notify
Consultantof the cancellation. If the tender procedure is cancelled before the outer envelope of
any tender haseen opened, the unopened and sealed envelopes may be returned to the
Consultantsif requested.
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26. Cancellation may occur, for example, if:

() the tender procedure has been unsuccessful, i.e. no gualitatively or financially worthwhile
tender has been receiv or there is no valid response at all;

(i) the economic or technical data of the consultancy have fundamentally changed;

(iii) exceptional circumstances or a force majeure render normal performance of the contract
impossible;

(iv) all technically compliant tendgexceed the available budget;
(v) there have been irregularities in the procedure, in particular where these have prevented fair
competition;

(vi) the award is not in compliance with sound financial management i.e. does not obey the
principles of economy, effiency and effectiveness (e.g. the price proposed bgdmsultant
to whom the contract is to be awarded bears no relation to the market price).

27.If a procurement procedure is cancelled,Gdinsultantanust be notified in writingas soon as
possible of the reasons for the cancellation. A cancellation notice must be published.

28. After cancelling a tender procedure, tBARICOM Secretariat may decide:
() to launch a new tender procedure;
(ii) to relaunch the tender procedure using the same reference agjthel eall

(iii) to open negotiations with one or maZensultantsvho participated in the tender procedure
and who meet the selection criteria, provided that the original terms of the contract have not
been substantially altered (this option is not atédlaf the procedure was cancelled because
of irregularities which might have prevented fair competition);

(iv) not to award the contract.

29. The CARICOM Secretariatis not liable for any damages whatsoever including, without
limitation, damages for loss of gfits, in any way connected with the cancellation of a tender
procedure, even if the CARICOM Secretariat has been advised of the possibility of damages. The
publication of a procurement notice does not commit the CARICOM Secretariat to implement the
progranme or project announced.

Terms of ReferencéTOR)

30. The TOR shall be developed so that the Consultant will have a clear understanding of the purpose
and expected results of the study/proje&hrfex A1@&/A10D. The TOR shall state what the
study/ project seks to achieve, what measurable outputs are to be gained, what are the milestones
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by which to measure and monitor the effectiveness of the study/project and how the study/project
will be implemented and completed in the most economical, efficient arddie$fenanner.

31. Thorough preparation of thBOR is extremely important for the ultimate success of the project. It
is important to ensure that the project has been properly conceived, that the work is carried out on
schedule and that resources will notmested. Greater effort during project preparation will save
time and money at later stages of the project cycle.

32. The TOR must afford equal access for Consultants and must not have the effect of creating
unjustified obstacles to competitive tenderingeyfimust be clear and naliscriminatory, and
proportionate to the objective and/or the budget.

33. On occasions Consultants may be contracted to develop TORs from Project Concepts, which are
prepared. In such instances, the Consultartég)shall not be inted to submit proposals.

Requests for Proposals (RFP)

34. In order to ensure that tli@&onsultantselected has an accurate understandingeobbjectives of
the assignment and the competence to deliver the product, the tender docwsemnequest
specifig relevant information which will allow a fair and proper evaluation of the tenders. This
will be done in a RFIPANnexA8 to A1Y5).

Evaluation Criteria

35. Proposals shall be evaluated according to a consistent and relevant set of criteria and
such criteria séil be included in the RFP.

Contracts

36. The Consultant shall not be authorised to commence work detailed in the TOR until a binding
contract or letter of agreement is signed. TARICOM Secretariat will therefore ensure that
there is a binding contraor letter of agreement with the consultamhich spells out, inter alia,
TOR, Consultant's responsibilities, terms and conditions, fees and expenses, project plan and
critical communication points.

Payments
37. The Consultant will be paid in accordance with payment terms specified in the contract.
Breach of Contract and Termination

38. Either party commits a breach of contract when the party fails to discharge any of the obligations
under the Contract. Where a breach of contract occurs, the party injutbed breach will be
entitled to the following remedies:

0] Damages; and/or
(i) Termination of the Contract.
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Settlement of Disputes

39. The CARICOM Secretariat and the Consultant will make every effort to amicably settle any
dispute relating to the contracthieh may arise between them. Failure to agree will trigger the
arbitration clause stipulated in the Contract.

Non-Retroactivity

40. Contracts take effect from the date of signature of the last signatory. All contracts must show the
true dates on which th@uotracting parties signed them.

Use of Standard Documents
41. Standard contracts and document formats must be used.
Record Keeping

42. Records of the entire procurement procedure must be kept for a minimum of seven years from
final payment.

43. The documentdo be preserved include all the preparatory documents, the originals of all
Expressions of Interest/tenders/proposals submitted, and any related correspondence.

Availability of Funds

44. Before initiating any procedure, the availability of funds mustfdrenally confirmed by the
Finance Programme.

Environmental Issues

5.2 Environmental matters must be duly considered, subject to the principles governing the award of
contracts.
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Flowchart: Hiring of Consultants

APPROVE STUDY/ PROJECTS
Determine need tor Consultant

Use Develop TOR

Consultants Programme Manager defines
work to be done including
budget and task breakdown

Secretariat approves

Use In-House
Resources

Study/Project
Completed
Define Request for
Proposal
Implement Programme Manager develops and
Study/Project documents evaluation criteria

Scerctanat approves

Choose Selection Metho
Programme Manager identifies
qualified consultants using
appropriate selection method and
appheuble puidelines.

Enter into Contract(s)
Draw up Contract

Apree on terms and conditions

Sign Contract

Select Consultant
Technical evaluation
Financial evaluation
Rank consultants

Choose Consultant.

Negotiate with Consultant(s)
Agree TOR. requirements. iming. costs.
stalling. outputs
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PROCEDURES
Direct Award (SingleSourcéNegotiatedProcedurg
54. A contract may be awarded directly in the following circumstances:

() when the contract to be concludedth an individual Consultant does not exceed
EC$27,000( u s i nsmgletdnader proceduré ) ;

(ii) in exceptional and duly justified cases,outlined belowus i n gnedotiated grocedure ) .
No specific threshold applies in such cades use of this procedure must be approved by the
Deputy Secretarseneral or Secretai@eneral (refer to Articl&0 below).

Single SourceProcedure

55. Contracs shall not exces EC®7,000, inclusive of all fees and expenses.
45. TheTOR shall be prepared by the Rrot Manager and approved by theevantASG/Director.

46. ThePrgect Manager shall identify th€urriculum Vitae CVs) of suitably qualifiedConsultants
from the updatedCARICOM Secretariat's database other recognisedegional databasesnd
confirm their availability to undertake the assignmdrte Project Manager, in confirming the
C o n s u lava#ability, nsust not make any commitmemtgive any assumptions or igdtions
about award of a contract.

47. Using the template iAnnexB174a the Project Manager will prepare a regostifying the choice
of Consultant This Report will be submitted through thelevant ASGDirector to the
Programme Manager, Administrativer8ices for review by Procurement and confirmation of the
procurement procedure. The Programme Manager, Administrative Serviceforwird the
Report along with thedraft Letter of Agreement/Contract, (Anné&lla), TOR, and the
Consultant s CV t puty Secretary®eaeralfor approval The Programme Manager,
Administrative Services will include the request in the Log for procurement of consultants and
assign a sequential number to the draft contract, in keeping with the number assigned to the
consultacy in the Procurement Plan.

48. Once the approval is obtained, the jPcoRre Manager will discuss with th€onsultant details
of the TOR and obtain writtertonfirmationof their understanding of theOR, and acceptance of
thetemrms andconditionsof the ontract

49. All the aforementioned documents, together with the draft consbkall be sent tahe Legal
Programmédor review andinalization of the contract
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Negotiated Procedure
50. The negotiated procedure may be us#th one or severaConsultantsn the following cases:

() Where, for reasons of extreme urgenay a result ofnatural disastersaand national
emergencies, or any other event that would bring to a halt the normal operations of the
CARICOM Secretariat

(i) Wherethe services are entrusted PablicSector Bodies or to Neprofit Institutions or
Associations and relate to activities of an institutional nature or designgmrovide
assistance to peogpie the social field.

(iii) For services which are an extension of services already startedctstdijthe following
conditions:

- Complementary services not covered by the initial conttaat which, as a result of
unforeseen circumstances, have become necessary for the performance of the contract,
provided that the complementary services cannottdmhnically and economically
separated from the initial contract without serious inconvenience foCARICOM
Secretariaind the aggregate amount of complementary services does not exceed 50 % of
the value of the principal contract;

- Additional service consisting of the repetition of similar services entrusted to the
Consultantproviding these services under the initial contract, provided that a contract
notice was published for the initial contradthe possibility of using the negotiated
procedure fonew services for the project and the estimatedstusild have beeciearly
indicated in the contract notice published for the initial contract. The extension of the
contractshould befor a value and duration not exceeding the value and duration of the
initial contract.

(iv) Where the competitive tender procedure has been unsuccessful, that is to say, where no
gualitatively and/or financially worthwhilproposalhas been receiveth which case, after
cancelling the tender procedutke CARICOM Secretarihmay negotiate with one or more
Consultantsof its choice from among thoseho took part in the tender procedui&they
comply with the selection criteria, provided that the original terms of the contract are not
substantially altered and that the pipte of fair competition is observed. If no offer was
received, or if none of th€onsultantsneets the selection criteria, no negotiation procedure
can be allowed on the basis of this Article.

(v) Where the contract concerned follows a contest and musty tineerules applying, be
awarded to the successfobnsultantor to one of the successfGbnsultantsin which case,
all successfuConsultantshall be invited to participate in the negotiations.

(vi) Where, for technical reasons, or for reasons connedtbdive protection of exclusive rights,
the contract can be awarded only to a particGlamsultantor contracts declared to be secret,
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or for contracts whose performance must be accompanied by special security measures or
when the protection of the essiahinterests of CARICOM so requires.

(vii)Where a new contract has to be concluded after early termination of an existing contract.

Except where a negotiated procedure is being used in relation to a prior unsuccessful tender
procedure, an evaluati@mommittee must be nominated in order to proceed with the negotiation.
The composition of the evaluation committee must be the same as would ndreneditablished

for the relevanvalue of the contract.

The approved TOR, together with the detailed eatédm matrix shall be submitted to the
Programme Manager, Administrative Services for the ProcuremenPi®gbamme to execute
the Negotiated Procurement Procedure. (Please refer to s@ctR@for guidance on preparation
of Evaluation Criteria).

In all cases, the Evaluation Committ@eust preparea Negotiation Fport (Annex B17b)
explaining how participant(s) in the negotiations were selected and the price set, and the grounds
for the award decisiorThe Evaluation Committee must follow the negotiasteps shown in the
negotiation report templatend ensure that basic principles relating to procurement procedures
such as checking compliance with eligibility and exclusion critesi@ duly applied.The
Negotiation Report shall be submitted to the Dg@ecretaryGeneral for approval.

ConsultantsQualification Selection (CQS)

54. The following guidelines apply to CQS:

54.1 The Procedure of CQS will be used for procuremenCaisultants forContractsnot
exceethg EC$2,000, inclusive of all fees and expesse

54.2 The TOR shall be preparedy the Priect Managerand approved bythe relevant
ASG/Director.

54.3 The Prgect Manager will develop a point evaluation matrix for evaluation of the
CVs/Prgosalsof the ConsultantsThe minimum qualifyingscore shoutl be set ai80
points out of a total of 100 points.

54.4 Where the services of Individu&8onsultants are being procurdatie selection will be

made from among at least three suitably qualifl@@hsultantswhose CVs are obtained
(shortlisted)from the CARICOM Secretariat's database otherrecognisedegional databases.

These shortlisted Consultants may be invited to submit a short proposal, if relevant to the
assignment. The availability of the Consultant to undertake the assignment should be
confrmed The Proj ect Manager, in confirming the
any commitmenor give any assumptions or indicaticatsout award of a contract.

54 5Where the services are to be provided by a Consulting Firm, the selection will be made
from among at least three suitably qualifidfitrms identifiedfrom the CARICOM
Secretariat'supdated databaseor other recognised Regional databases. These
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shortlisted Firms will be invited to submit a short proppsaether with the CVs of
the proposed expis.

54.6A committee of three persaniscluding one technicallgualified person external to
the Programmewill individually review each of thehortlistedseleetedConsultants
against the evaluation matrix and select the best one.

54.7 The Prgect Managerwill preparean evaluation reporfAnnex B17c)justifying the choice
of Consultant. The evaluation reposlongwith the individually completedevaluation
grids, CVs of theshortlisted Consultants,the TOR funds availability form and draft
contract willbe submitted througlhe relevantDirectofASG, to the Programme Manager,
Administrative Services for review by Procurement and confirmation of the procurement
procedure. The Programme Manager, Administrative Services will forward the Evaluation
Report, alog with the abovenentioned documents to the Deputy Secre@eyneral for
approval.The Programme Manager, Administrative Services will include the request in the
Log for procurement of consultants and assign a sequential number to the draft contract, in
keeping with the number assigned to the consultancy in the Procurement Plan.

54.8 Once the approval is obtained, the jBcb Manager will discuss with theselected
Consultant details of the DR and obtain written documentation of their understanding of
the TOR, and acceptance of the Terms and Conditidribe contract

54.9All the aforementioned documentgll be sent tahe Legal Programmefor review and
finalization of the contract

Restricted Tendering
55 The following guidelines apply to Restricted Tendering:

55.1 Contractsshall not exceed EG#0,00 inclusive of all fees and expenses.

55.2 The Project Manager and the appropriate Director/A8iGdetermine the skills necessary
for the study/projectThe Project Manager shall prepare #@R and a point evaluation
matrix, which shallbe approved bythe relevant ASG/Directofor submission to the
Programme Manager, Administrative Servicegho will undertake the procurement
process

55.3 The Prgect Manager and thBrogramme Manager, Administrative Serviogsl review the
relevant databases within thEARICOM Secretariat and other appropriate regional
institutions and, using the selection criteviatlined in the TORidentify at least five (5)
Consultantsvho appear to meet the criteria.

55.4 In the event thative (5) Consutantscannot be found, but there are at lahste @) who
meet the criteria, these will be considered. Whbree @) suitableConsultantcannot be

found in the Secretariat’s and other Region
the Regional nedia andont he Secretari at’ s we btreetBe . Ther
suitably qualifiedConsultant$o constitute a shotfist.
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55.5 Once the shortlist has been finalized, the Programme Manager, Administrative Services will
prepare thdRequest for Proposalsvhich will be sert to the short listedConsultantsusing
the templatgin Annexes B8 to B15.

55.6 Consultants shall be given no less than twemy days (21) for submission of proposals
and proposals must reach BARICOM Secretariat at the address andnbylater tharthe
date and ti me s howendarenssectioreofthelRFERE t ructi ons t o

55.7 Consultantsmay submit questions in writingp the Programme Manager, Administrative
Servicesno later tharfifteen (15) days before the deadline for submissafrproposals
The Programme Manager, Administrative Servicegst reply to allConsultantsseeking
clarification of the RFRo later tharten (L0) days before the deadline fsubmission of
proposals.The responses to the requeekir clarification must b done in writing and
transmitted simultaneously to @bnsultants o the short list. If necessary, the deadline for
submission of proposals may be extended. The Secretariat cannot give a prior opinion on
the assessment of the tender.

Submission ofPropasals

55.8 Proposalsmust be submitted in accordance with the double envelope system, i.e., in an
outer parcel or envelope containing two separate, sealed envelopes, one bearing the words
"Envelope A- TechnicalOffer" and the other "Envelope BFinancial Offer". All parts of
the Proposal other than the financial offer, must be submitted in Envelope A. Any
infringement of these rules (e.g., unsealed envelopes or references to price in the technical
offer) is to be considered a breach of the rules, and will teaejection of thd’roposal
This system enables the technical offer and the financial offer to be evaluated successively
and separately: it ensures that the technical quality oPr@posalis considered
independently of the price. ThBroposalmust besubmitted in accordance with the
instructions taConsultants

55.9 All proposals received after the deadline shall be declared late, remain unopened and
rejected.

Period of validity
55.10The period of validity for the proposal shall be ninety days (90).
Receip and registration ofProposals

55.11Consultants will place proposals in the Tender Box located at the designated place in the
CARICOM Secretariat's offices. The Tender Box will be sealed promptly at the closing
time and date specified in the RFP.

55.12In the eveh that aProposalarrives by mail or courier, provisiowill be made fora
Procurement Officeto note the date and time of receipt on the package/envelopsaaed
same in the Tender Box.
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55.13Two keys to the Tender Box will be kept, one by the ProgrammeadarAdministrative
Services and the other by the Programme Manager Finance. Arrangements must be put in
place to ensure that no officer at any time controls both keys to the Tender Box.

Evaluation Process
The Evaluation Committee

55.14The Evaluation Comnt#e will comprise the Programme Manager, Administrative
Services or delegate Chairperson nonvoting), an assigned Procurement Officer
(Secretary nonvoting), the Project Managem technical person within the Programme
from which the project originatedndone other person with the requiredpertise who is
external to the Programme from which the project originated whose selection has been
approved by the DeputyecretaryGeneral.

55.15TheEvaluationCommittee will organise a day, time and agendadetirbased orhe dates
for submission of the Bposals.The Committee will open and evaluate the proposals
received as outlined in Clausg@g36to 67.79, under the secti@on the Evaluation Process
in the Open Tendering Procedure.

55.16Where less than thre€) Proposals are received, the evaluation teamst seek the
approval of the DeputgpecretaryGeneral to proceed with the process of evaluation and
selection.

55.17The Programme Manager, Administrative Servidk prepare the evaluation repansing
the emplate in AnnexB17d1, justifying the choiceof Consultant The evaluation report
with annexes of the individually completed evaluation grids, CVs of the shortlisted
consultants,he relevant TORfunds availability form and draft contract will be subenitt
to the DeputySecretaryGeneral through the Director, Corporate Serviagsdesignatefor
approval of the proposed selection

55.18The procedures fonotification of award, confirmation of thavailability of key experts
and proposed replacementantract procedures and publication of award shall be the
same as for Open Tendering procedure (Cla@ses to 70.)

Open Tendering

56 The following guidelines apply to Open Tendering:
55.1 Contractexceeding EC3$0,000shall require Open Tendering.

55.2 The TOR shall be preparedby the Project Manageand approved bythe relevant
ASG/Director.

55.3 TheapprovedlOR, together witlihe detailedevaluationmatrix shall besubmitted to the
Pragramme Manager, Administrative Services for the ProcuremeriP8igramme to
execute e procuremenprocedure.(Please refer to sectiof6.26 for guidance on
preparation of Evaluation Criteria).
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55.4 The Procurement SdProgramme will undertake &ll competitive processfirstly
throughplacement ot Procurement Notida newspaperin CARICOM Member States
(Annex bl), which will provide a link to a detailed Request for Expression of Interest
(REOI) published onthe CARICOM Secr et ariat’s website and
websites

55.5 The detailed REOI (Annex b2) would provide interested Consultantsvith the
information they need to determine their capacity to fulfill the contract in question and
meetthe establishedelection criteria.

55.6 Consultantsvould have a minimurof 14 daysfrom the date of publication of theE®I
to submit their Expression ofiterest(EOI) See Annexe B3 The actual deadline will be
determined by the c onHEOisaecdvédsaftesthezdeadliaenfar ¢ o mp
submission shall not be considered.

55.7 The REOI must be clear enough to sa@nsultantsfrom requesting clarifidgon or
additional information during the procedufonsultantsnay, however, submit questions
to theCARICOM Secretariafor clarification of any aspect of tHeEOI. In providing the
requested clarificatiorthe Secretariat cannot give an opinion on desessment of the
Expression of Interest.

55.8 The CARICOM Secretariat may, either on its own initiative or in response to the request
of a Consultantamend information in thREOIL The amende®&EOI will be published
on theCARICOM Secr et ar i a taterstharsevdn )iday® before the original
submission deadline. The amendment may extend the deadline toCaltmumltantso
take the changes into account in their submissions.

55.9 If information in theREOI needs to be clarifiedut does not require ammendment of
the REOQI, the clarification will be published on tiBARICOMSecr et ar i at ' s web

55.10Consultantswill be shortlisted by an Evaluation Committeghich will be comprised as
follows:

The Evaluation Committee

55.11The Director, Corporate Services oelégate (notvoting Chairpersopy an assigned
Procurement Officer (newoting Secretary, Project Managefvoting memberjand one
other technically qualified person from the Progranfudéing member)a representative
of the Finance Programnfaonvoting) a representative of the Legal Programimen
voting) and a technically qualified person external to the Programme from which the
project originatedThe committee shall be approved by DreputySecretaryGeneral

55.12The Evaluation Committee will organiseday, time and agenda to meet, based on the
dates for submission of the EOIs to prepare the shortlist of eligible Consultants

55.13All members of the evaluation committee are obliged to sign a Declaration of Impartiality
and Confidentiality (Anneb).
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Drawing up Shortlist

55.14The shorlisting procedure involves:
() drawing up a long list (Annek4) summarising all the Expression of Interests
received;

(i)  eliminatingConsultantsvho are ineligibl€Ineligibility/Exclusion Criteria);

(i) applying the selection criteriaxactly as publishedln the application of the
selection criteria, the following proof documents would be examined:

Proof of economic and financial capacity may be provided by one or more of the following documents:
9 appropriate statements from banks;
M evidence of professional risk indemnity insurance;

9 presentation of balance sheets or extracts from balance sheets for at most the last three years for which
accounts have been closed, where publication of the balance sheet is required under the company law o
the country in which the economic operator is established;

M astatement of overall turnover and turnover for works, supplies or services covered by a contract during
a period of no more than the last three financial years

Proof of the technical and profesional capacity of the candidate/tenderer may be provided by one or
more of the following documents:

M the educational and professional qualifications of the service provider or contractor;

M alist of the principal services provided or supplies deliveré¢ddipast three years, with the sums, dates
and recipients, public or private. Evidence of successful implementation must take the form of
certificates issued or countersigned by the entity or beneficiary who ordered or purchased the execution
of the servie or supply;

Candidates/tenderers are allowed to refer either to projects completed within the reference period (although
started earlier) or to projects not yet completed. In the first case the project will be considered in its whole if
proper evidence operformance is provided (statement or certificate from the entity which awarded the
contract or proof of final payment for services or final acceptance for supplies). In case of projects still on
going only the portion satisfactorily completed during téference period will be taken into consideration.

This portion will have to be supported by documentary evidence (similarly to projects completed) also
detailing its value.

If a candidate/tenderer has implemented the project in a consortium, the pgcahtt the
candidate/tenderer has completed must be clear from the documentary evidence, together with a description
of the nature of the services, supplies or works provided if the selection criteria relating to the pertinence of
the experience have beesed.

Where the services or products to be supplied are complex or, exceptionally, are required for a special
purpose, evidence of technical and professional capacity may be secured by means of a check carried out by
the CARICOM Secretariat or on its béthlay a competent official body of the country in which the service
provider or supplier is established, subject to that body's agreement. Such checks will concern the supplier's
technical capacity and production capacity and, if necessary, its studyeseratah facilities and quality

control measures.
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If the candidate/tenderer is unable to provide the evidence requested for some exceptional reason which the
CARICOM Secretariat finds to be justified, it may prove its capacity by any other means which the
CARICOM Secretariat considers appropriate

If the tenderer submits a seléclaration/statement as documentary proof, the CARICOM Secretariat reserves
the right to ask for further documentary evidence.

55.15After examining the responses to tR&EOI the Evaluion Committee shortlists the
Consultantoffering the best guarantee of satisfactory performance of the contract. The
shortlist shall comprise between four andGbnsultants

55.16If the number of eligibleConsultantaneeting the selection criteria isore than six, the
additional criteria published in tHREOIwill be applied in order to reduce the number to
the six besConsultants

55.17If the number of eligibleConsultantsmeeting the selection criteria is less than the
minimum of fou(4), the Evaluatio Committee will verify that the following issues were
satisfactory-

() Sufficient time has been given for the publication;

(i) The scope of service is-lme with the budget;

(iii) The selection criteria used were clear and-discriminatory and not beyond the
scope of the contract.

55.18If the Evaluation Committee agrees that these criteria have been met, approval will be
sought from the Deput@ecretaryGeneral to proceed with a shortlist of less than four (4)
eligible Consultantsvho meet the selection criteria.

55.19The short listing process and the final shortlist itself must be fully documented in a
shortlist report(Annex B5). The shatlist report is signed by th€hairpersonof the
evaluation committegheSecretaryand all evaluators.

55.20Within seven ) days ofcompletion of the short listing report, shortlist€dnsultants
will receive a Request for PropogainnexB8 to B15) including a letter of invitation. At
the same ti me, the final shortlist mu s t
website using theemplate a{AnnexB6). Consultantsiot shortlisted will also be notified
giving reasons (AnneB7).

55.211f unsuccessful Consultantsrequest further information, they may be given any
information which is not confidential, e.g. reasons why a reference daanewaet the
technical selection criterion, as this may help them to be successful in future tenders.
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Developing Requests for Proposals (RFP)

55.22The RFP will be prepared using the templates in annex A8 to Al5 aliccehtain the
following sections:

(i) Letter of Invitation toConsultants- Annex B8

(i)  Instructions taConsultants- Annex B9

(i) Draft Contract Agreement and Special Conditions wihemdices AnexB11

(iv) Terms of Reference QR) Annex B10a/B10b

(v) Other information (shortlist notice, administrativarqaiance grid, evaluation grid)
(vi) Tender submission form

Evaluation Criteria

55.23The evaluation criteria serve to identify the best value for money. These criteria cover both
the technical quality and price of tleoposal The technical criteria allow theuglity of
technical proposalsto be assessed. The two main types of technical criteria are the
methodologyproposed for execution of the contractd the curriculum vitae (CV) of the
key experts proposed. The technical criteria may be divided intecrgghba. The
methodology, for example, may be examined in the light offtBR, the optimum use of
the technical and professional resources availdbéework schedule, the appropriateness
of the resources to the tasks, the support proposed for experesfieldh etc. CVs may be
awarded points for such criteria as qualifications, professional experience, geographical
experience, language skills, etc.

55.24The Evaluation @Gmmittee will ensure that any methodology submitted byGbesultant
complies with theequirements of th€OR. The methodology may add to the requirements
of theTOR but must in no way detract from them.

55.25Each criterion is allotted a number of points out of 100 distributed between the different
subcriteria. Their respective weightings dg on the nature of the services required and
are determined on a cabg-case basis in theAR as indicated in the evaluation grid. The
points must be related as closely as possible toT@®R describing the services to be
provided and refer to parametethat are easy to identify in the tenders and, if possible,
quantifiable. Full details of the technical evaluation grid, with its criteria anersigia
and their weightings must be included in REP. There must be no overlap between the
selection dteria used to draw up the shortlist and the award criteria used to determine the
best tender.

Additional Information during the Procedure

55.26The RFP must be clear enough to save shortlisBahsultantdfrom requesting additional
information during the mcedure. If theCARICOM Secretariat provides additional
information on theRFP, either on its own initiative or in response to a request from a
shortlistedConsultant it must send such information in writing to all other shortlisted
Consultantsit the sene time.
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55.27Consultantanay submit questions in writing no later than 21 days before the deadline for
submission ofproposals The CARICOM Secretariat must reply to alConsultants
questions no later than 11 days before the deadline for receipt of tefluergsponses to
the request for clarification must be done in writing and transmitted simultaneously to all
Consultantson the short list. If necessary, the deadline for submission of proposals may be
extended. The Secretariat cannot give a prior opioiothe assessment of the tender.

55.28If the technical content of theroposalis complex, thaCARICOM Secretariat may hold an
information meeting. This meeting must be announced ilRE@and must take place no
later than 21 days before the expiry of tleadline for submission of tenders. All costs of
attending such a meeting must be met byGbasultants. Individual visits by Consultants
during the tender period cannot be organised byGARICOM Secretarigttaking into
account transparency and equatatment of theConsultants Although they are not
compulsory, these information meetings are encouraged since they have proven to be an
efficient way to clarify many questions related to RieP. Any presentation/documentation
to be delivered in the inforation session, as well as the outcome and the minutes, will be
uploaded to th€EARICOMS e cr et ari at’ s website.

Submission of Proposals

55.29Proposalsmust be submitted in accordance with the double envelope system, i.e., in an
outer parcel or envelope contaigitwo separate, sealed envelopes, one bearing the words
"Envelope A- technical offer" and the other "Envelope Bnancial offer". All parts of the
Proposa) other than the financial offer, must be submitted in Envelope A. Any
infringement of these rute(e.g., unsealed envelopes or references to price in the technical
offer) is to be considered a breach of the rules, and will lead to rejection Bfojesal
This system enables the technical offer and the financial offer to be evaluated successively
and separately: it ensures that the technical quality oPreposal is considered
independently of the price. ThBroposal must be submitted in accordance with the
instructionsin the RFP

55.30Consultantsshall be given no less than tlyirdays (30) for submsson of Proposals and
Proposals must reach tiBARICOM Secretariat at the address and by no later than the date
and time shown in the instructiomsthe RFP

55.31All Proposals received after the deadline shall be declared late, remain unopened and
rejected.

Period of validity

55.32The period of validity for the ®®posal shall be ninety days (90).
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Receipt and registration ofProposals

55.33Upon receipt ofProposals the CARICOM Secretariat will register them, stating the date
and time of reception, and providereceipt for those delivered by hand. The envelopes
containing theProposalsmust remain sealed and be kept in a safe place until they are
opened. The outer envelopesRobposalanust be numbered in order of receipt (whether or
not they are received betothe deadline for submission@posals.

Evaluation Process

All members of the Evaluation Committedll have the required experience and competence
to evaluate all major criteria outlined in the RFP.
Tender Opening Session

55.34The Evaluation Comnige will organise a day, time and agenda for the Tender Opening, based
on the dates for submiesa of the proposals.

55.35The RFP would have been circulated in advance to the members of the evaluation
committee.

55.36At the Tender Opening thehairpersorwill present the purpose of the tender and explain
the pocedures to be followed by the Evaluatioon@nittee, including the evaluation grid,
award criteria and weightings specified in tHeFR

55.37All members of the Evaluation Committee and any observers must $fgelaration of
Confidentiality and ImpartialitfAnnex D) prior to the opening of the proposals. Any
Evaluation Committee member or observer who has a potential conflict of interest with any
Consultantmust so declare and withdraw immediately from thell&atoon Committee.
This person will be excluded from any further participation in the Evaluation Committee.

Evaluation of Proposals

55.38The EvaluationCommittee checks the complianceRrbposalsvith the instructions given
in the RFP andin particular the administrative check lisdgnex D). Any major, formal
errors or major restrictions affecting performance of the contract or distorting competition
will result in the rejection of tHeroposakoncerned.

55.39The Consultantmust provide proof documents fdret key experts proposed. This includes
copies of the diplomas mentioned in the CV and employers' certificates or references
proving the professional experience indicated in the CV. If missing proofs are requested it
should only be for the relevant expegerand diplomas which are among the requirements
in the TOR. The administrative check list included in the RFP must be used to record the
administrative compliance of each of tAmposalslenders
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55.40The documentary proof for exclusion and selection catas well as for the key expeits
not verified during this phase of the evaluation

55.41The envelopes containing the financial offers will remain sealed. All financial offers will be
secured until the technical assessment of alPtbposalshas been copieted.

55.42If requesged by a majority of the Evaluationo@mittee voting members, thighairperson
may write tothe Consultantswhose submissions require clarification, offering them the
chance to reply within a reasonable time limit to be fixed by theiatrah committee.

55.43The Evaluation Committee will review eachrdposal aginst the previously determined
Evaluation Matrix. TheChairpersorwill ensure that thévaluationCommittee agrees on
the interpretation of how the evaluation criteria are to be ssdedhe evaluation of
proposals will be carried out independently by each evaluator and then summarised and
compiled by theChairpersonand discussed as a team. Based on the weightings, the
proposers will be ranked in priority order.

Evaluation of Techrical Proposals

55.44The evaluation committee then examines the techrpoaposals while the financial
proposalsremaining sealed. When evaluating technjgalposals each member awards
each offer a score out of a maximum 100 points in accordance witkctivédal evaluation
grid (setting out the technical criteria, sttiteria and weightings) laid down in the Request
for Proposal. Onlyroposalavhich achieve a score 8D or more are declared "technically
accepted". Under no circumstances may the evaluabmmittee or its members change
the technical evaluation grid communicated toGoasultantén the Request for Proposal.

55.45It is recommended thairoposalsbe scored for a given criterion one after another, rather
than scoring eacphroposalfor all criteria before moving on to the next. Where the content
of a tender is incomplete or deviatsbstantially from oner more of the technical award
criteria laid down in the RP (e.g. if an expert does not meet the requirements in the
profile), theproposa will be automatically rejected, without being given a score, but this
must be justified in the evaluation report. For instructions and guidelines how to allocate
points in the evaluation, please see the evialngrid (AnnexB13).

55.46Experts must be soed against the requirements in the criteria stated iT@R The key
experts must fulfil the minimum requirements for all the criteria. If it is not the case, the
offer should be rejected.

55.47The Consultantsmust provide documentary proof for the key experoposed. This
includes <copies of the diplomas referred
references proving the professional experience stated in the CV. If missing proofs are
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requested it will only be for the relevant experience and aigtowhich are among the
requirements in th& OR. Only diplomas and experience supported by documentary proof
will be taken into account.

55.48Civil servants or other staff of the public administration of the Member States and of
international/regional orgarasons based in the country shall be ineligible unless the
Consultant in their offer, demonstrates the added value the expert will bring, as well as
proof that the expert is seconded or on leave on personal ground

55.49For feebased contracts, the prects®me input of the key expert is left to the discretion of
the Consultantsas it has to be linked with the methodology provided. The methodology
should include the time needed for each key expert in order to achieve the required outputs
of the project.

55.50If the RFP expressly permits variants, such variants are scored separately. Where variants
are allowed, th€ ARICOM Secretariat may take them into account if:

- they are submitted by th@onsultantsubmitting the offer which gives best value for
moneyin the evaluation; and

- they meet the requirements specified by the Request for Proposal, attaining at least the
minimum quality and performance required.]

55.51Each evaluator completes an evaluatidl (AnnexB13) to record his/her assessment of
each échnical offer in order to establish a general appreciation of strengths and weaknesses
of the individual technical offers.

55.520n completion of the technical evaluation, the points awarded by each member are
compared at t he eval u adidesogivingcaonomericaltseore, &8 s e s
member must explain the reasons for his/her choice and defend his/her scores before the
evaluation committee.

55.53The Evaluation @mmittee discusses each technical offer and each mesmseds it a
final score. Evaluators ay change their individual evaluation as a result of the general
discussion on the merits of each offer.

55.54In case of major discrepancies, full justification has to be provided by dissenting members.
Once discussed, each evaluator finalises his/her eimlugtid on each of the technical
proposalsand signs it before handing it over to tBecretaryof the evaluation committee.
The Secretarymust then compile a summary of the comments of the evaluation committee
members as part of the evaluation report.

55.55The Secretarycalculates the aggregate final score, which is the arithmetical average of the
individual final scores.
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55.56Before definitively concluding its evaluation of the technipabposals the evaluation
committee may decide to interview the key expeproposed in technically accepted
proposals(i.e. those which have achieved an average scoi#b @oints or more in the
technical evaluation). It is recommended tBansultantsvhich have scored close to the
technical threshold also be invited fordntiew. Any interviews should be held by the
evaluation committee at intervals close enough to allow the experts to be compared.
Interviews must follow a standard format agreed beforehand by the Committee with
questions drafted and applied to all expertdemms called to interview. The indicative
timetable for these interviews must be given in the Request for Proposal.

55.57Consultantsmu s t be given at |l east 10 days’ advan
interview. If aConsultantis prevented from atteling an interview by force majeure, a
mutually convenient alternative date/time is arranged. I{Qbesultants unable to attend
on this second occasiaiheir proposalmay be eliminated.

55.580n completion of the interviews, and without modifying eithe® tomposition or the
weighting of the criteria laid down in the technical evaluation grid, Ealuation
Committee decides whether it is necessary to adjust the scores of the experts who have
been interviewed. Any adjustments must be substantiated.rdbedure must be recorded
in the evaluation report.

55.590nce theEvaluation Committee has established each techngal o p cavemage ssore
(the mathematical average of the final scores awarded by each voting member), any

proposalfalling short of the80-points threshold is automatically rejected. If paposal
achieves30 points or more, the tender procedure is cancelled.

55.600ut of theproposalgeaching thé0-point threshold, the best technigabposalis awarded
100 points. The others receive pointkakated using the following formula:

55.61Technical score = (final score of the technipadposalin question/final score of the best
technicalproposal x 100.

Specimen Tender Evaluation Summary:

Part 1: Technical Evaluation

Maxmum ConsultantL | Consultan® | ConsultanB
possible
Evaluator A 100 56 82 84
Evaluator B 100 62 83 82
Evaluator C 100 60 82 91
Total 300 174 254 257
Average score 178/3=59.33| 247/3=82.33| 257/3=85.67
(mathematical average
Technical score (actual
, . . - 82.33/85.67 X
ggglr escore/hlghest final Eliminated 100=96.10 100
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* Only Consultantswith average score of at least §0ints qualify for the financial
evaluation.

Evaluation of Financial Proposal

55.62Upon completion of the technical evaluation, the envelopes containindinduecial
proposaldor Consultantghat were not eliminated (i.e. those that scored an average score
of 80 points or more) are opened and all the originals of these fingm@pbsalsare
initialled by theChairpersorand theSecretaryf the EvaluatiorCommittee.

55.63The Evaluation Committee has to ensure that the finapecglosalsatisfies all formal
requirements.

55.64A financial proposalnot meeting these requirements may be rejected. Any rejection on
these grounds must be fully justified in the EvaliaiReport.

55.65The Evaluation Committee checks that the finangabposalscontain no obvious
arithmetical errors. Any obvious arithmetical errors are corrected without penalty to the
Consultant.

55.66The envelopes containing the financ@abposalsof rejectedConsultantsfollowing the
technical evaluation must remain unopened antketzned They must be archived by the
CARICOM Secretariatogether with the other tender procedure documents.

55.67The total contract value comprises the fees (including employrdet¢d overheadsgnd
the incidental expenditure, lurgums (if applicable). This total contract value is compared
with the maximum budget available for the contr&bposalsexceeding the maximum
budget allocated for the contract are eliminated.

55.68The Bvaluation Committee then proceeds with the financial comparison of the fees and
lump-sumsamongthe different financial offersThe provision for incidental expendituis
excluded from the comparison of the financial offers as they are specifiedRiFhe

Abnormally Low Proposals

55.69The CARICOM Secretariatmay reject Proposalsthat appear to be abnormally low in
relation to services concerned. However rejection on that ground alone is not automatic.

55.70The concernedConsultant must be requested in writing, to provide details of the
constituent elements of theiProposal notably those relating to compliance with
employment protection legislation and working conditions in the location of the contract,
such as the service provision process, the technit#ists chosen or any exceptionally
favourable condition available to th@onsultantthe originality of théProposal In view of
the evidence provided by ti@onsultantthe CARICOM Secretariat will decide on whether
to reject theProposalor not. The decision and its justification must be recorded in the
EvaluationReport.
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55.71The Proposalwith the lowest total fees+lumpsums receives 100 points. The others are

awarded points by means of the following formula:

55.72Financial scorelowest total fees+lumpsns/total fees+lumpsums of the tender being

considered) x 100.

SpecimerEvaluation Summary:

Part 2 - Financial Evaluation *

Maximum
possible Consultantl | Consultan® ConsultanB
score
Total fees EC$750,00 EC$900,000
Financial score -
(lowest total fees+ Eglrg\?v?fd
lumpsums/actual g =750,000/900,00(
total technica 100 x 100=83.33
fees+lumpsums x evaluation .
100)

*

The Evaluation Committee's conclusions

66.76 The best value for money is established by weighing technical quality gageon an

80/20 basis. This is done by multiplying:

- the scores awarded to the technfmaposaldy 0.80

- the scores awarded to the finaalgroposaldy 0.20

Specimen Tender Evaluation Summary:

Part 3: Composite Evaluation

Module Two: Hiring Consuétnts
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'V'ax'”.‘“m Constutant 1 Consultan ConsultanB
possible
Technical 80 - 96.10x0.80=76.84 100 x 0.80=80
score x .80 Eliminated
Financial scorg following _ 83.33 x
x .20 20 technical 100 x 0.20=20 0.20=16.67
Overall score 100 evaluation 96.88 96.67
Final ranking 1 2
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66.77The resllting, weighted, technical and financial scores are then added together to find the
Proposalwith the highest score, i.e. the best value for money. It is essential to make the
calculations strictly according to the above instructions. The Evaluation CGtmaisi
recommendation shall be to award the contract té’tbposahchieving the highest overall
score on the condition that the documentary evidence submitted Bottseiltantfor the
exclusion and selection criteria are verified and accepted.

66.78Where wo (2) Proposalsare acknowledged to be equivalent on the basis of the final score,
preference is given:

(a) to theConsultanbf a CARICOM Member State; or
(b) if there is no sucRroposal to theConsultantvho:

- offers the best possible use oé ghhysical and human resources of CARICOM,;

- offers the greatest subcontracting possibilities to CARICOM firms or natural
persons; or

- is a consortium of natural persons and firms from CARICOM Member States

66.79 As a result of its deliberations, the Evaluat@ommittee may make any of the following
recommendations:

1 Award the contract to th€onsultanwhich has submitted Rroposal

- which complies with the formal requirements and the eligibility rules;

- whose total budget is within the maximum budget alsbéléor the project;

- which meets the minimum technical requirements specified iREfand

- which is the best value for money (satisfying all of the above conditions).
9 Cancel the tender procedufeee points 30 to 35)

66.80 The Evaluation Committe€haimpersonwill prepare theEvaluation Report using the
template inAnnex B17d. The Evaluation Report will be submitted to th®eputy
SecretaryGeneral. ThiReport incorporates both the technical and financial components
of the evaluation, and as suéh ahighly sensitiveReport whose confidentiality must be
respected. Thereport will be filed as an integral part of the management of the
study/project A copy of all documentation related to thelectionand hiring of
Consultantfundedby a specificIDP will also be placed in the relevant file for audit
purposes.

66.81 References given bgonsultantsshall be contacted. They are a valuable source of
information about the quality, thoroughness and reliability with which previous work was
performed. However, ithould be recognised that it is unlikely th@bnsultantswill
volunteer other than their best references. Accordingly, a more representative mix of
experience will be achieved if th€onsultantsare requested to supply a list of all
organisations served the study area over a defined time period, e.g. the last two years.
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Notification of Award

67.1

67.2

67.3

67.4

67.5

Once theEvaluation Report is approvedthe Programme Manager, Administrative
Services will prepare and issue a letter advising the succ€xsfalltantof the degsion
within fifteen (15) days of approval. The Consultant will be advised that a response must
be received by the CARICOM Secretariat within thirty days of notification of the award.
The notificationletter (AnnexB18) to the successfulonsultanimplies that the validity

of the successfiProposals automatically extended for a periodsofty (60) days.

At the same timgthe secondankedConsultanwill be informed about theesult (Annex
B19). The CARICOM Secretariat reserves the right to semb#fication of award to the
secondrankedConsultantin case of inability to sign the contract with the first ranked
Consultant The validity of the seconthnkedProposalwill, therefore be kept andts
validity will only be extendedor a periodof sixty (60) days in case of notification of
award.

The CARICOM Secretariat will, at the same time, also inform the remai@imgsultants
(Annex A21) of the outcome of the tender procedufée consequence of these letters
will be that the validity of theiProposalsmust not be retained. In case of regsdest

further informatiorreceivedirom theunsuccessfuConsultantsany information which is

not confidential may be disclosed to them. An example may be comments regarding their
strengths and weaknessas this may assist them to be successful in future tenders.

As soon as the contract is signed by the succeGsigultantthe CARICOM Secretariat
must inform the secor@nkedConsultanthattheywill not be awarded the contract.

Availability of key experts and proposed replacements

68.1

68.2

68.3

In the notification of awardthe CARICOM Secretariat requests the successful
Consultantto confirm the availability/unavailability of the key experts witliive (5)
days of the date of the notification letter. As demthin the Statement of Exclusivity and
Availability, should a key expert receive a confirmed engagerhefghe must accept the
first engagementvhich is offered chronologically.

Should any of the key experts be unavailatiie successfuConsultantwill be allowed
to propose a replacement expert. The succe€xiukultantshall give due justification
for the exchange of expert. TIBARICOM Secretariat will verify that the replacement
expert is equivalent to the one being repladembed on the evaluanh criteria. The
CARICOM Secretariat may consult the originalvaluation Committee and may
interview one or more replacement experts by videoconferentsdephone. It shall be
emphasied that the minimum requirements for each evaluation criteria musebéy
the replacement expert.]

The maximum time limit for proposing a replacement should be wiiftéen (15) days

of the date of the notification letter. Only one tHmeriod to propose replacements will

be offered to the successfdbnsultantin which they may, if possible, propose several
expertsfor replacement of the same position. [The replacement expert cannot be one
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presented in &roposalfrom an unsuccessfuConsultantparticipating in the same
tender.] TheCARICOM Secretariat may choose een these proposaeplacement
experts If the CARICOM Secretariat accepts the proposed replacem#rscontract
shall contain the justification for the approval.

If no replacement expert is proposed or if the proposed replacement expert doetheot, at
minimum, satisfy the requirements of the evaluation criteria, JARICOM Secretariat
will decide either to award the contract to the seqamétedConsultanialso giving them a
chance to replace an expert in case of unavailabitityp cancel théenderprocedure.

Contract Procedures

69.1

69.2

69.3

69.4

69.5

69.6

69.7

The Contract will define the scope of work to be performed, the expected outputs and
results of the work, the timeframe within which the work will be completed, the
Consultant's responsibilities and the terms andlitions of payment. It identifies all of the
Consultant's personnel to be employed on the project/study and their daily charge out rate.
(The total contract amount may be based on an estimate of consulting days at an approved
daily rate for each of the signed personnel.)

Once the Consultant haxcepted the awardhe Programme ManageAdministrative
Serviceswill prepare a draft Contract (using a Pro Forma already approved by the
CARICOM Secretariat's Leg&rogramme(AnnexB11), includingthe TOR.

The Programme Manager, Administrative Servigkgll submit to the LegdProgramme

for review and vetting, thdraft contract, supported by all relevant documentaiimmtuding
confirmation from the DirectoFinance that funds are available. The Ldgalgrammewill

review the draft Contract to ensure all necessary clauses, understandings, terms and
conditions have been correctly included, and return to the Programme Manager
Administrative Servicesor follow up with the selected Consultant.

The Programme Manager Administrative Servicesvill send the final draft copy of the
Contract to the Consultant for review and acceptance wikhity (30) days Omissions
and/or disagreements will be sorted out and corregttin this periodand once agreed,
the Contract will be returned to the Ledalbe finalisedor signature by the parties.

Five (5) copies of theContractwill be forwarded to the Deput$ecretaryGeneralfor
signatureon behalf of thaCARICOM Secretariaind then tdhe Consultant for sigmare.

Within twenty @0) days of receipt of the contract already signed by GARICOM
Secretarigtthe selectedConsultantshall sign and date the contract and return it to the
CARICOM Secretariat

Failure of the selecte@Gonsultanto comply with thisrequirement may constitute grounds

for annulling the decision to award the contract. In this event, the CARICOM Secretariat
may award theontractto anotherConsultanor cancel the tender procedure.
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69.8 An original of the signed Contract will betainedby the Consultant and the fo(4),
signed copies returned to the CARICOM Secretariat to be distributedhe Legal
Programme,the Programme ManageAdministrative Service for completion of the
procurement filethe relevant Project Managandthe FinanceProgramme

Publication of Award

70.1 Within one (1) weelof execution othe contractanotification of award will be published
ontheCARI COM Secretariat’s Web Site

Obligations of the CARICOM Secretariat

72.1 The CARICOM Secretariat will determine verlear and precis@ ORs and/or FEPs The
CARICOM Secretariat will be responsible for the preparation of the Contract

72.2 The CARICOM Secretariat will supply the Consultant as soon as possible with any
information and/or documentation at its disposal, which beagelevant to the performance
of the Contract. Such documents will be returned to the CARICOM Secretariat at the
completion of the Services.

72.3 The CARICOM Secretariat will as far as possible provide the Consultant with any
assistance in obtaining inforn@at relevant to the Contract that the latter may reasonably
requesin order to perform the Contract.

72.4 The CARICOM Secretariat will issue to its officials, agents and representatives all such
instructions as may be necessary or appropriate to facilitetgoribmpt and effective
implementation of the Services.

72.5 The CARICOM Secretariat will manage the efficient and effective completion of the
study/project.

Obligations of theConsultants

73.1 The Consultant will respect and abide by all laws and regulatiommsda in the country of
the CARICOM Secretariat and will ensure that her/his personnel, their dependants and
local employees also respect and abide by all such laws and regulations. The Consultant
will indemnify the CARICOM Secretariat against any claimd groceedings arising from
any infringement of such laws and regulations by the Consultant, her/his employees and the
dependents

73.2 The Consultant willexecute the contracvith due care, efficiency and diligence, in
accordance with the best professionagtices and in compliance with the Terms and
Conditions, thelf OR and instructions of thBrojectManager (or delegate).

73.3 The Consultant will comply with all reasonable administrative orders given byrtject
Manager.
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73.4 The Consultant will treat all doclents and information received in connection with the
Contract as private and confidential, and will not, save in so far as may be necessary for the
purposes of the performance thereof, publish or disclose any particulars of the Contract
without the prior onsent in writing of the CARICOM Secretariat. If any disagreement
arises as to the necessity for any publication or disclosure for the purpose of the Contract,
the decision of the CARICOM Secretariat will be final.

73.5 The Consultant will at all times act byally and impartially and as an adviser to the
CARICOM Secretariat in accordance with the rules and/or code of conduitteiof
professionas well as with appropriate discretion. The Consultaititin particular, refrain
from making any public statemisnconcerning the Project without the prior approval of
the CARICOM Secretariat, and from engaging in any activity which conflicts téln
obligations towards the CARICOM Secretariat under the Contract. The Consultant will not
commit the CARICOM Secratiat in any way whatsoever without its prior consent in
writing, and will, where appropriate, make this obligation clear to third parties.

73.6 The Consultant will ensure that, in no circumstances, does a conflict of interest arise either
in the Consultant'selationship with theCARICOM Secretariat or in the Consultant's
dealings or influence in the particular study/project being undertaken. If such a situation
exists, the Consultant must advise tBARICOM Secretariat as soon as possible. If the
Consultant $ in doubt as to whether a conflict of interest situation exists, the Consultant
must advise theCARICOM Secretariat of this doubt. Upon hearing the facts, the
CARICOM Secretariat will determiwhether or not a conflict afiterest exists and deal
with the situation accordingly.

73.7 The Consultant will sign a statement declaring that under no circumstances will a cbnflict
interest exist.

73.8 The Consultant will refrain from any relationship, which would comprontiseir
independence or that tfieir staff. If the Consultant fails to maintain such independence,
the CARICOM Secretariat may, without prejudice to compensation for any damage, which
they may have suffered on this account, terminate the Contract forthwith, without giving
formal notice thereof.

73.9 The nsultant will prepare all specifications and designs using accepted and generally
recognised systems acceptable to the CARICOM Secretariat and taking into account the
latest design criteria.

73.10The Consultant will ensure that the specifications and desigdsall documentation
relating to procurement of goods and services for the Project are prepared on an impartial
basis so as to promote competitive tendering.

73.11The engagement by the CARICOM Secretariat of the Consultant will be based on the
understandinghiat the Consultant artbeir personnel are in good health and are not subject
to any disability, which may interfere with the performance of the services. The CARICOM
Secretariat may request the Consultant performing the servideaveo their personnel
undergo a medical examination by a qualified medical practitioner before lethairg
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usual place of residence and will as soon as is practicable furnish the CARICOM
Secretariat with the medical report resulting therefrom.

73.12For the duration of the Contradche Consultant will obtain medical, travel, accident and
other insurance deemed necessary under the Contract. Except as may be specified in the
Contract, the CARICOM Secretariat will be under no liability in respect of the medical
expenses of the Consaittt.

73.13The Consultant will undertakieill responsibility for any taxation obligations while in the
country.

73.14All reports and data such as maps, diagrams, drawings, specifications, plans, statistics,
calculations and supporting records or materials acquaaapiled or prepared by the
Consultant in the performance of the Contract will be confidential and will be the absolute
property of the CARICOM Secretariat. Upon completion of the Contract, the Consultant
will, deliver all such documents and data to th@RBCOM Secretariat. The Consultant
may retaincopies of such documents and data, but will not use them for purposes outside of
her/his Contractvithout prior written approval of the CARICOM Secretariat.

Performance/Supervision of Contract

74.1 Once the Contrads signed, the Pject Manager will fix a mutually acceptable date and
time for the commencement of the study/project. This date will facilitate any dates by
which the study/project must be completed or milestone dates.

74.2 The performance of work will baniaccordance with the Terms of the Contract project
plan, and will be supervised by the faat Manager (or delegate) in accordance vetty
mutually agreed methodology.

74.3 Once a contract is approved, any additional expenditure must receive the apprbeal
Deputy Secretargeneral, and only within the threshold of the procurement procedure
being exceeded.

74.4 Should the needrisefor any amendment to the contract (e.g. change in scope, tioaisig,
etc.), the Project Manager will receive the concuoerof the relevant DirectdkSG on
such amendment or variations and their implicatiomsce written agreement of such
amendments or variations is received from the Consuldiotmal request will be sent by
the Project Manager, through the DirecA®G to the Deputy SecretaryGeneral for
approval.

Provision and Replacementof Experts

75.1 Where the tender procedure involves the provision of experts, the contractor is expected to
provide the experts specified in the tender. The key experts, to be prdwdéue
contractor, must be identified and named in the contract.
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75.2 The EvaluationCommittee may recommend thaCansultantbe excluded from the tender
procedure if thiConsultant anfdr proposed experts deliberately conceal the fact that all or
some of he team proposed in thesubmissionare unavailable from the date specified in
the RFPfor the start of the assignment, or if it can be established thatdmsultanthas
proposed names of experts which in fact had not given their consent to participate

75.3 During the implementation of a contract, where an expert has to be replaced, the
replacement must possess at least equivalent qualificatiorsxpadence and the fee/rate
may in no circumstances exceed that of the expert replaced. Whé&erbatanis unable
to provide a replacement possessing equivalent qualifications and/or experience, the
CARICOM Secretariat may either terminate the contract, if it considers that its
performance is jeopardised, or, if it considers that this is not the caset dceep
replacement , in which case the | atter’s ffee
proper level of remuneration.

75.4 Any additional expenses resulting from the replacement of experts are borne by the
Consultanexcept in the case of replacemesdulting from death or where tiRARICOM
Secretariat requests a replacement not provided for by the contract.

75.5 Where an expert is not replaced immediately and some time elapses before the new expert
takes up his functions, theARICOM Secretariat may asthe Consultantto assign a
temporary expert to the project pending the
bridge the gap. Whatever the case may be, the Secretariat will make no payment for the
period of absence of the expert or his replacemédrgther temporary or permanent.

Financial Arrangements

76.1 At the request of the Consultant, the payment terms may provide for an advance payment
of fees, or for mobiliation or starup expenses. The advance should not exteenty per
cent @0%) of the consultancy fee unless there is justification for the payment of a larger
percentage, in which caghge ProjectManager must first seek and obtain written approval
from the DeputySecretaryGeneral. The advance may be paid witfdarteen (4) days
after he signing of the Contract.

76.2 With respect to airfares amuer diemallowances, advance payment may be made to the
Consultant or the Consultant may use his/her own resources and be refunded the allowable
expenses. However, in both cases, the Consultartshedquired to submit the original air
ticket stub and boarding pass/hotel bill as satisfactory evidence of the length of stay in the
particular country.

76.3 If the Contract is prematurely terminated, that portion of the advance still considered
outstandingn reference to the value of work completed to the date of termination will be re
paidby the Consultant.
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76.4 Thequantum and frequency of work in progress payments will be made to the Corisultant
accordance with the payment terms specified in the Ganifhese will be based on work
done to the satisfaction of tf@ARICOM Secretariat and accepted to date at the daily or
pro-rata monthly approved rate of payment.

76.5 The cumulative amount of the progress payments will not exceed 90% of the value of the
Contact, since the remainirtgn per centl0%) will be withheld as retention to be paid on
satisfactory conclusion of the assignment.

76.6 For each payment, the Consultant will send to thgeBrdManager(or delegate) three
copies of a written request for paymer legal invoice, stating clearly the period of work
being charged for, the number of consulting days or consulting hours being charged, the
Consultantsvho spent this time and the work performed. This request or invoice will be
supported by an itemiseslatement (if necessary) and receipts, invoices, vouchers and other
supporting documentation.

76.7 The Prgect Manager (or delegate) will receive the invoice and check the details against the
work done to date and what was budgeted to be completed to date s@iisfactory, the
Prgect Manager will recommend approval of payment; retain one copy for the
study/project management file and, within two (2) working days of receipt of the invoice,
forward one copy to thEARICOM Secretariat's Finanderogrammelf unsatisfactory, the
Prgect Manager will resolve with the Consultant. The Diredd®@G will approve the
payment.

76.8 The Financd’rogrammaewill process for payment within three (3) working days of receipt,
and update the study/project financial statement. FireenceProgrammewill issue the
payment cheque to the Consultant. One copy ofdti@icate transmittal of the payment
will be sent to the Pject Manager for verification thgiayment was made.

76.9 On satisfactory completion of the study/project, the Cdastlwill send to the Pject
Manager (or delegate) an invoice for the retention amount. ThecPiManager will
recommend approval of payment and forward toRimanceProgrammefor payment and
updating the financial records. The Direck8G will approve the payment.

76.10A note on the performance @onsultantsshall be prepared by the Rrot Manager in
consultation with the Project Leader and approved by the Direc&®@rfor inclusion in
theConsul t ant '"CARIGOMISe& cir et & h e at Cossultants foraflttaes e o f
reference.

Terms and Conditions fo€onsultants

77.1 The individualConsul t ant’'s remuneration includes (i
services rendered; and (ii) the expenses incurred by virtue of rendering said services.
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Criteria to Determine Fees

78.1 The Human Resource Management -Bubgramme, during the conduct of its periodic
salary survey of comparative organisations, will include in its data gathering, information
on the range of professional fees being charged by vadategories ofConsultants
Thereafter, a specific range of fees will be inserted in this Manual.

78.2 In determining the fees to be paille following will normally be taken into account:

(i) Duration of the Contract: A shergrm contract means a term not eedig Six
months. A mediunterm contract would usually cover a period of six to eigh{éen
18) months. Generally more is paid per hour or per day when the contract is of short
duration. The sam€onsultant may possibly receive a lesser payment per degy if
or his contract is significantly longer. In the case of stewrnh contracts, generally
theConsul tant’' s fees ardaywgeki d on the basi s

(i)  Complexity of the work to be carried out.

(i) Consultant’s speci al i s d&ithjdoento theil demanére ar e s p
currently better paid than others, for exampiéormation Technology.

(iv) Professional experience: There is a direct relationship betweeatéhéorfees and
the professional experience.

(v) Form of Contract:
» whether a fixegrice contract (usually against a payment for seryice)

+ or a fixed rate contract for an established period of time, which can li®per
per day or per month.

Other Terms and Conditions
The following terms and conditions may also apply as apprepriat

79.1 First appointment expenses: Airfares and applicpblediemfor round trip for consultant
and, in cases where the consultancy has a duration of more than six months, fawap to
(2) dependents

79.2 Installation allowance payable @onsultantscontraced for more tharsix (6) months.
Thirty (30) daysper diemfor Consultant@and 15 days for each eligibdiependent

79.3 Repatriation expenses: Same as at first appointment.

79.4 Leave: One day per month for consultant with contract for more shaif6) months.
Consultant with contract for less thaix (6) months not eligible. No payment will be made
for unused leaveConsultantare not eligible for paid sick leave.
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Insurance:Consultantscontracted for more thasix (6) months may be reimbursed for
insurance ®penses up to US$250 per month @onsultantswith dependants and up to
US$150 per month for those without.

Per diem Payable to alConsultantsequired to travel inside or outside their duty country.
Rate will be reduced teixty per cent §0%) of original amount afteninety (90)days of
continuous service within any one country.

Method of payment: In cases of shtetm contracts, fees are usually calculated on the
basis of 5 working days per week. In cases of hourly, daily and monthly contracts, the
Consultant is not compensated for travel time (round trip to duty station)

Last payment/retention amount of a minimumesf per centl(0%) of fees.

Breach of Contract and Termination

80.1

80.2

80.3

Either party commits a Breach of Contract where the party faitischarge any of the
obligations under the Contract. Where a Breach of Contract occurs, the party injured by the
breach will be entitled to the following remedies:

() Damages; and/or
(i)  Termination of the Contract.

Where the CARICOM Secretariat is entitledd@mmages, ishalldeduct such damages from
any sums due to the Consultant or from the appropriate guarantee. Where the Consultant is
entitled to damages, this will be in accordance with the terms of contract.

The CARICOM Secretariashall after giving seen (7) days' notice to the Consultant,
terminate the Contract in any of the following cases where:

(i) The Consultant fails to carry out the services substantially in accordance with the
Contract;

(i)  The Consultant fails to comply within a reasonable timi wie notice given by the
Prgect Manager requiring her/him to make good the neglect or failure to perform
her/his obligations under the Contract which seriously affect the proper and timely
performance of the services;

(i) The Consultant refuses or negletdscarry out administrative orders given by the
Prgect Manager;

(iv) The Consultant assigns the Contract or-soiiiracts without the authorisation of the
CARICOM Secretariat;
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(v) The Consultant becomes bankrupt or insolvent, or has a receiving order madé again
her/him, or compounds with her/his creditors, or carries on business under a receiver,
trustee or merger for the benefit of her/his creditors, or goes into liquidation;

80.4 Any adverse final judgement is made in respect of an offence affecting the yadssi
conduct of the Consultant;

80.5 Any other legal disability hindering performance of the Contract occurs;

80.6 Any organisational modification occurs involving a change in the legal personality, nature
or control of the Consultant, unless such modificatiorapproved by the CARICOM
Secretariat.

80.7 The Consultant fails to maintain her/his independence.

80.8 The Consultant fails to provide the required guarantees or insurance, or if the person
providing the earlier guarantee or insurance is not able to abiderfyshcommitments.

80.9 Termination will be without prejudice to any other rights or powers under the Contract of
the CARICOM Secretariat and the Consultant

80.10Upon termination of the Contract or when the Consultant has received notice thereof, the
Consutant will take immediate steps to bring the services to a close in a prompt and
orderly manner and to reduce expenditure to a minimum.

80.11The Prgect Manager will, as soon as is possible after termination, certify the value of the
services and all suntkie to the Consultant as at the date of termination.

80.12The CARICOM Secretariat will not be obliged to make any further payments to the
Consultant until the services are completed, whereupon the CARICOM Secretariat will be
entitled to recover from th€onsultant the extra costs, if any, of completing the services, or
shall pay any balance due to the Consultant.

80.13Where the termination is not due to an act or omission of the Consultant, the Consultant
will be entitled to claim, in addition to sums owitgher/him for work already performed,
an indemnity for loss suffered.

80.14The Consultant may, after giving 14 days' notice to the CARICOM Secretariat, terminate
the Contract if the CARICOM Secretariat:

() Fails to pay the Consultant the approved amountsatue;

(i) Consistently fails to meet its obligations after repeated reminders; or

(i) Suspends the progress of the services or any part thereof for more than 90 days for
reasons not specified in the Contract or not due to the Consultant's default.
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Disqualification, Debarment and Suspension Gonsultants

81.1 A Consultant may be debarred or suspended from participating in consultancy services,
without liability to the CARICOM Secretariat, if it is found, at any time, that the
information submitted concerning their djtieations was deliberately false. Reot
Managers should promptly report any such findings, along with any evidence and the
reasons fortheir findings of falsification to the Programme Manag@&dministrative
Servicesin writing.

81.2 A consultant may beabarred or suspended from participating in consultancy services,
without liability to the CARICOM Secretariat, for reasons of poor performance, pursuant to
the contract documents. Reot Managers shall promptly report any such findings, along
with any evidence and the reasons for these findings to the Programme Manager
Administrative Services in writing.

81.3 Any Consultant, whether or nabey have submitted a bid, who attempts to gain any
advantage or concession fiemselvesor any other person, by offag to a member of
any Committee or officer of the CARICOM Secretariat, a gift of money or any other
favour, or approaches any member of Committees with respect to any matter that is before
the Committees, or that is expected to come before the Comnitiaéisbe subject to
disqualification and debarring from participating in consultancy services.

81.4 A list of such disqualified/debarred or suspendishsultantsshall be maintained and
published on th€ARICOMSecr et ari at’' s website.

Settlement of Dispus

82.1 The CARICOM Secretariat and the Consultant will make every effort to amicably settle
any dispute relating to the Contract, which may arise between them or betweerjgbe Pro
Manager and the Consultant.

82.2 If there is no amicable settlementtbé dispute, the parties will agree to settle the dispute
accordance with the arbitration provisions stipulated in the agreement.

AUTHORITIES AND RESPONSIBILITIES

83.1 The Prgect Manager is responsible for preparing a detailed project plan ottiom ateps
to be followed to implement the project.

832 The Prgect Manager is responsible for implementing the Action Plan, including
developingT OR for Consultants

83.3 For contractsup to EC$2,000the DeputySecretaryGeneral will approve the selon of
the Consultant on the recommendation of thgdetdanager and the concurrence of the
relevant Director oASG.
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834 For contractsover EC$32,000 the Deputy SecretaryGeneralor SecretaryGeneralwill
approve theselection of theconsultant folbwing the recommendation of an Evaluation
Committee, on the basis of an evaluation of the proposals in accordance with the
appropriate selection criteria.

835 The Prgect Manager will be authorised to commence the process for the contractual hiring
of the consultant. In cases where negotiations are involved, the Programme Manager will
enter negotiations and will be authorised to finalise arrangements with the most qualified
Consultant(s) in the context of limits set by the Evaluation Committee.

83.6 Once theConsultant has been selected and Terms and Conditigasd the Programme
Manager Administrative Servicesvill prepare a draft contract or letter of Agreement
(using a Pro Forma already approved by @#RICOM Secretariat's LegdProgramme
See Annexe Bla to B11j detailingthe TOR, Consultant's responsibilities, Terms and
Conditions. The Programme Manager will refer the draft to the LBgagrammefor
review.

83.7 The LegalProgrammewill certify the contract as being ready for signature.

839 The Prgect Manager will be responsible for interfacing with the Consultant to ensure
proper implementation.

83.10 The Prgect Manager will be responsible for monitoring work in progress and wilidid
accountable to th8ecretaryGeneral or his delegate for adgficiencies.

83.11 The Prgect Manager will be responsible for recommending approval of all payments
except the advance payment, which will be recommended by the Programme Manager,
Administrative Services

83.12 The appropriate Director will authorisdl payments.

83.13 The Finance Programmeill processhe necessary paymentsased on the provisions set
out in the procedures and in accordance with the terms of the contract.

83.14Where there is a breach of contract, termination will occur in aaposed with the
guidelines set out in the procedures.

83.15 Settlement of disputes will be in accordance with the mechanism stipulated in the
agreement.

83.16In the absence of theDeputy SecretaryGeneral, the Secretary-General will identify
the designatewho will have the authority and responsibility ofthis functionary in the
execution of the Procurement process
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MODULE THREE
PROCUREMENT OF GOODS/EQUIPMENT AND SERVICES

POLICY

1. Procurement is the process of acquisition of goods, equipment, and services. Goods and
equipment include: commodities, office equipment, furniture and fittings, office supplies and
computers etc. Services include: printing, conference support, informtachnology, security
and all maintenance services such as plumbing, carpentry, vehicle repairs, equipment repairs etc.
In addition, ®me technical equipment, e.g. computers, may include a maintenance, service and/or
training component.

2. The objectie ofinthe CARICOMSecr et ari at’s procurement pol i c)
in place to efficiently and effectively manage the procurement process. These systesftetill
prudent business practices and commitment to the principle of compiiitiieg for the issue of
Purchase Orders and award of supply contracts.

3. Where Development Partners have specific eligibility criteria and requirements for procuring
goods, equipment and related services, those shall be followed. Where Developmens Bartn
not have eligibility criteria and requirements, the provisions of this Manual shall apply.

4. Procurement of pharmaceutical products will be done specifically in accordance with
international pharmaceutical procurement guidelines as outlined in tdragancy guidelines
Operational Principles for Good Pharmaceutical Procurement.

5. This module does not govern the procurement of services provided by Consultants hired to
undertake studies or projects. Hiring of such Consultants is covered by Module Tivis of
Manual.

Principles and Standards Governing Procurement

6. The procurement process shall be governed by the principles of best value for money,
transparency, nondiscrimination, and equal treatment, not withstanding that regional
suppliers/contractorgither alone or in combination with international suppliers/contractors, are
preferred.

7. All procurement activitiesshall be carried out in a manner consistent with the highest
professional, ethical, moral and legal standards. In this regard, all stafbers involvedin
procurement of goods and services for the CARICOM Secretariat must:

. Place the interests of the Secretariat first in all transactions
. Carry out and conform to the Secretariat’s
. Buy without prejudice, seeking to obtanaximum value for each dollaf expenditure.
. Adhere to the CARICOMRules of Origin.
. Respect obligations required for the conduct of good business practices.
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8. The procurement process should be planned and implemented to ensure that:

8.1 Goods equipment andervices ar@rocuredas required on terms that are economically
favourable to th€ARICOM Secretariat.

8.2 Purchase Orders and procurement contracts are structured to promote efficient
administration at all levels.

8.3 All procurement activity is documentedammanner that will ensure adequate control for:

. the procurement requirements

. ensuring easy accessing of information
. identification and selection of vendors
. effective auditing.

8.4 All purchase requests are routed throughRhacurement SuBrogramme sthat persons
not vested with the delegated authority stated in this document are not involved in any
purchasing activities on behalf of the CARICOM Secretariat.

8.5 The CARICOM Secretariat is provided with a supply of necessary goods and services on a
timely bass, thereby increasing efficiency.

8.6 Products and services purchased meeOARICOM Secr et ari at’ s require
specifications.

8.7 Operating and capital expendituseptimised.
8.8 Penalty charges for late payments are avoided.

8.9 The best price, quity and delivery time available in the market placegoods, equipment
andservices are obtained.

Managing the Procurement Process

9. The Programme Manager, Administrative Services is responsible for managing the Procurement
Processwhich will be execute by the Procurement Sytsogramme and in this context prepares
an annual Procurement Plan. Tgaods equipment and services identified in the plan will, as far
as possible, be compatible in terms of product type, quality and-fard$onal usage. The
annual Procurement Plan shall be submitted to the DepatyetaryGeneral for approval and
subsequently published on the CARICOM Secretar

10. In the case of projects, identification of material and/or equipment must form part of the project
plaming phase to facilitate project costing, critical timing of procurement piaject
management. In addition, it must be compatible with existing material/equiameéfdr future
plans.
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11. All purchasing activities shall adhere to the following procurdrgale:

- Submission of InterndRequisitiorildentification and Definition of
Requirements

- Procurement Planning

- Value for Money Sourcing

- Order Approval

- Purchasing

- Receiving

- Inspection

- Monitoring and Hanebver Process

- Invoice Processing Asset/LiabilityeRording

- Payment

12. The Internal Requisition is completed by Programme Managers requesting the provision of goods
and services and forwarded to lRogramme ManageAdministrative Services for action.

13. If the Internal Requisition requests an item, whicinistores, this will be supplied on a timely
basis fromthe Storeslf the item is not in stock, or if the request is for a service, which has to be
procured, the Procurement SBimgramme will initiate the process of procurement and so inform
the requeshg programme.

14. The Procurement SdProgramme will initiate the procurement process by preparing the
Materials/Service Requisition (MSR) form in triplicate indicating, inter alia, a detailed
description and specification of the item/service required, gyamost centre and account
number, reasons for the expenditure and an estimated price, the Prograaimmesubmittedhe
request, the date required, the date of the MSR and item number, if any.

15. All procurement activity must be undertaken in keeping \lith requirements set out in this
Module. Any variation from the procedures laid out herein must be approved by the Deputy
SecretaryGeneralbor theSecretaryGeneral.

Eligibility

16. To foster competition, the Secretariat permits Suppliers and Contraatarsafl countries to
tenderfor Supplies and Services. Any conditions for participation shall be limited to those that
are essential to ensure the Suppli€sntractorscapability to fulfill the contract in question.

Exclusion criteria

17.Exclusion criteria applicable for participation in procurement procedures

17.1 Suppliers/Contractors will be excluded from participation in procurement
procedures if:

(&) They are bankrupt or being wound up, are having their affairs administered by the
courts, haveentered into an arrangement with creditors, have suspended business
activities, are the subject of proceedings concerning those matters, or are in any
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(b)

(c)

(d)

(e)

(f)
(9)

(h)
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analogous situation arising from a similar procedure provided for in national
legislation or regulations

They, or persons having powers of representation, decision making or control over
them, have been convicted of an offence concerning their professional conduct by a
judgment of a competent authority of a Member State which has the fores of
judicata (i.e. against which no appeal is possible);

They have been guilty of grave professional misconduct proven by any means
which the CARICOM Secretariat can justify;

They are not in compliance with their obligations relating to the paymesuodil
security contributions or the payment of taxes in accordance with the legal
provisions of the country in which they are established or with those of the country
of the CARICOM Secretariat or those of the country where the contract is to be
performe;

They or persons having powers of representation, decision making or control over
them, have been the subject of a judgment which has the foree pfdicatafor

fraud, corruption, involvement in a criminal organisation, money laundering or any
other illegal activity, where such an illegal activity is detrimental to the
Secretariat’s financi al i nterest s;

They are currently subject to an administrative penalty

Points (b) and (e) do not apply when the Suppliers/Contractors can deatenst

that adequate measures have been adopted against the persons having powers of
representation, decision making or control over themo are subject to the
judgement referred to in points (b) or (e).

Points (a), (c) and (d) do not apply if dubstified by the CARICOM Secretariat

in negotiated procedures where it is indispensable to award the contract to a
particular entity for technical or artistic reasons, or for reasons connected with the
protection of exclusive rights.
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18. Exclusion criteria applicable during the procurement procedure:

18.1

Contracts may not be awarded3oppliers/Contractonsho, during the procurement

procedurdor Restricted and Open tendesse:

18.2

18.3

18.4

18.5

18.6

18.7

Page /3

® subjed to a conflict of interest;

(i)  are guilty of misrepreséation in supplying the information required by the
CARICOM Secretariat as a condition of participation in the contract procedure or
fail to supply this information;

(i)  find themselves in one of the exclusion situations for the procurement procedure.

For contracts exceeding E&#0,000, theSuppliers/Contractormust sign a declaration
that they are not in any of the exclusion situations cited in Clauses 17 and 18.

Information on the ownership/management, control and power of representatian of th
entity and a certification that they do not fall into the relevant exclusion situations must
be provided where specifically requested by the CARICOM Secretariat. This may be the
case where there are doubts about tBeppliers/Contractorssituation and in
consideration of the national legislation of the country in wihely areestablished.

Following the notification of award, theuppliers/Contractor® whom the contract is to

be awarded must supply evidence that they do not fall into the exclusiaticsis,

unless such evidence has already been submitted earlier in the procurement procedure. In
Open Tendering, these supporting documents must be sent together with the tender and
verified and checked by the CARICOM Secretariat before signature ebtiieact with

the succesiul Suppliers/Contractordn addition, theSuppliers/Contractorsust certify

that the situation has not altered since the date of issue of the evidence.

As regards subcontracmwhere specifically requested by the CARICOM Stxiat,

the successfulSupplier/Contractormust submit a declaration from the intended
subcontractor, and/or documentary evidence that the subcontractor is not in one of the
exclusion situations.

For procurement contracts with a value of less than then Ommdering threshold
(EC$00000.), the CARICOM Secretariat may waive the obligation to submit
documentary evidence, depending on its risk assessment. Furthermore, a waiver may be
granted where documentary evidence has been submitted in the past(i&pmenths

to the CARICOM Secretariat for another procedure, provided that this evidence is still
valid. In all cases evidence may still be required in case of doubt.

As satisfactory evidence that tisippliers/Contractorare not in one of the situations
described in a), (b) or (e) of articl§ {Exclusion criteria applicable for participation in
procurement procedures), the CARICOM Secretariat will accept a recent extract from the
judicial record or, failing that, a recent equivalent document issued jogical or
administrative authority in the country of origin or provenance showing that the
requirements are satisfied. For @)article 17 The CARICOM Secretariat will accept a
recent certificate issued by the competent authority of the State comce®vhere no
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such document or certificate is issued in the country concerned and for the other
exclusion criteria listed above, it may be replaced by a sworn/solemn statement made
before a judicial or administrative authority, a notary or a qualified wigfesl body in

the country of origin or provenance.

18.8 The documents may be originals or copies; however, originals must be made available to
the CARICOM Secretariat upon request. The date of issuing of the documents provided
must be no earlier than one ydagfore the date of submission of the tender. If the
supporting documents are not written in English, an English translation must be attached.

18.9 Before excluding &upplier/Contractofrom a procurement procedure, principles such as
the right of defence angroportionality must be considered. To that end, unless the
evidence is such that no further investigation is necessary (for example in case of a
judgement of a competent authority of a Member State which has the fores of
judicata), an adversarial precdure with theSupplier/Contractoshouldensue.

Conflict of Interest

19. Suppliers/Contractorshall provide professional, objective, and impartial adeicé serviceand
at all times hold th€ ARICOMSecr et ari at’ s inter est stioppfarr a mo u n |
future work, and that in providingervices anddvice they avoid conflicts with other assignments
and their own interestsSuppliers/Contractorshall not becontractedto provide serviceshat
would be in conflict with their prior or currenbbigations to other clients, or that may place them
in a position of being unable tprovide the servicesnithe best interest of the CARICOM
Secretariat.

20. A conflict of interest occurs when the impartial and objective exercise of the functions of the
CARICOM Secretariat, or observance of the principles of competition;disanmination
against or equality of treatment Suppliers/Contractoris compromised for reasons involving
family, emotional life, political or national affinity, and economic ingtre

21. A conflict of interest may arise where, for instance, a member of the Evaluation Committee or
someone in the CARICOM Secretariat or others involved in the procedure grant themselves, or
others, unjustified direct or indirect advantages by influendimg outcome, or allow a
Supplier/Contractoto obtain information leading to an unfair advantage in subsequent or related
procedures.

22. For instance, anguppliefContractorinvolved in preparing a project (e.g. drafting thecHical
Requiremenfsmust, as a rule, be excluded from tendering for services that are based on those
preparations, unless they can prove to the CARICOM Secretariat that their initial involvement
does not constitute unfair competition.

23. Suppliers/Contractorshat have a conflict ofnterest in relation to a particular contract are
excluded from this contract award. The grounds for exclusion must be considered case by case.
Any automatic exclusion deprives tl&ippliers/Contractorsf the right to present supporting
evidence which nght remove all suspicion of a conflict of interest.
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24. Where a potential conflict of interest might occur with regard t@ang contracts, measures
must be adopted to prevent such a conflict, including cancelling the contract if necessary.

Unfair Competitive Advantage

25. Fairness and transparency in the selection process requirSuppliers/Contractorsr their
affiliates competing for a specific assignment do not derive a competitive advantage from having
provided services related to thentractin question. To that end, tH@ARICOM Secretariat shall
make available to abuppliers/Contractorsogether with thénvitation to Tenderall information
that would in that respect giguppliers/Contractora competitive advantage.

Ethics Clauses / Coruptive Practices

26. Any attempt by aSupplier/Contractoto obtain confidential information, enter into unlawful
agreements with competitors or influence the Evaluation Committee or the CARICOM
Secretariat during the process of examining, clarifying, evaiand comparing tenders will
lead to the rejection of its tender and may result in administrative penalties.

27. The tenderer must not be affected by any conflict of interest and must have no equivalent relation
in that respect with other tenderers or parinvolved in the project.

28. The CARICOM Secretariat reserves the right to suspend or cancel the tender procedure if corrupt
practices of any kind are discovered at any stage of the award process or during the execution of a
contract. For the purposes dft s provi si on, ‘corrupt practice:
gratuity or commission to any person as an inducement or reward for performing or refraining
from any act relating to the award of a contract or execution of a contract already concluded.

29. Tenders will be rejected or contracts terminated if it emerges that the award or execution of a
contract has given rise to unusual commercial expenses. Such unusual commercial expenses are
commissions not mentioned in the main contract or not stemming drgmoperly concluded
contract referring to the main contract, commissions not paid in return for any actual and
legitimate service, commissions remitted to a tax haven, commissions paid to a payee who is not
clearly identified, or commissions paid to amqmany which has every appearance of being a front
company.

30. Suppliers/Contractorfound to have paid unusual commercial expenses on projects funded by
The CARICOM Secretariat afimble, depending on the seriousness of the facts observed, to have
their contacts terminated or to be permanently excluded from CARIC3@ktetariat projects.

31. The CARICOM Secretariat reserves the right to suspend or cad@ideprocedure, where the
procedure proves to have been subject to substantial errors, irregularfti@sdonf substantial
errors, irregularities or fraud are discovered after the award of the Contract, the CARICOM
Secretariat may refrain from concluding the Contract.
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Complaints to the CARICOM Secretariat

32. Suppliers/Contractoriselieving that they havbeen harmed by an error or irregularity during the
selection or award process may file a complaint in accordance with the procedure set out below:

(i)

(ii)

(i)

(iv)

v)

(vi)

(vii)

(vii)

(ix)

A Supplier/Contractormay appeal in writing to the Deput$ecretaryGeneral or
designate within fourteeri4) days of receipt of a decision not to award a contract.

Specific information must be supplied by the appellant detailing and explaining how the
appellant considers that the grounds for appeal arise. All supporting documentation
should be provided witthe appeal application.

Matters that are deemed to be frivolous will not be reviewed.

The DeputySecretaryGeneral will appoint a committee, the Procurement Review Panel,
of no less than three persons to consider the specific appeal.

The Deputy Secretg-General will ensure that there is no conflict of interest in the
membership of the committee by selecting members who are in no way related to the
procurement process and who will be requested to sign the relevant form declaring their
impartiality.

The Chairpersorof the Evaluation Committee, which took the decision in question, will
immediately provide a copy of the specific tender file (containing information regarding
the tender process) to ti@hairpersorof the Procurement Review Panel establishg

the DeputySecretaryGeneral.

The Procurement Review Panel will review the appeal and may seek further information
or views from the Evaluation Committee or the appellant.

The Procurement Review Panel will make a decision within fif{@&h workingdays of
the date of its establishment.

The appellant and the Evaluation Committee will be informed of the final decision of the
Procurement Review Panel, through the Dej3ggretaryGeneral.

33. Any Consultant who disagrees with the final award decisicall stot use this complaint
procedure merely to obtain a second evaluation.

Methods of Selection

34. The basic means of awarding contracts is competitive tendering. The purpose is twofold:

(i)

(i)
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to ensure the procurement procedure respects the prineiptestadards governing
procurementand

to obtain qualitygoods, equipment and serviashe best possible price.
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35. In procuring Suppliers/Contractottfie CARICOM Secretariat will use one of the following four
selection methods:

No. Selection Method Threshold
1 | Petty Cash Purchases up to EC$75
2 | Shopping Purchases froreBC$ 7% to EC$4,000
3 | Restricted Tendering Purchasesot exceeding EC®0,000
4 | Open Tendering Purchasgexceeding EC300,000
Direct Award (Single Tende| Exceptional and duljustified cases. No specific
5 Procedure) threshold applies.

Cancellation of procurement procedures

36. The CARICOM Secretariat may cancel a procurement procedure at any time before the contract
is signed, without incurring any liability to tenderers.

Cancellation d Tenders

37. Cancellatiorof tenderanay occuiif:

(i)

(i)
(i)

(iv)
(v)

(vi)

the tender procedure has been unsuccessful, i.¢eammically compliantor financially
worthwhile tender has been received or there is no valid response at all;

the economic or technical data of tkederhave fundamentally changed;

exceptional circumstances or a force majeure render normal performance of the contract
impossible;

all technically compliant tenders exceed the available budget;

there have been irregularities in the procedure, incogat where these have prevented fair
competition;

the award is not in compliance with sound financial management i.e. does not obey the
principles of economy, efficiency and effectiveness (e.g. the price proposed by the tenderer
to whom the contract i® be awarded bears no relation to the market price).

38. If a procurement procedure is cancelldte CARICOM Secretariat will notifll tenderers in
writing, and as soon as possible, of the reasons for the cancelldfioere relevant, a
cancellation note must be publishedf the tender procedure is cancelled before the outer
envelope of any tender has been opened, the unopened and sealed envelopes may be returned to
the tenderers, if requested.

Page 7

Module Three: Procurement of Goods/Equipment and Services
Revised: 28 March 2011

Effective: 4 February 2013

Effective: 11 March 2015



CARIBBEAN COMMUNITY SECRETARIAT
Guidelines and Procedures Manual

39. After cancelling a tender procedure, the CARICOM Sededtaray decide:
() tolaunch a new tender procedure;
(i) to relaunch the tender procedure using the seefexrence as the original call;

(i) to open negotiations with one or more tenderers who participated in the tender procedure
and who meet the selection eria, provided that the original terms of the contract have
not been substantially altered (this option is not available if the procedure was cancelled
because of irregularities which might have prevented fair competition);

(iv) notto award the contract.

40. In no event shall the CARICOM Secretariat be liable for any damages whatsoever including,
without limitation, damages for loss of profits, in any way connected with the cancellation of a
tender procedure, even if the CARICOM Secretariat has been adviséng @ossibility of
damages. The publication of a procurement notice does not commit the CARICOM Secretariat to
implement the programme or project announced.

Performance Audits

41. Performance audits will be carried outlehst once every three yedos measte the extent to
which the policies laid down in this manual are being followed. Parameters should be set up by
means of which effectiveness can be measured.
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PROCEDURES

Procurement Methods

42. Purchases exceeding EX&8will be made from suitably qualified suppliers on the following basis

42.1 Upto EC$75 - Petty Cash

42.2 EC$76 - EC$4,000 - Shopping

42.3 Over EC%4,001 - EC£00000 - Restricted Tendering

42.3.1 Over EC£00000 - Open Tendering
Petty Cash

43. Purchases not exceeding EG8r its equivalent may be made from petty cash. Authorisation for
keeping Petty Cash on hand and manner for determining the limit replenisbintiee Petty Cash
imprest are set out in the Financial Rules and the Accounting MaPudhases shall not be
divided into suksets to circumvent the bidding requirements.

Shopping
44. The following requirements apply to Shopping:

44.1 Goods, equipment and seres valuedrom EC$% to EC$%4,000 shall be procued by
“Shopping”;

44.2 On receipt ofan Internal Requisition with detailegbecificatiors from the requesting
programme the Programme Manager Administrative Services will select from the
CARICOM Secr estappraveM e nd or s’ abDleastdhbea suppliers of the
required item(s) and solicit quotations

44.3 Quotations will be solicitedusing thest andar d “ Request ,for Quot
Annex C1. These RFQs shall furnish quantities and specificatiotheofjoods/services
required

44.4 A minimum of three days shall be given for submission of quotations

445 A matrix of responses receivedhall be prepared for purpose of analysis and
recommendation

44.6 Where the value of goodequipmentor services being procuteis equivalent to
EC$7,0000r less, the Programme Manager Administrative Services is authorised to
approve the purchase
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Where the value of goods, services or equipment being procured is greater than
EC$27,000 and up to EC$54,000 the Director CorpoBsevices will approve the
purchase on the recommendation of the Programme Manager, Administrative Services.

Restricted Tendering

45. The following requirements apply to Restricted Tendering:

45.1

45.2

45.3

45.4

455

45.6

45.7

Page B2

Goods, equipment and services valued from EC$54,001 to EC$2@h@00e procured
using theRestricted Tendgurocedure

The Procurement Officer, using the Invitation to Tender (And&)x shall invite ateast
five appropriate SuppliergContractors from the CARICOM Secretariat's approved
Vendor s’ torderabase

If five SupplierdContractorscannot be found after reasonable attempts have been
exhausted, three will be invited to submaibders

Tenderers shall be given a minimum of twelve (12) days for the submisstendsfrs

During this interval, tendersmay request clarifications writing eight (8) days before

the deadline for submission of the tenders. The responses to the request for clarification
must be done in writing and copied to all tenderers on the short list at least five (5) days
before the dadline for submission of tenders. If necessary, the deadline for submission of
tenders may be extended. No amendments to the tender shall be accepted after the
deadline, although amendments may be submitted before such deadline.

Receipt of Tenders

Tendes will be placed by the tenderers in a Tender Box located in a designated place at
the CARICOM Secretariat's office. The Tender Box will Bealedpromptly at the
closing time and date spdeidl in the Invitation to Tender;

In the event that a Tender iags by mail or courier, provision should be made for the
Registry staff to note the date and time of receipt on the package/envelggaansame
in the Tender Box

Two (2) keys to the Tender Box will be kept, one by the Programme Manager

Administrative Services and the other by the Programme Manager Finance.

Arrangements must be put in place to ensure that no officer at any time controls both
keys to the Tender Box.
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45.9

45.10

45.11

45.12

45.13

45.14

45.15

45.16

45.17
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The Tenders Committee
The Tenders Committee shall comprise the following personn

® Programme Manager Administrative Serviced\lternate as Chairman
(i) A Procurement Officer aSecretary

(iii) A representative of the Finance Prograrame

(iv) A representative of the Programme requiring the good or service
()] A representative of the Legal Division

All members of the Tenders Committee and any observers must sign a Declaration of
Confidentiality and Impartiality form(see Anex [OL) prior to the opening of the
proposals. Any Tenders Committee member or observer who has a potential conflict of
interest with any tenderer must so declare and withdraw immediately from the Tenders
Committee.

Opening and Selection of Tenders

The Tender Box will be jointly opened by the Programme Manager Administrative
Servicesor Alternateand therepresentative from &FinanceProgrammen the presence
of the Tenders Committee

The CommitteeChairpersorwill open all tenders at the meeting and each member of the
Committee in attendance will initial each tender

The CommitteeChairpersorwill complete a Tender Admintisative Grid (AnnexD2), to
record the administrative compliance of each tender. Tenders not satisfying the
requirement of the Administrative checklist shall be disqualified

Tenders will be evaluated for compliance to the technical specifications usng t
technical evaluation grid included in the tender documents. Tenders satisfying the
technical specifications shall be ranked based on .pfice evaluation committee will
select the lowest evaluated tender and prepare an evaluation vapohtdocument the
rationale for the selectiomnd makes recommendations for the ayard

The CommitteeChairpersornwill forward the evaluationreportto the Deputy Secretary
Generalthrough the Director Corporagervicesfor approval

Within seven (7) working daysf approval, the successful tenderer will be notified of the
award andequestedo indicate their acceptanda writing, within three days

Once the award has been accepted, the successful tenderer im¥litbd to discuss
implementation with the Pggamme ManageAdministrative Services

In the event a successful tenderer does not accept the, awstndll be offered to the
tender with the next lowest evaluated price
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45.18 TheCARICOM Secretariat will theiissue a Purchase Orderenmter into a Comact with
the suppliefcontractordepending on the nature of the goods or services being procured

45.19 Once theawardhas beeracceptedthe Programme ManagefAdministrative Services
will also notify the unsuccessful tendesevithin three (3) days, the outmme of the
tender procedure.

Cancellation of Tender

45.20 If the Tenders Committee determines that the Tender should be cantdedaequisite
report will be prepared and submitted ttee Deputy SecretaryGeneral through the
Director Corporate Service®r approvato cancel

45.21 Tenderers shall be notified in writing if the tender procedure has been cancelled, at any
stage of the process.

Open Tendering
46. The following requirements apply to Open Tendering:
46.1 PurchasesexceedingEZl 000 s haOpenTeederrirag”
Tender Process

46.2 The Programme Manager Administrative Services or delegate will be responsible for
putting together detailedSupply Contract NoticeAnnex C4)andTenderDocument for
publication on theCARICOM Secr et ar i aSeé AnnemseCh $oiCllefor
template.

46.3 The Tender document shall contain the following

(i) Invitation LetterAnnex G

(i)  Instructions to TenderersAnnexC6

(i) Draft contract- AnnexC7

(iv) Draft Special Conditions of ContraetAnnexC8
(v) General Conditionsf Contract— AnnexC9

(vi) Detailed Technical SpecificatiorsAnnex CLO
(vii) Blank tender forms and Schedelé&nnex C11-C15

46.4 A Summary Procuremeitotice (AnnexC3) will bepublishedn the local newspapers of
CARICOM Member States, thEARICOM Secr et ari at ' s Wemt Site ¢
web sites.
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The SummaryProcurement Notice wiltlearly indicate the identification name of the
goods/services to be supplige closing date and time, the place for delivery of bids,
andwhere the detaBupply contract noticeender document can hecated

Tenderers shall be given a minimum tbirty (30) days for the submission of their
tenders. During this interval, the tenderer may request clarifications in writing, to the
contact person stated in the Instruction to Tenderers at least fourtgatays before the
deadline for submission of the tenders. The responses to the request for clarification shall
be done in writing and published on the CARICOM website at least ten (10) days before
the deadline for submission of tenders. If necessaryddaglline for submission of
tenders may be extended. No amendments to the tender shall be accepted after the
deadline, although amendments may be submitted before such deadline.

Receipt of Tenders

46.7

46.8

46.9

Tenders will be placed by the tenderers in a Tender 8oatéd in a designated place at
the Secretariat's office. The Tender Box will be removed promptly at the closing time and
date specified in the Invitation to Tender.

In the event that a Tender arrives by mail or courier, provision should be made for the
Registry staff to note the date and time of receipt on the package/envelgpa@ndame
in the Tender Box.

Two keys to the Tender Box will be kept, one by the Programme Manager
Administrative Services and the other by the Programme Manager Finance.
Arrangements must be put in place to ensure that no officer at any time controls both
keys to the Tender Box.

The Tenders Committee

46.10

46.11

46.12
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The Tenders Committee shall comprise the following personnel:

() Director Corporate Services or Alternate as Chairman

(i)  ProgrammeéManager Administrative Services or AlternateSesretary
(i) Director Finance or AlternateVoting

(iv) A representative of the Programme requiring the good or serViotng
(v) A representative of the Legal DivisieriVoting

Where the goods or services beingqured is of a highly technical nature, at least two
technical persons will be included in the Tenders Committee.

All members of the Tenders Committee and any observers must sign a Declaration of
Confidentiality and Impartiality formAnnex DL) prior to the opening of the proposals.

Any Tenders Committee member or observer who hpetential conflict of interest

with any tenderer must so declare and withdraw immediately from the Tenders
Committee. This person will be excluded from any further participatiche Tenders
Committee.
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Opening and Selection of Tenders

46.13 The Tender Box will be jointly opened by the Programme Managéministrative
Services and the Programme Manager Finance in the presence of the Tenders Committee.

46.14 TheTenders Committewill open all tenders a public sessioand each member of the
Committee in attendance will initial each tendAtl tenders will be opened in the
presence of those tenderers’ representativ
representatives who are pees shall sign a register evidencing their attendance.

46.15 After the public opening of the tenders, no information relating to the examination,
clarification, evaluation and comparison of tenders, or recommendations concerning the
award of the contract can desclosed until after the contract has been awarded.

46.16 Any attempt by tenderers to influence the evaluation committee in the process of
examination, clarification, evaluation and comparison of tenders, to obtain information
on how the procedure is progriggs or to influence theCARICOM Secretariain its
decision concerning the award of the contract will result in the immediate rejection of
their tenders

46.17 All tenders received after the deadline for submission specified inStimamary
Procuremeniotice and/or thelnstructionsto Tenderersvill be kept by theCARICOM
SecretariatThe associated guarantees will be returned to the tenderers. No liability can
be accepted for late delivery of tenders. Late tenders will be rejected and will not be
evaluated.

46.18 The CommitteeChairpersonor alternate will complete a Tender Administratigad
(Annex D2), to record the administrative compliance of each tender. Tenders not
satisfying the requirement of the Administrative checklist shall be disqualified.
Examination othe administrative conformity of tenders.

46.19 The aim at this stage is to check that tenders comply with the essential requirements of
the tender document. A tender is deemed to comply if it satisfies all the conditions,
procedures and specifications in ttender document without substantially departure
from or attaching restrictions to them.

46.20 Substantial departures or restrictions are those which affect the scope, quality or
execution of the contract, differ widely from the terms of the tender docuineiting
the rights of the CARICOM Secretariat or t
or distort competition for tenderers whose tenders do comply. Decisions to the effect that
a tender is not administratively compliant must be duly justified irtaduation report.

46.21 If a tender does not comply with the tendercwoent it will be rejected
immediately and may not subsequently be made to comply by correcting it or
withdrawing the departure or restriction.
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Technical Evaluation

46.22 Tenders deemed tadministratively compliantwill be evaluated for compliance to the
technical specifications using the technical evaluation grid included in the tender
document classifying it as technically compliant or nroompliant. Tenders satisfying
the technical specifations shall be ranked based on price.

46.23 Where contracts include aftsales service and/or training, the technical quality of such
services will also be evaluated by using yes/no criteria as specified in the tender dossier.

46.24 In the interests of transpa@nand equal treatment and to facilitate the examination and
evaluation of tenders, the evaluation committee may ask each tenderer individually for
clarification of its tender including breakdowns of prices, within a reasonable time limit
to be fixed by tk evaluation committee. The request for clarification and the response
must be in writing, but no change in the price or substance of the tender may be sought,
offered or permitted except as required to confirm the correction of arithmetical errors
discoveed during the evaluation of tenders pursuant to Article 20.4. Any such request for
clarification must not distort competition. Decisions to the effect that a tender is not
technically compliant must be duly justified in the evaluation minutes.

Financial Evaluation

46.25 Tenders found to be technically compliant will be checked for any arithmetical errors in
computation and summation. Errors will be corrected by the evaluation committee as
follows:

(i) where there is a discrepancy between amounts in figures aratds, the amount in
words will be the amount taken into account;

(i) except for lumpsum contracts, where there is a discrepancy between a unit price and
the total amount derived from the multiplication of the unit price and the quantity,
the unit price aguoted will be the price taken into account.

46.26 Amounts corrected in this way will be binding on the tenderer. If the tenderer does not
accept them, its tender will be rejected.

46.27 In selecting the most appropriate supplier, Secretariat personnel idvialibe process
will ensure at all times that:

(i) The comparative analysis form showing the various prices is completed;

(i) The supplier with the most competitive quote is chosen to provide the goods or
services taking the following factors into consideration

1 Financial implications including: price, terms of payment, transport cost,
installation requirements, servicing and maintenance;costs

1 Quality, including specifications, reputation of proposed produsénvice,
demonstrations/samples and experiavfogther users;
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1 Standard®f Service, including after sales service, replacement parts, past
performance, reliability.

46.28 The Committee will submit eeport(Annex C17)with recommendations for the award of
thetender to the Deput@ecretaryGenerabr SecretaryGenerafor approval

Signature of theContract and Performance Guarantee

47 The successful tenderer will be informed in writing (notification letter Annex C19) within seven
(7) working days of approval of the award and invited to discuss impletioentaith the
Programme Manager Administrative Services.

48 Before the QRICOM Secertariasigns the contract with the successful tenderer, the successful
tenderer must provide théocumentary proof or statements required under the law of the
country in whch the company (or each of the companies in case of a consortium) is established,
to show that it is not in any of the exclusion situations listedanses 17 and 18his evidence
or these documents or statements must carry a date not earlier thaeaomefpre the date of
submission of the tender. In addition, a statement must be provided that the situations described
in these documents have not changed since then.

49 The successful tenderer must also provide evidence of financial and economic stamting
technical and professional capacity accaydin the selection criterigpecified in thesupply
contract noticeThese proof documents are detailed below:

Proof of economic and financial capacity may be provided by one or more of the following docunten
9 appropriate statements from banks;
9 evidence of professional risk indemnity insurance;

9 presentation of balance sheets or extracts from balance sheets for at most the last three years for which
accounts have been closed, where publication of the balance sheet is required under the company law
of the country in which the economic operator is established,;

9 astatement of overall turnover and turnover for works, supplies or services covered by a contract during
a period of no more than the last three financial years

Proof of the technical and professional capacity of the candidate/tenderer may be provided by one or more of
the following documents:

9 the educational and professional qualifications of the service provider or contractor;

9 alist of the principal services provided or supplies delivered in the past three years, with the sums,
dates and recipients, public or private. Evidence of successful implementation must take the form of
certificates issued or countersigned by the entity or beneficiary who ordered or purchased the execution
of the service or supply;

Candidates/tenderers are allowed to refer either to projects completed within the reference period (although started
earlier) or to projects not yet completed. In the first case the project will Iségdeoed in its whole if proper evidence

of performance is provided (statement or certificate from the entity which awarded the contract or proof of final
payment for services or final acceptance for supplies). In case of projects-giiingnonly the pdion satisfactorily
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completed during the reference period will be taken into consideration. This portion will have to be supported by
documentary evidence (similarly to projects completed) also detailing its value.

If a candidate/tenderer has implemehthe project in a consortium, the percentage that the candidate/tenderer has
completed must be clear from the documentary evidence, together with a description of the nature of the services,
supplies or works provided if the selection criteria relatingpéopertinence of the experience have been used.

Where the services or products to be supplied are complex or, exceptionally, are required for a special purpose,
evidence of technical and professional capacity may be secured by means of a check utabyetthedo CARICOM
Secretariat or on its behalf by a competent official body of the country in which the service provider or supplier is
established, subject to that body's agreement. Such checks will concern the supplier's technical capacity and production
capacity and, if necessary, its study and research facilities and quality control measures.

If the candidate/tenderer is unable to provide the evidence requested for some exceptional reason which the CARICOM
Secretariat finds to be justified, it may peoits capacity by any other means which the CARICOM Secretariat
considers appropriate

If the tenderer submits a seléclaration/statement as documentary proof, the CARICOM Secretariat reserves the right
to ask for further documentary evidence.

50 If the auccessful tenderer fails to provide the documentary proof or statement or the evidence of
financial and economic standing and technical and professional capacity within 15 calendar days
following the notification of award or if the successful tenderepimfl to have provided false
information, the award will be considered null and void. In such a case, ARICOM
Secretariatay award the tender to the next lowest tenderer or cancel the tender procedure.

51 The CARICOM Secretariateserves the right to warquantities specified in the tender by +/
100% at the time of contracting and during the validity of the contract. The total value of the
supplies may not, as a result of the variation rise or fall by more théfn @bthe original
financial offer in tke tender. The unit prices quoted in the tender shall be used.

52 Within 30 days of receipt of the contract signed by tHeRICOM Secretarigtthe selected
tenderer must sign and date the contract and return it, with the performance guarantee (if
applicable) to the CARICOM SecretariatOn signing the contract, the successful tenderer will
become the Contractor and the contract will enter into force.

53 If it fails to sign and return the contract and any financial guarantee required within 30 days after
receiptof notification, theCARICOM Secretariatnay consider the acceptance of the tender to be
cancelled without prejudice to tHeARICOM Secretariats r i gh't to seize the
compensation or pursue any other remedy in respect of such failurdeasdctessful tenderer
will have no claim whatsoever on t@BARICOM Secretariat

54 The performance guarantefould bebetween 5 and 1% of the contract sunand must be
presented in the form specified in anr@@kL It will be released within 45 days of tlesue of the
final acceptance certificate by tiBARICOM Secretarigtexcept for the proportion assigned to
aftersales service. On the basis of objective criteria such as the type and value of the contract,
the CARICOM Secretariatnay decide not to reqe such a guarantee.
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Publicising the Award of the Contract

55 Once the contract has been signed, a contract award notice (Annex C21) will be prepared and
published on the CARICOM Secretariat’s websit
where theperformance of the contract must be accompanied by special security measures, or
when the protection of the essential interests of the CARICOM Secretariat so requires, and where
the publication of the award notice is deemed not to be appropriate.

56 If the Tenders Committee determines that the Tender should be cancelled, the requisite report will
be prepared and submitted to the Dep8scretaryGeneral through the Director Corporate
Services for approval to cancel.

57 Tenderers shall be notified in writinfthe tender procedure has been cancelled, at any stage of
the process.

Direct Award (Single Sourcing)

58. There may be instances in which a competitive process cannot be used as af riaesutifying
the most appropriate supplier. In thesstances, te Programme Manager, Administrative
Services will, with the concurrence of the Director Corporate Services, seek the approval of the
Deputy SecretaryGeneralor SecretaryGeneralfor Direct Award, providing written justification
for the proposal. Thesestances may arise where the following occurs:

58.1 An existing contract for goods or related services, awarded in accordance with
procedures acceptable to CCS, needs to be extended for additional goods or services of a
similar nature. CCS shall be satisfidwtt no advantage could be obtained by further
competition and that the prices on the extended contract are reasonable. Provisions for
such an extension, if considered likely in advance shall be included in the original
contract.

58.2 There is need to acquieguipment or spare parts that will be compatible with existing
equipment and the advantages of another make or source of equipment shall have been
considered and rejected.

58.3 The required equipment or related service is proprietary and obtainable onlyrfeom o
source.

58.4 In exceptional cases, such as in response to a major emergency or natural disaster.

58.5 Where a new contract has to be negotiated after early termination of a contract.
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Purchases from Petty Cash

59. Petty Cash is a predetermined amount oheyokept at designated locations of tDARICOM
Secretariat to meet urgent, unplanned small andrecurrent payments and reimbursements up
to a value of EC#5.00 or its equivalent.

60. The following procedures apply to purchases from Petty Cash:

60.1 All payments made from petty cash must be approved at the level of Programme
Manager or above.

60.2 Requests for funds to purchase goods or services should be made to the Petty Cash
custodian by Petty Cash Voucher.

60.3 The petty cash custodian ensurest tihe petty cash voucher is properly completed with
the following information:

() Name of the programme area and payee

(i)  Petty cash voucher number

(i) Date of request

(iv) Purpose of request for cash

(v) Amount of payment or advance amount required

(vi) Account/activity alloation

(vii) Approval by the Programme Manager or other authorised officer.

60.4 Should the amount advanced be the exact cost of the item it must be recorded as the total
cash. If the cost of an item is unknown, an approximate amount of cash is advanced and
is noted in the particulars column of the petty cash voucher.

60.5 The recipient of the cash then signs the petty cash voucher and the money is handed over.

60.6  On receipt of the original invoice/receipt, the voucher should be authorised reyetent
Programme Manager or Director and then submitted to the petty cash custodian, along
with any related cash change.

60.7 On presentation of the original bill and the relevant cash change by the receiving
personnel, the petty cash custodian shall check tlvelatibn, account for the advance,
complete the relevant voucher and stamp *“P
transaction.

60.8 Details of petty cash disbursements are entered on the summary of petty cash vouchers
for reimbursement.

61. A staus report should be conducted weekly on all the cash on hand in the Petty Cash float and all
the vouchers issued. This must sum up to the total authorised petty cash float. This report must be
checked and initialed by the supervisor in charge of the pa#lly custodian.
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Periodic unannounced spot checks of petty cash will be carried out by the Internal Oversight
Officer.

63. Replenishment of the Petty Cash float will be made in keeping with the procedures set out in the
Accounting Manual.

Suppliers

64. Material and equipment will be purchased from suppliers in any of the Member States or

65.

66.

67.

68.

69.

Associated Member States of CARICOM and from international suppliers.

Where the item to be procured can be reliably supplied within the Region, the prefeilebee w
to use regional sources of supply. The order of preference for supply source will be:

65.1Supplier in the country where the produce is to be;used
65.2Supplier from another country within tiRegion
65.3Supplier from other countries approved by the Secedtari

Reliability of supply source will be indexed by the supplier's reputation. This will be informed by
the CARICOM Secretariat's experience, Government sources of information, Trade Publications
or Associations where they exist and, where apprapréaistomer references.

The CARICOM Secretariat will develop a list of credible supplievhich will make up the
Vendor s 6 with avhiom b wilk oenduct business. (Additions and deletions to this list will
be made from timé¢o-time). Performanceriteria shall include

67.1 Ontime delivery of correct goods;
67.2 Pricing

67.3 Quality of goods supplied;

67.4 Level of services provided,;

67.5 Reliability.

Before a supplier is listed, the Programme Manager Administrative Services will obtain
information o each prospective supplier and the goods/services, which can be supplied. This
information will be provided by a small sWommittee comprising two Procurement Officers and

one staff member from an appropriate Programme area. This committee will cdrapidevant

list of new, potential suppliers, together with relevant information (a formal profile) and meet
once quarterly to review the information and make a recommendation to the Programme Manager
for approval Where necessary, technical advice willdoeight from appropriate programme areas

of the CARICOM Secretariat on whether the suppliers have the necessary capabilities to perform
successfully. Deletions from the Database will follow the same process.

Where the need arises for goods and sesvigbich can only be obtained from a supplier or
contractor that is not on the approved list of suppliers, the Procurement Officer shall request in

Page p2

Module Three: Procurement of Goods/Equipment and Services
Revised: 28 March 2011

Effective: 4 February 2013

Effective: 11 March 2015



CARIBBEAN COMMUNITY SECRETARIAT
Guidelines and Procedures Manual

writing, the approval of the Programme Manager Administrative Services to include the
supplier/contractor othe list of suppliers. The appropriate process for adding suppliers to the
database should then be followed.

Purchasing
70. All purchases from Petty Cash shall be made using duly authorised Petty Cash youchers

71. All purchases above EC$.00will be made on the basis of a Purchase Order that is approved in
accordance with the procedures set out below.

72. Blanket orders or fixed price contracts shall be used for repetitive purchases in order to minimise
paper work. These should be reviewed annually.

73. The following documents shall be used in the purchasing process

73.1 Internal Requisition

73.2 Material/Service Requisition (MSR)
73.3 Purchase Order

73.4 Contract.

Internal Requisition

74. Programmes Managers or other persons designated in each Programme Affice aof Ghe
Secretariat are responsible for preparing the Internal Requisition form and submitting it to the
Procurement suprogramme The Internal Requisition form will clearly defirtee stock code
(for inventory items), description, specifications aquhntity of the good or service which is
required.

75. In the case of Capital items not identified in the approved capital budget, the Internal Requisition
will be accompanied by a Memorandum of Justification (MOJ) endorsed by the appréftate
or Director.

76. Where the item requested is unavailable in the StoresPitheurement suprogrammewill
prepare a Material/Service Requisitions form.

Material/Service Requisition [MSR]

77. An MSR is a prenumbered threpart document, which is initiated lige Programme Manager,
Administrative Services or delegate to initiate the procurement process.

78. The MSR will provide all information needed to specify the goods and services required and will
be prepared on the basis of the requirements defined intdraal Requisition form. The MSR
will also contain estimated cost, account number against which the expenditure is to be charged
and information on whether the expenditure is budgeted or not, and if budgeted the balance in the
budget line.
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79. The requsitioning Programme may recommend a supplier or suppliers when this becomes
necessary because of the technical nature of the requirement. When the requisitioning Programme
recommends a supplier, the reason for said recommendation must be stated on.thdtiMSte
selection of supplier is the responsibility of the Administrative ServicesP8aframme.

80. The responsibility for authorisation of the MSR is vested in the Programme Manager,
Administrative Services who is responsible for ensuring that:

80.1 The items requested are not available in the Stores at the Secretariat

802 Funds are available within the budget of t&h
cash budget to purchase the item;

80.3 Purchasing of the item is in keeping with the Prosweet Plan

80.4  Approval is obtained in writing from the DepubgcretaryGeneral if the item(s) required
is (are) not budgeted for or the amount will exceed the budget;

80.5 The correct specification or description of the item(s) required is included;

80.6 The yellow copy (or book copy) is returned to the relevant Programme;

80.7 The second copy (pink) of the requisition remains in the ASU.

80.8 The original (white) copy is forwarded to the Finance-Bubgramme.

809 The MSR is recorded in the Purchase Log

80.10 The selection of the supplier is initiated.

81 Certification of availability of funds will be the responsibility of the Programme
Manager, Finance or delegate.

Purchase Order

82 A Purchase Order is a legal document that, when completed, comfmitSecretariat to a
purchase transaction as specified therein. The Purchase Order form-rismirered and
incorporates appropriate terms and conditions governing the transactions. All Purchase Orders
shall be issued in response to approved MSRs.

83. The Programme Manager Administrative Services is responsible for ensuring that the Purchase
Order is made out in quadruplicate with the following information:

83.1 Date the order was placed

832 Supplier’”s name and address
83.3 Detalils of goods/services being ordered

83.4 Priceof goods/services as per quotation

83.5 Requisitioning Programme and MSR number

83.6 Account/activity to be charged

83.7 Delivery instructions including proposed date

83.8 Period of validity

83.9 Terms of purchase.
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84. Prior to issue to selected suppliers, Purchase Ordalisbehsigned by the Programme Manager,
Administrative Services for amounts up to EZ®00. 00 and the Director, Corporate Services or
delegate for amounts in excess of RZ$H00.00, after which it is returned to the ASU for
distribution as follows:

84.1 Original (white)

84.2 First copy (yellow)
84.3 Second copy (green)
84.4 Third copy (blue)

Supplier

Finance Programme
Ordering/requisitioning programme
Retained by ASU

85. The Programme Manager Administrative Services is also responsible to ensure that
85.1 Approval Purchase Orders are recorded against the relevant MSR in the Purchase Log.

85.2 All Purchase Orders, MSRs and bid documents for each purchase shall be kept on file for
audit purposes for a period gdven (Y years.

Cancellation of Purchase Order

86. A Purchase Order may be cancelled if the item ordered is not supplied within the time frame
specified on the Purchase Order or within a reasonable period of time thereafter, or if the supplier
fails to meet the specifications of the order shall be corsider cancel | ed. The wor
should be written or stamped conspicuously across the face of all copies of the relevant document
together with the date of cancellation and the signature of the person cancelling the order. All
copies must be bound topet and filed in the Purchase Order file.

87. If orders are to be cancelled, the Programme Manager Administrative Services shall notify
suppliers promptly in writing specifying the reason for cancellation of the order. A copy of the
letter must be attacHheto relevant copies of the cancelled Purchase Order in the Purchase Order
file and in the relevant Supplier file.

88. When the requisitioning Programme decides to cancel a Purchase Order that has been delivered to
a supplier, communication of that deoisimust be given in writing to the Programme Manager
Administrative Services who will issue a cancellation order in the form of a letter addressed to the
supplier, giving reasons for the cancellation aeguesting return of the original Purchase Order.
Capies of cancelled Purchase Order baitkr shall be filed as above.

Terms and Conditions of Purchasing Agreements

89. The maximum deviation between the Purchase Order price and the invoice price shall be
fifteen percent (15%) ohk price on the Purcha®rder.

90. Variations that exceed that value shall require approval dépeitySecretaryGeneral or
SecretaryGeneral

91 The payment terms for all purchases shall normally be net thirty (30) days after delivery.
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Supply Contract

92

93.

94,

95.

96.

97.

In those cicumstances where this is relevant (e.g. highly technical equipment, long term
contracts), upon the approval of the recommended supplier, the Programme Manager
Administrative Services will liaise with the Legal Division to prepare a Contract on beha# of th
Secretariat. Among other things, the contract may require the provision of

921 A Performance Bond or Letter of Guarantee to protect the Secretariat agaiestoasyn
goods supplied.

92.2 A Bank Guarantee to cover the advancéaanty per centd0%) of contract price, if the
contract provides for an advance payment to the supplier, and to ensure its recovery by
the Secretariat.

A copy of the Contract will be sent to the selected supplier for review and agreement. The
covering letter will idetify any corrections or changes made to the Proforma Agreement, which
were not previously discussed and/or communicated in writing.

Once agreed, thBeputy SecretaryGeneralor the SecretarBeneralwill sign four (4) copies of
the Contract. The sugpl will also sign all copies and return them to the Programme Manager
Administrative Services who will verify them as unaltered and exact copies.

The original copies of the Agreement will be distributed as follows:

95.1 one to the Legal Division for safeeping
95.2 one to Finance

95.3 one to the Supplier

95.4 one to be retained with the file in ASU

A copy of the Agreement will be provided to the relevant Programme Manager of the
requisitioning programme.

Once the contract has been signed, any expansior sctpe of work must be authorised by the
Deputy SecretaryGeneralor SecretarsGeneraland shall be agreed by both parties. A contract
may be renewed a maximum of three times before a new procurement process must be
undertaken

Supplier Payments

98.

99.

Advance Payment

In the case of large contracts, the supplier may request the payment of an advance.
Advance payments shall require approval of the De@BeaygretaryGeneralor the Secretary
Generalandshouldnot normally exceed 20% of the cost of the gomdservice.

Advances may be made for the purchase of materials and must be accounted for in the final
payment.
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100 The Programme Manager Administrative Services will keep a record of the advance granted
and will make the necessary adjustments tesagbent claims for payment submitted by the
supplier, to ensure the recovery of the advance. Upon total recovery of the advance, the supplier
may request, and the Secretariat shall release to the Supplier, the Bank Guarantee, if previously
supplied.

Progress Payments

101 On relatively long contracts, particularly with training and maintenance components, the
supplier may request periodic or monthly payments. If provision has been made for such in the
terms of the Contract, the supplier will submit pregrénvoices detailing exactly what was
delivered to date and the cost.

102 The Programme Manager Administrative Services will ensure that all necesséications of
supplies delivered, training completed, maintenance performed andfbilldthve ben carried
out by the responsible member of the study/project team before shel/he issues the
recommendation for payment of the claim to the Finance Programme. The Programme
Manager Administrative Services will also review these progress payments agaitatbthe
sum, quantities, services and timing of the Contract to ensure proper management of the output
results as a whole against accumulated payments to date. The Programme Manager
Administrative Services will prepare and sign a "Recommendation for Pdyfoemt setting
out the amount recommended for payment at each period. This will be issued to the Finance
Programme to process the payment and update the Budget codes and other financial records.

103 The Programme Manager Administrative Services or égdegill also maintain a running total
of such payments to manage the cost of the contract. This total will be checked against the
Finance Progr amme’ sendrfe @auratys The #mdrammeo Mahager
Administrative Services will be required tortfy the deliverables against payment, as
appropriate.

104 On satisfactory completion of the Contract, the Programme Manager Administrative Services
will issue the final "Recommendation for Payment" to the supplier for review and concurrence,
as appropate.

Final Statement of Account

105 In keeping with the terms of the Supply Contract, the supplier will submit to the Programme
Manager Administrative Services a draft final statement of account with supporting documents
showing in detail the value dfe supplies provided in accordangith the Contract, together
with all further sums which the supplier considers to be dueetthim under the Contract in
order to enable the Programme Manager Finance to prepare the final statement of account.

106 Within 15 days after receipt of this draft final statement of account and of all information
reasonably required for its verification, the Programme Manager Administrative Services
will prepare and sign the final statement of account, which determines:

Page p7

Module Three: Procurement of Goods/Equipment and Services
Revised: 28 March 2011

Effective: 4 February 2013

Effective: 11 March 2015



107.

108

CARIBBEAN COMMUNITY SECRETARIAT
Guidelines and Procedures Manual

106.1theamount which is finally due under the Contract; and

106.2after establishing the amounts previously paid by the Secretariat and all sums entitled
under the Contract, the balance, if any, due from the Secretariat to the supplier, or from
the supplier to the Sestariat.

The Programme Manager Administrative Services will agree this statement with the supplier.
The supplier will sign the final statement of account as an acknowledgement of the full and
final value of the supplies provided under the Contradtraturn it to the Programme Manager
Administrative Services. Programme Manager Administrative Services will submit the
statement to the Secretariat's Accounting Section for payment \iftean (15) working days

of receipt of the approved statementd @nocessing of accounting entries to the ledgers.

However, should the final statement of account be in dispute, the Programme Manager
Administrative Services will first resolve the dispute according to the terms set out in the
contract prior to finesettlement of account.

Procurement of Highly Technical Material, Equipment and Services

109 Where the material/equipment and services to be procured are highly technical and must
meet defined specifications and/or require special handling and shippiaggements or
expertise for installation, training, maintenance and related services, the following must
be considered:
109.1The technical specifications in relation to the desired output results stitthgproject
and the Secretariat's overall Puoement Plan

109.2The technical competence of the supplier/distributor in interpretingrawitiing goods
with the required specifications

109.3The technical capability of the supplier to competently handle the;order

109.4The experience of the supplier in dealisigh similar orders

109.5The financial capability of the supplier

109.6The ability of the supplier to deliver within agreed time frames

109.7The reputation of the supplier for afteales service.

110. Where supply within the region is precluded on any of the ebownsiderations,
procurement will be undertaken internationally.
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Delivery and Acceptance of Goods

111

112

113

114

115

116

117

118

119

The supplier will deliver the supplies in accordance with the terms specified in the Contract and
the supplies shall remain at the risk of thepmier until provisionally accepted by the
Secretariat.

The supplier will provide such packaging of the supplies as is required to prevent their damage
or deterioration in transit to their final destination as indicated in the Contract.

The pakaging will be sufficient to withstand, without limitation, rough handliegposure to
extreme temperaturgsalt and precipitation during transit and open storage. Package size and
weights will take into consideration, where appropriate, the remotehéss final destination

of the supplies and the possible absence of heavy handling facilities at all points in transit.

The packaging, marking and documentation within and outside the packages will comply with
such special requirements as will be megsly provided for in the Contract, subject to any
variation subsequently ordered by the Programme Manager Administrative Services or
delegate.

Each delivery must be accompanied by a statement detailing:
1151 The date of delivery

1152 The refeence number of the Contract

1153 The identification of the supplier

1154 Particulars of the goods supplied and, where appropriate, details of how thedivickre
for packing

1155Particulars of the shipping agent, and arrangements and thetedtamndval date of the
vessel.

Each package must be clearly marked with its order number as shown on the statement and
contain a list of its contents.

All materials and goods supplied under the Contract will be fully insured by the suppher wit
the Secretariat as beneficiary, against loss or damage incidental to manufacture or acquisition,
transportation, storage and delivery in the manner specified in the Special Conditions.

When goods are delivered, the person receiving the goodsigstahthat the goods agree with
the Purchase Order and packing list, which accompanies goods, as regards quantity, quality
and/or other specification.

The person receiving the goods or service will sign the delivery note/invoice as having received
the supplies in good condition and that the quantities billed were received (any discrepancies
are noted in the document) and will complete the Goods/Services Received Summary Form in
triplicate.
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All copies of the Goods/Services Received Summary Foenfawarded to the Programme
Manager Administrative ServiceBrocurement suprogrammewill check to confirm that that

the items received were those ordered at the price arranged and that the specifications are
correct and will record the number and dat¢he Goods/Services Received Summary against

the relevant Purchase Order in the Purchase Log. The documents will be stamped and initialed
by the Programme Manager Administrative Services or delegate as having been recorded.

Procurement suprogranme will forward copies of the Goods/Services Received Summary
Form to the FinanceProgramme along with the delivery note/invoice, and the
requisitioning/receiving Programme. The Finance Programme will update the Asset Register a
necessary in keeping witlhd requirements laid out in the Financial Rules and Accounting
Manual.

The Programme Managétrocuremenis responsible for follows up on any inconsistencies
with the Manager of the receiving Programme and for taking necessary action to resob/e issue

Foreign purchases

123

In the case of foreign purchases, suppliers will, by way of a proforma invoice andaayjdeh

(sent via facsimile), notifyProcurement suprogrammewhen goods are shipped and the
expected arrivaldate of shipmefrocuremat subprogrammewill advise the requisitioning
Programme of the expected arrival date and will prepare an MSR and Purchase Order for
customs brokerage serviceBhe Procurement sufrogrammewill forward a copy of the
air/sea waybill to the selected cus®broker along with the relevant Purchase Order.

Partial deliveries

124

125

126

Partial deliveries may be based on contracts/agreements for goods/services which are
delivered/rendered over a period of time e.g. equipment rental.

The person receiving sugoods or services completes a Goods/Services Received Summary
Form showing the following: the supplier, the requisitioning Programme, the Purchase
Order/contract number, date, delivery note/invoice numbers and detailed description of the
goods/services ceived and forwards it to the Programme Manager Administrative Services for

processing.

The Procurement sytirogrammas responsible for monitoring the process to ensure complete
delivery is obtained as ordered.

Quality of Supplies

127.

128

The supplis must in all respect satisfy the technical specifications laid down by the Contract
and conform in all respects with the drawings, surveys, models, samples, patterns and other
requirements in the Contract.

Goods must be replaced immediately by thppdier if examination reveals defects or faults.
The supplier will be given the opportunity to repair and make good materials and items, which
have been rejected, but such materials and items will be accepted for incorporation in the
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supplies only if theyhave been repaired and made good to the satisfaction of the Programme
ManagerAdministrative Services and the requisitioning Programme Manager.

Inspection and Testing

129,

130

131

132

133

The supplier will ensure that the supplies are delivered to the place of aceepidime to
allow the Programme Manager Administrative Services or delegate to proceed with acceptance
of the supplies.

The Programme Manager Administrative Services, the requisitioning Programme Manager or
their respective delegates will be emtitlto inspect, examine, measure and test the components,
materials and workmanship and check the progress of preparation, fabrication or manufacture
for delivery under the Contract in order to establish whether the components, materials and
workmanship areof the requisite quality and quantity. This will take place at the place of
manufacture, fabrication or preparation, or the place of acceptance, or at such other places as
may be specified in the Contract.

For the purposes of such tests and inspestithe supplier shall:

1311 provide to theCARICOM Secretariat temporarily and free of charge, such assistance,
test samples or parts, machines, equipment, tools, labour, materials, drawings and
production data as are normally required for inspectimhtasting;

1312 agree with the Programme Manager Administrative Services or delegate on the time and
place for tests;

1313 provide access for the Programme Manager Administrative Services or delegate at all
reasonable times to the place where theisdstbe carried out.

If the Programme Manager Administrative Services or delegate is not present on the date
agreed for tests, the supplier may, unless otherwise instructed by the Programme Manager
Administrative Services, proceed with the testbe Tsupplier will forthwith forward duly
certified copies of the test results to the Programme Manager Administrative Services, who
will, if she/he has not attended the test, be bound by the test results.

If the Programme Manager Administrative Seed@nd the supplier disagree on the test results,
each will give a statement of their views to the other wiffifteen (15) days after such
disagreement arises. The Programme Manager Administrative Services or the supplier may
require such tests to be egted on the same terms and conditions or, if either party so requests,
by an expert to be selected by common consent. The results oftédstimg will be conclusive.

The cost of rgesting will be borne by the party whose views are proved wrong-tegtiag.

Verification Operations

134 The supplies will not be accepted until the prescribed verifications and tests have been
carried out at the expense of the supplier and the results accepted.
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Warranty Obligations

135

136

137.

The supplier will warrant thathe supplies are new, unused, of the most recent models and
incorporate all recent improvements in design and materials, unless otherwise provided in the
Contract. The supplier will further warrant that all supplies will have no defect arising from
design,materials or workmanship, except insofar as the desigmaterials are required by the
specifications, or from any act or omission of the Secreti@tmay develop under use of the
supplies in the conditions obtaining in the state of the beneficiary.

This warranty will remain valid for a mutually agreed period after the supplies have been
delivered and commissioned at the final destination indicated in the Contract.

The supplier will be responsible for making good any defect in or damaaygytpart of the
supplies which may appear or occur during the Warranty Period, and which arise either:

137.1from the use of defective materials, faulty workmanship or design of the supplier; or
137.2from any act or omission of the supplier during tharkénty Period; or
137.3in the course of an inspection made by, or on behalf of, the Secretariat.

After Sales Service

138

After sales service, if required by the Contract, will be provided in accordance with the details
stipulated in the Contract. Theupplier will undertake to carry out or have carried

out the maintenance and repair of supplies and to provide a rapid supply of spare parts.
The Contract will specify the particular after sales service required and will include providing
and installing spre parts that the Secretariat may elect to purchase from the supplier, provided
that this election will not relieve the supplier of any warranty obligations under the Contract.

INVENTORY MANAGEMENT

Stock Replenishment

139.

140.

141.

142.

The Stores Clerk will be respsible for establishing reorder levels for each inventory item and
for performing periodic checks on physical balances.

The Stores Clerk will submit to the Administrative Assist&@nbcurementby the end of
November each year, the proposedrgerquantities of each stock item for review, which is to
commence the reorder cycle for the first hadhr replenishment of stock.

After the reorder quantities have been approved, the Stores Clerk will prepare and submit to
the Administrative Assista-Procurementthe Stores Requisitions (Purchase Requisitions).

This process will be repeated starting at the end of May each year to commence the reorder
cycle for the second hayear replenishment of stock.

Page [L02

Module Three: Procurement of Goods/Equipment and Services
Revised: 28 March 2011

Effective: 4 February 2013

Effective: 11 March 2015



CARIBBEAN COMMUNITY SECRETARIAT
Guidelines and Procedures Manual

Issuing of Goods

143. Duly approwed Internal Requisitions (IRs) fdnventory Items will be given to the Stores Clerk
for issuesn a manner that facilitatdbe first in first out principle.

144. After issue, the Stores Clerk will update the respective stock card. The new balartoe will
indicated on the stock card and the unit and total cost for each item issued will be stated on the
IR.

Stock Count

145. The Stores Clerk is responsible for conducting quarterly stock counts of fast moving items,
which must be reviewed and approvedthe Administrative Assistarrocurementinternal
Auditors should be invited to witness the stock take/count during the second quarter.

146. A year end stock count of all stock items should be conducted and the external auditors should
be invited to winess.

147. Discrepancies between stock card and physical stock must be recorded and followed up.
Corrections should be approved by Administrative Assifamturement.

Disposal of Inventory ltems

148. Obsolete, expired, redundant and damaged invemoist be identified and removed from the
stores inventory on an annual basis or as often as is necessary.

149. A write-off memo giving reason for disposal must be completed and submitted by the
Administrative AssistanProcuremento the Programme Managekdministrative Servicedor
approval.

AUTHORITITES AND RESPONSIBILITIES

150. The responsibility for providing inputs on materials and equipment which would inform the
development of the oveall Procurement Plan All Programme Managers.

151. To idertify and document material and equipment needs during the project planning phase of
the study/project (or routine purchases at @&RICOM Secretariat)- the requisitioning
Programme Manager.

152. To ensure compatibility of product type, quality and cifosetional usage The requisitioning
Programme Manager in collaboration with the Programme Manager Administrative Services
or, in the case of highly technical equipment, in collaboration with the Programme Manager
Integrated Information Systems or othelevant and technically competent officer.

153. To make a request for Procurement using an Internal Requisition-féine requisitioning
Programme Manager or delegate.
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154. To certify the availability of funds thereby indicating that the study/prdjadget is adequate
to meet the financial needs of the Purchase Orddwe Programme Manager, Finance or
delegate.

155. To initiate an MSR The Programme Manager Administrative Services or delegate.

156. To initiate a Purchase Ordefhe Programme Magar Administrative Services or delegate.

157. To ensure that the budget line item is charged in accordance with the established budget line
coding of theCARICOM Secretariat the Programme Manager, Finance or delegate.

158. To approve the Purchase Ord®O) - the Director, Corporate Services or delegate and the
Programme Manager, Administrative Services.

159. To forward the P.O. (original and duplicate copy) to the supplier in order to procure the
material/equipmentthe Programme Manager AdministreiServices or delegate.

160. All contracts will be signed by theecretaryGeneral or Deput$ecretaryGeneral.

161. To recommend for paymentthe Programme Manager Administrative Services or delegate.

162. In cases of Direct Award(Single Sourcing) select the supplier and provide adequate
justification for the selection- the Programme Manager Administrative Services in
collaboration with the requisitioning Programme Manager.

163. In cases of Restricted Tenderjnige Tenders Committee will makeecommendation on
Supplier to the Deputy SecretaBeneral, through the Director Corporate Services.

164. In cases of Open Tendering, the Tenders Committee will make a recommendation on Supplier
to the Deputy Secretai@eneral, through the Director Corpte Services

165. To prepare the invitation to tenderthe Programme Manager Administrative Services or
delegate in collaboration with the requisitioning Programme Manager.

166. To prepare the Tender Committee Report detailing the selection and evaluaicess and
deliberations- Tender Committe€hairperson

167. To advise the successful supplier within seven (7) working days of the approval and to enter
into a Contract with the suppliethe Programme Manager Administrative Services.

168. To prepare the contraet Legal Division.

169. To approve an advanoa the contract sumthe DeputySecretaryGeneral.

170. To approve avaration the $ope of work in the Contraet the SecretaryGeneral or Deputy
SecretaryGeneral.
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171. In the absence ofthe Deputy SecretaryGeneral, the SecretaryGeneral will identify the
designate who will have the authority and responsibility of this functionary in the
execution of the Procurement process.
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Appendix |: General Information on Broad Control Objectives

OBJECTIVES CONTROL CONSIDERATIONS RISK CONSIDERATION

1. Requisitioning all requests for goods and services | 1. Purchase Orders are based on approved requests.| 1. purchase sim unauthorized vendars
initialed andapproved by authorized individuals.

2. Purchase Orders are properly executed as t0 g 5 pyrchase are not timely.

2. Purchasingall Purchase Orders are based on vg quantity, quality and vendor.
approved quotesind are properly exead as to
price, quantity, quality andendor. ) 3. Purchases are in violation of conflicts efterest/
3. Purchase Orders are reviewed and properly approv| business practice policies.

3. Receiving all materials and services received
with the originalPurchase Orders. 4. Materials received and agreedRurchase Orders. 4. Payment in access of optimum price.

4. Invoice Processing all invoices processed fd5  Finance Programme directly receives invoices | 5. Quantities not adequate or in excess of need.

payment represent goods and services received copies of Purchase Orders and goods received not . . . ,
are accurate as to terms, qtites, prices and 6. Quality of goods purchased or serviceseived is
extensions, account distributions are accurate . . . substandard.

6. Invoice quantities, prices and terms are agreed to

agree with established account classifications. Purch ord
urchase Oraers. 7. Damaged or missing goods not reported.
5. Disbursementsall cheques are prepared on the ba

of adequate andpproved documentation compar| 7. Invoice amounts are coded to proper asset | 8. Payment for goods and services not received.

with supporting data angroperly gproved, signeq expense accounts.
and mailed. 9. Payment based on improper price or terms.
. . ) 8. Summary totals are properly developed and poste
6. Accounting all invoices and disbursements g general ledger. 10. Accounts improperly reflect transactions.
promptly and accuratelyecorded as to payee af
amount. All entries to accounts payable asset 11. Incorrect or duplicate payments.

Batching procedures are used to ensure all docuni
forwarded to data processing are properly 12
transcribed, edited, processed and returned to
originating department. 13

expense accounts and cash disbursement accq 9
are properly accumulated, cld@sil and summarizeg
in the accounts.

. Alteration of cheques.

. Improper cash and accounts payable general le|
balances.

14. Mislaid financial statements.

15. Misleading internal financial reports.

16. Imperative Budgetary controls.
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