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Preface 
 
The Contract Format for Complex Time-Based Consultant Services is based on the World 
Bank format of 1995, as subsequently revised and amended.  This is the standard contract 
format for the procurement of time-based or complex Consultant services, although for low-
cost and very simple assignments which are paid on a staff-time basis, the “Small 
Assignments – Time Based Payments” contract format may be a suitable alternative.  
 
This Contract forms part of the Request for Proposals issued to shortlisted Consultants. 
 
The Contract format consists of three main parts when the Request for Proposals is issued: 

� Form of Contract; 

� General Conditions of Contract; 

� Special Conditions of Contract. 

 
During finalisation of the Contract prior to signature, the following Appendices, either issued 
by the Client or submitted by the Consultant, as amended and agreed by both parties, shall be 
attached as part of the Contract:  

� Appendix A:  Description of the Services   

� Appendix B:  Reporting Requirements   

� Appendix C:  Key Personnel and Subconsultants   

� Appendix D:  Medical Certificate   

� Appendix E:  Hours of Work for Key Personnel   

� Appendix F:  Duties of the Client   

� Appendix G:  Cost Estimates in Foreign Currency   

� Appendix H:  Cost Estimates in Local Currency   

� Appendix I:  Form of Guarantee for Advance Payments   

 
Preparation of the Special Conditions of Contract is carried out partly before issue of the 
Request for Proposals, but can only be finalised to reflect all agreements between the winning 
Consultant and the Client following approval of the award of contract.  
 
The relevance of the wording of the contract format must be checked against the requirements 
of the Services to be procured.  The following general directions should be observed when 
using the contract format.   
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(a) The front cover page of the Contract should be completed with the name of the Client 
Entity, the title of the Services, the Procurement Number and the date of issue. 

 
(b) Footnotes, notes in square brackets [ ] or in italics, must not be included in the 

documents issued to Consultants, except for the notes on model forms in the 
appendices attached where this information is useful for the bidder or Consultant. 

 
(c) Specific details, such as the “name of the Client” must be completed in the Special 

Conditions of Contract.  
 
(d) Amendments, if any, to the General Conditions of Contract must only be made 

through the Special Conditions of Contract. 
 
(e) Footnotes or notes in italics included in the Special Conditions of Contract are not 

part of the text of the document to be issued, although they contain instructions that 
the Client should strictly follow during preparation.   

 
(f) Clauses included in this User Guide for the Special Conditions of Contract are given 

only to illustrate the clauses that should be drafted specifically for each procurement. 
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Form of Contract  
 
 
Notes on the Form of Contract 
 
The Form of Contract is normally left as a draft format when the Request for Proposals is 
issued.  The actions listed below should be undertaken during final preparation of the contract 
following Procurement Committee approval of the award of contract.     
 
 
Step-by-Step Preparation of the Form of Contract 
 
Action (following award of contract): 
 
Insert in the cover page the title of the Contract, the names of the Client and the Consultant, 
the Procurement Number, and the date. Normally the date will be the month and the year only 
to allow for any delay between preparation of the contract and the actual date of signature. 
 
Insert in the appropriate places in the opening paragraph of the Form of Contract, the date of 
contract signature; the name of the Client; and the name of the Consultant. Note the 
amendments to be made to the opening paragraph if the Consultant is a joint venture of 
several firms or individuals, and ensure that the names of all members of the joint venture are 
included in the Form of Contract.  The second paragraph, which is only a guidance note, must 
always be deleted from the final version to be signed by the Parties.   
 
Check that the Appendices listed in paragraph 1(c) are all required.  If any are not required, 
add the words “Not Used” against the Appendix.  Assemble and attach the documents listed 
in paragraph 1(c) of the agreement which are a part of the Contract, and prepare five sets of 
all documents for signature by both Parties to the contract. 
 
Ensure that all agreements concluded between the Client and the Consultant during 
negotiations are accurately reflected in the Special Conditions of Contract and in the 
Appendices. 



5  

General Conditions of Contract 
 
Notes on the General Conditions of Contract 
 
The General Conditions of Contract when read in together with the Special Conditions of 
Contract and all required Appendices, should be a complete document expressing all the 
rights and obligations of the parties to the contract. 
 
The General Conditions of Contract must not be altered. Any necessary changes and 
complementary information shall be introduced only through the Special Conditions of 
Contract.     
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Special Conditions of Contract 
 
Notes on the Special Conditions of Contract 
 
The Clauses in the Special Conditions of Contract provide contract-specific information in 
relation to corresponding clauses in the General Conditions of Contract. 

 
When first issued with the RFP, the Special Conditions will complement the General 
Conditions by specifying the contractual requirements of the Client and the services to be 
performed.  In preparing the Special Conditions of Contract, the following modifications may 
need to be inserted: 
 

(a) information which is required to be entered in the Special Conditions by statements 
in the corresponding clause of the General Conditions of Contract (for example, the 
address of the Client, or the amounts of insurance cover required to be taken out by 
the Consultant); 

 
(b) new clauses, or amendments and/or supplements to the clauses of the General 

Conditions as may be necessary for the circumstances of the specific contract; and 
 

(c) where removal of a Clause in the General Conditions of Contract is required by the  
Client.    

 
During finalisation of the contract documents prior to signature, further information is 
required in the Special Conditions of Contract regarding: 
 

(a) details of the Contractor as specified by clauses in the General Conditions of 
Contract; and 

 
(b) any further modification to the Conditions of Contract which have been jointly 

agreed between the Client and the Consultant. 
 
 
Step-by-Step Preparation of the Special Conditions of Contract 
 
Each clause of the General Conditions of Contract should be checked to ensure that additional 
information required in the Special Conditions of Contract is recorded and that the text is 
appropriate to the specific contract.  Where the text of the General Conditions of Contract 
needs to be expanded, modified or even deleted, this can only be done through the Special 
Conditions of Contract. 
 
The text of the clauses in the General Conditions of Contract indicates some of the essential 
data and additional information required in the Special Conditions of Contract.  Where 
additional detail to supplement or modify the clauses of the General Conditions of Contract is 
required, this should be added in the Special Conditions. If any Clause or Sub-Clause is not 
required, this can be removed by entering the GCC Clause number in the Special Conditions 
of Contract, with the words “Not Applicable”.    
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Text within square brackets in this User Guide [ ] indicates further guidance or an instruction 
to be completed with the appropriate information. 
 
Most of the information required in the Special Conditions of Contract should be entered 
before issue of the Request for Proposals.  However, information such as the name of the 
Consultant, and other details agreed with the winning bidder, can only be completed after 
approval of the contract award.  Before issue of any letter of acceptance, each clause of the 
Special Conditions of Contract should be carefully reviewed to ensure that all contractual 
agreements between the Client and the Consultant are fully recorded. 
 
GCC Clause 1.1(a):  If for any reason the Applicable Law is to be other than the laws of the 
Republic of Sierra Leone, enter in the SCC “GCC Clause 1.1(a): The Applicable Law for the 
Contract is the law of [state the country whose laws are to be used].”   
 
GCC Clause 1.4: Insert the language of the Contract:  “GCC Clause 1.4: The language of the 
Contract is English].” 
 
GCC Clause 1.6.1: Insert the names, addresses, email address and facsimile numbers of both 
the Client and the Consultant for the receipt of notices “GCC Clause 1.6.1: The addresses for 
notices are: Client: [Client name, person to contact, address, email , fax number.]; 
Consultant: [Consultant name, person to contact, address, email , fax number.]” 
 
 
GCC Clause 1.8: If the Consultants consist of a joint venture or more than one firm, the 
name of the Member in Charge should be inserted into the SCC “GCC Clause 1.8:  The 
Member in Charge is [name of firm].” 
 
GCC Clause 1.9: Insert the name and position in the organisation of the officials of both the 
Client and the Consultant who have authority to take any action required or permitted under 
the Contract. “GCC Clause 1.9: The Authorised Representatives are: 
For the Client: _________________________ [name and position] 
For the Consultant: _________________________ [name and position].” 
 
GCC Clause 1.10: The RFP specifies that the issues of local taxes is to be identified during 
negotiations.  As a results of negotiations, specify in the SCC any taxes, duties, fees, levies or 
other impositions within the Republic of Sierra Leone from which the Consultants will be 
exempt, the Client will pay on behalf of the Consultants, or will be reimbursed to the 
Consultants by the Client.  
Example: 
“GCC Clause 1.10: The Client warrants that the Consultants, the Sub-consultants and their 
Personnel shall be exempt from [or that the Client shall pay on behalf of the Consultants, the 
Sub-consultants and the Personnel, or shall reimburse the Consultants, the Sub-consultants 
and the Personnel for] any taxes, duties, fees, levies and other impositions imposed, under the 
Applicable Law, on the Consultants, the Sub-consultants and the Personnel in respect of: 
 

(a) any payments whatsoever made to the Consultants, Sub-consultants and the 
Personnel (other than nationals of the Republic of Sierra Leone or permanent 
residents of the Republic of Sierra Leone), in connection with the carrying out of 
the Services; 
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(b) any equipment, materials and supplies brought into the Republic of Sierra Leone 

by the Consultants or Sub-consultants for the purpose of carrying out the Services 
and which, after having been brought into Sierra Leone, will be subsequently 
withdrawn therefrom by them; 

 
(c) any equipment imported for the purpose of carrying out the Services and paid for 

out of funds provided by the Client and which is treated as property of the Client; 
 
(d) any property brought into the Republic of Sierra Leone by the Consultants, any 

Sub-consultants or the Personnel (other than nationals of the Republic of Sierra 
Leone or permanent residents of the Republic of Sierra Leone), or the eligible 
dependents of such Personnel for their personal use and which will subsequently 
be withdrawn therefrom by them upon their respective departure from the Republic 
of Sierra Leone, provided that: 

 
(1) the Consultants, Sub-consultants and Personnel, and their eligible 

dependents, shall follow the usual customs procedures of the Republic of 
Sierra Leone in importing property into the Republic of Sierra Leone; and 

 
(2) if the Consultants, Sub-consultants or Personnel, or their eligible dependents, 

do not withdraw but dispose of any property in the Republic of Sierra Leone 
upon which customs duties and taxes have been exempted, the Consultants, 
Sub-consultants or Personnel, as the case may be, (i) shall bear such customs 
duties and taxes in conformity with the regulations of the Republic of Sierra 
Leone, or (ii) shall reimburse them to the Client if they were paid by the 
Client at the time the property in question was brought into the Republic of 
Sierra Leone.”  

 
GCC Clause 2.1: If there are any conditions required for the effectiveness of the Contract, 
(such as - receipt by the Consultant of the Advance Payment, receipt by the Client of the 
Security for the advance payment, or approval of specified key personnel by the Client), insert 
in the SCC “GCC Clause 2.1: The effectiveness of the Contract is subject to the following 
conditions: [list the conditions for effectiveness].”  
 
GCC Clause 2.2: If the time period after which the contract may be terminated for failure to 
become effective is to change from the three months stated in the General Conditions, insert 
in the SCC “GCC Clause 2.2:  The time period for termination of the Contract for failure to 
become effective shall be [insert period of time].” 
 
GCC Clause 2.3: Insert the time period after the Effective Date of the Contract for the 
Consultants to commence carrying out the Services “GCC Clause 2.3:  The time period for 
commencement of the Services shall be [period of time] or other such time period as the 
parties may agree in writing.” 
 
GCC Clause 2.4: Insert the time period after the Effective Date for the Contract to expire 
“GCC Clause 2.4: The time period for expiration of the Contract shall be [total elapsed time 
for the contract] or such other time period as the parties may agree in writing.”   
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GCC Clause 3.2.4:  If there are any additional conflicting activities from which the 
Consultant is to be prohibited during the course of the assignment, these should be inserted 
into the SCC “GCC Clause 3.2.4:  The Consultants, Sub-consultants or their Personnel, shall 
not engage directly or indirectly in: [give list of prohibited activities and/or other 
restrictions.]”   
 
GCC Clause 3.4:  If there are any agreed restrictions or extensions of the liability of the 
Consultant, these may be specified in the SCC.  Care should always be taken when the 
Consultant wishes to reduce the extent of his liability, but such changes may be acceptable 
where they provide additional detail and clarification of the liability.  The Client may also 
wish to clarify specific provisions of the law of the Republic of Sierra Leone relevant to the 
Contract, that bidders might not otherwise be aware of.  
 
GCC Clause 3.5: Insert the insurance cover required from the Consultant for each category 
of risk required  
Example 
“GCC Clause 3.5: The risks and insurance coverage shall be: 
 (a) Third Party motor vehicle liability insurance in respect of motor vehicles operated in the 

Republic of Sierra Leone by the Consultants or their Personnel or any Sub-consultants 
or their Personnel, with a minimum coverage of [amount]; 

(b) Third Party liability insurance, with a minimum coverage of [amount]; 
(c) professional liability insurance, with a minimum coverage of [amount]; 
(d) employer’s liability and workers’ compensation insurance in respect of the Personnel of 

the Consultants and of any Sub-consultant, in accordance with the relevant provisions of 
the Applicable Law, as well as, with respect to such Personnel, any such life, health, 
accident, travel or other insurance as may be appropriate; and 

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

 
GCC Clause 3.6: If any bases for time charges and costs have been agreed with the 
Consultant, or when price has not been a factor in the selection process (e.g. QBS), it may be 
appropriate to include the following in the SCC “GCC Clause 3.6: The bases for time 
charges and costs shall include the bases of the Consultants’ representations referred to in 
GCC Clause 6.3(b).” 
 
GCC Clause 3.7: If any other actions by the Consultant, additional to those listed under this 
GCC Clause, will require written approval of the Client, insert in the SCC “GCC Clause 3.7: 
Other actions requiring the written approval of the Client are: 
Example: 
‘Taking any action under a Contract for Works designating the Consultants as “Engineer,” 
for which action, under the Contract for Works, the written approval of the Client as 
“Employer” is required.’” 
 
GCC Clause 3.9:  If any restrictions are to be placed on use by the Consultants (or the Client) 
of documents or software prepared for the Client, insert in the SCC “GCC Clause 3.9:  
Future use of the documents or software arising from this Contract shall be restricted as 
follows: Example Clauses: 
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• ‘The Consultants shall not use these documents for purposes unrelated to this Contract 
without the prior written approval of the Client.’ 

• ‘The Client shall not use these documents for purposes unrelated to this Contract without 
the prior written approval of the Consultants.’ 

• ‘Neither Party shall use these documents for purposes unrelated to this Contract without 
the prior written approval of the other Party.’” 

  
GCC Clause 4.6: If the Consultant is required to have a resident project manager in charge of 
performance of the services, insert in the SCC “GCC Clause 4.6: The person designated as 
resident project manager in Appendix C shall serve in this capacity.” 
 
GCC Clause 5.1:  If any changes, additions or deletions are required to the obligations of the 
Client listed under this GCC Clause, these must be specified in the SCC  “GCC Clause 5.1: 
Assistance and exemptions to be provided by the Client are modified as follows: [list sub-
clause number and the required modification] - for example  
GCC Clause 5.1(c): Not Applicable 
GCC Clause 5.1(b): The privileges under this sub-clause are hereby modified to exclude 
dependents.”  
 
GCC Clause 6.1(b):  Insert the ceiling amounts for the Contract in foreign currencies and in 
Leones in the SCC “GCC Clause 6.1(b):  The ceiling in foreign currency or currencies is: 
[currency and amount].  The ceiling in Leones is: [amount].” 
 
GCC Clause 6.2(a):  If the contract has a duration of more than 18 months, or the currencies 
of the Contract are subject to inflation of more than 5% per annum, inclusion of a price 
adjustment provision is often necessary.  The following is an example clause for price 
adjustment to be inserted in the SCC: 
Example   
“Payments for remuneration made in accordance with Clause GCC 6.2(a) in [foreign and/or] 
[local] currency shall be adjusted as follows: 
 

(i) Remuneration paid in foreign currency pursuant to the rates set forth in Appendix G 
shall be adjusted every 12 months (and, the first time, with effect for the remuneration 
earned in the 13th calendar month after the date of the Contract) by applying the 
following formula: 
 

R R
I

I
f fo

f

fo
= ×  

 

where Rf is the adjusted remuneration, Rfo is the remuneration payable on the basis of 
the rates set forth in Appendix G for remuneration payable in foreign currency, If is the 
official index for salaries in the country of the foreign currency for the first month for 
which the adjustment is supposed to have effect, and Ifo is the official index for salaries 
in the country of the foreign currency for the month of the date of the Contract. 

 

(ii) Remuneration paid in Leones pursuant to the rates set forth in Appendix H shall be 
adjusted every [number] months (and, for the first time, with effect for the remuneration 
earned in the [number]th calendar month after the date of the Contract) by applying the 
following formula: 
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R R
I

I
l lo

l

lo
= ×  

where Rl is the adjusted remuneration, Rlo is the remuneration payable on the basis of 
the rates set forth in Appendix H for remuneration payable in Leones, Il is the official 
index for salaries in the Republic of Sierra Leone for the first month for which the 
adjustment is to have effect and, Ilo is the official index for salaries in the Republic of 
Sierra Leone for the month of the date of the Contract.” 

 
GCC Clause 6.2:  The standard Clause in the GCC is only appropriate for the Quality and 
Cost-Based Selection and Least Cost Selection methods, where price is one of the evaluation 
criteria for selection of the Consultant.   Note that Model Forms I and II attached to the draft 
contract should be deleted as these only apply when price is not an evaluation criteria.  
 
When price is not an evaluation criteria (i.e. Quality-Based Selection, Single-Source 
Selection, Fixed Budget Selection, and Selection by Qualifications), Model Forms 1 and 2 
should be retained for completion and signature by the selected Consultant at the conclusion 
of the negotiations.  The following text must also be inserted in the SCC “GCC Clause 
6.2(b)(i): This Clause is replaced as follows:  
Additional provisions for the payment of remuneration are: 
 

(1) It is understood (i) that the remuneration rates shall cover (A) such salaries and 
allowances as the Consultants shall have agreed to pay to the Personnel as well as 
factors for social charges and overhead based on the Consultants’ average costs, as 
represented by the financial statements of the Consultants’ latest three fiscal years, (B) 
the cost of backstopping by home office staff not included in the Personnel listed in 
Appendix C, and (C) the Consultants’ fee, (ii) that bonuses or other means of profit-
sharing shall not be allowed as an element of overhead, and (iii) that any rates specified 
for persons not yet appointed shall be provisional and shall be subject to revision, with 
the written approval of the Client, once the applicable salaries and allowances are 
known. 

 

(2) Remuneration for periods of less than one month shall be calculated on an hourly basis 
for actual time spent in the Consultants’ home office and directly attributable to the 
Services (one hour being equivalent to 1/240th of a month) and on a calendar-day basis 
for time spent away from home office (one day being equivalent to 1/30th of a month). 

 

(3) The remuneration rates have been agreed upon based on the representations made by 
the Consultants during the negotiation of this Contract with respect to the Consultants’ 
costs and charges referred to in subparagraph (1) above, as such representations are 
evidenced (i) by the form “Consultants’ Representations regarding Costs and Charges,” 
dated [Fill in the date of the Form properly executed by the Consultants], which was 
submitted by the Consultants to the Client during such negotiation, and (ii) by the form 
“Breakdown of Agreed Fixed Rates in Consultants’ Contract” dated [Fill in the date of 
the Form properly executed by the Consultants] which was executed by the Consultants 
at the conclusion of such negotiation.  Should these representations be found by the 
Client (either through inspections or audits pursuant to Clause GCC 3.6 or through 
other means) to be materially incomplete or inaccurate, the Client shall be entitled to 
introduce appropriate modifications in the remuneration rates affected by such 
materially incomplete or inaccurate representations.  Any such modification shall have 
retroactive effect and, in case remuneration has already been paid by the Client before 
any such modification, (i) the Client shall be entitled to offset any excess payment 
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against the next monthly payment to the Consultants, or (ii) if there are no further 
payments to be made by the Client to the Consultants, the Consultants shall reimburse to 
the Client any excess payment within thirty (30) days of receipt of a written claim of the 
Client.  Any such claim by the Client for reimbursement must be made within twelve (12) 
calendar months after receipt by the Client of a final report and a final statement 
approved by the Client in accordance with Clause GCC 6.4(d) of this Contract. 

 
GCC Clause 6.2(b)(iii): Not Applicable” 
 
GCC Clause 6.3(a): Insert in the SCC the foreign currency or currencies for payment “GCC 
Clause 6.3(a): The foreign currency [or currencies] shall be: [list the agreed foreign 
currencies].” 
 
GCC Clause 6.3(b): If the currency of payment for foreign and or local staff is to change 
from the standard Clause in the GCC, specify this in the SCC “GCC Clause 6.3(b) 
Remuneration for foreign personnel shall be paid in [state currency]. Remuneration for local 
personnel shall be paid in [state currency].”  
 
GCC Clause 6.3(c): If any of the reimbursable expenditures listed under Clause 6.3(c) are 
agreed to be deleted, altered, or are to be paid in Leones, enter details of the modification in 
the SCC:  
Example:  
“GCC Clause 6.3(c)(vi):  Not applicable.” 
 
GCC Clause 6.3(d): If any of the reimbursable expenditures listed under Clause 6.3(c) are 
agreed to be deleted, altered, or paid in foreign currency, enter details of the modification in 
the SCC:  
Example:  
“GCC Clause 6.3(d)(i):  Local staff of the Consultant working away from their normal duty 
station shall be paid at the standard Government rate for subsistence allowance.”   
 
GCC Clause 6.4(a):  Insert all the conditions relating to any Advance Payment to the 
Consultants “CGG Clause 6.4(a): An advance payment of [amount and currency or 
currencies] shall be made within [number of days] days after the Effective Date.  The bank 
guarantee shall be in the amount and currencies of the advance payment.  The advance 
payment will be set off by the Client against payments for the first [number of months] 
months of the Services until the advance payment has been fully set off.” 
 
GCC Clause 6.4(c):  Insert the annual interest rate to be used as a penalty for delayed 
payment by the Client “GCC Clause 6.4(c): The interest rate is [annual percentage rate].” 
 
GCC Clause 6.4(e): Insert the bank account details for foreign currency and for Leones 
payments to be made, as advised by the Consultants. “GCC Clause 6.4(e): The accounts are: 
For foreign currency [name of bank, branch, bank code and account number]; and for 
Leones [name of bank, branch, bank code and account number].”  
 
GCC Clause 8.2: Specify in the SCC the rules of arbitration to be followed for the settlement 
of disputes.  For international contracts, UNCITRAL arbitration rules are the most commonly 
used, but for local contracts an approved Sierra Leone arbitration service may be specified. 
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Example clauses are: 
For contracts with a foreign Consultant: 
“GCC Clause 8.2: Any dispute, controversy or claim arising out of or relating to this 
Contract, or breach, termination or invalidity thereof, shall be settled by arbitration in 
accordance with the UNCITRAL Arbitration Rules as at present in force.” 
 
For contracts with a Consultant national of the Republic of Sierra Leone: 
“GCC Clause 8.2: Any dispute, controversy or claim arising out of or relating to this 
Contract, or breach, termination or invalidity thereof, shall be settled by arbitration in 
accordance with the arbitration rules as at present in force in Sierra Leone.” 
 
Also insert: 
“ In any arbitration proceeding hereunder: 

 

(a) unless otherwise agreed by the Parties, proceedings shall be held in [location]; 
 
(b) the English language shall be the official language for all purposes; and 
 
(c) the decision of the sole arbitrator or of a majority of the arbitrators (or of the third 

arbitrator if there is no such majority) shall be final and binding and shall be 
enforceable in any court of competent jurisdiction, and the Parties hereby waive 
any objections to or claims of immunity in respect of such enforcement.” 
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Model Forms 
 
Notes on the Model Forms 
 
Model Forms 1 and 2 included with the draft contract documents, are only required for 
Quality-Based Selection, Single-Source Selection, Fixed Budget Selection, and Selection 
Based on Qualifications.  Under these selection methods price is not an evaluation criteria, 
and it is essential for the Client to be satisfied during negotiations that the fees proposed by 
the Consultant are justified.  Evidence of fee rates is obtained by requiring the Consultant to 
complete and certify Model Forms 1 and 2 at the conclusion of negotiations. 
 
The use of Model Forms 1 and 2 is not required for methods of selection where price is an 
evaluation criteria used for selection of the winning Consultant (i.e. Quality and Cost Based 
Selection and Least Cost Selection).   
 
Step-by-Step actions for the Model Forms 
 
For Quality and Cost Based Selection, or Least Cost Selection: 
 
Ensure that the original text of GCC Clause 6.2(b)(i) is retained in the General Conditions of 
Contract and is not substituted in the Special Conditions by the alternative wording given in 
the previous section of this User Guide. 
 
Delete both Model Forms from the draft contract format before issue of the Request for 
Proposals. 
 
For Quality-Based Selection, Single-Source Selection, Fixed Budget Selection, and 
Selection Based on Qualifications:  
 
The original text of GCC Clause 6.2(b)(i) in the General Conditions of Contract must be 
substituted through the Special Conditions of Contract using the wording given in this User 
Guide.   
 
Ensure that Model Forms 1 and 2 are included with the draft contract format issued in the 
Request for Proposals. 
 
Ensure that the Information to Consultants in the Request for Proposals includes the optional 
“Information to Consultants – Appendix” which explains to bidders the need for all necessary 
information on fee rates to be made available during contract negotiations.    
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Appendices  
 
Notes on the Appendices 
 
The Appendices to the contract cannot be completed until after the winning consultant has 
been selected and successful negotiations have been concluded.   
 
The contract document will contain the Appendices based on the Terms of Reference and the 
standard forms submitted by the Consultant with the Technical and Financial Proposals as 
agreed between the Client and Consultant during negotiations.  Note that during negotiation 
of the contract the Terms of Reference and details of the Appendices may be adjusted for the 
final contract by agreement of both parties before signature.   
 
 
Completion of the Appendices Before Contract Signature 
 
Appendix A –Description of the Services 
 
Prepare the Description of the Services based on the original Terms of Reference, but 
including any modifications to the Terms of Reference as agreed with the Consultant during 
negotiations.  Note that any modifications which drastically change the general nature, or the 
scope of the services, are not normally acceptable, since the end result could be a very 
different assignment to that on which competing bidders have submitted their proposals.  If 
such modifications are substantial in a competitive bidding process, the advice of the National 
Public Procurement Authority should be sought before proceeding to signature of the 
contract.   
 
Appendix B – Reporting Requirements 
 
Prepare the Reporting Requirements based on the original Terms of Reference as modified by 
agreement with the Consultant during negotiations. The Appendix should specify the format, 
frequency, and contents of reports; the persons to receive them; the dates of submission; etc.  
If no reports are to be submitted, state here “Not applicable.” 
 
Appendix C – Key Personnel and Sub-Consultants 
 
Prepare this Appendix based on the information provided by the Consultant in Forms 3E, 3F 
and 3G of his Technical Proposal, as may be modified by agreement or later information 
provided by the Consultant during negotiations.  The Appendix should be split into separate 
sections as follows: 
 
Section C-1 Key Foreign Personnel. List Job Titles, [names of staff, if already available], 
detailed job descriptions and minimum qualifications of Key foreign Personnel to be assigned 
to work in the Republic of Sierra Leone, and the number of staff-months for each. 
 
Section C-2 Key Local Personnel. List Job Titles, [names of staff, if already available], 
detailed job descriptions and minimum qualifications of Key local Personnel to be assigned to 
work in the Republic of Sierra Leone, and the number of staff-months for each. 
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Section C-3 Other Key Personnel. List Job Titles, [names of staff, if already available], 
detailed job descriptions and minimum qualifications of Key Personnel undertaking work 
outside the Republic of Sierra Leone (e.g. head office management staff of a foreign 
Consultant) and the number of staff-months for each.  
 
Section C-4 Sub-Consultants. A list of approved Sub-consultants (if already available) with 
the same information in respect of their Personnel as provided in Sections C-1 to C-3 above.   
 
 
Appendix D – Medical Certificate 
 
A Medical Certificate is not normally necessary, but may be required for foreign Personnel 
taking up temporary residence within the Republic of Sierra Leone.   
 
If a Medical Certificate is to be required, insert here the required format of the Certificate 
before issue of the Request for Proposals.  
 
Appendix E – Hours of Work For Key Personnel 
 
Prepare Appendix E based on the information provided by the Consultants in Forms 3E and 3G 
of the Technical Proposal, and in the Financial Proposal.  
 
List the hours of work for Key Personnel; travel time to and from the Republic of Sierra Leone 
for foreign Personnel (Clause GCC 4.4(a)); the entitlement, if any, to overtime pay, sick leave 
pay, vacation leave pay, etc. 
 
Appendix F – Duties of the Client 
 
Prepare Appendix F based on the duties of the Client as specified in the original Terms of 
Reference, and under Clause 5 of the General Conditions of Contract (as modified by the 
Special Conditions of Contract), or jointly agreed during contract negotiations 
 
Provide details of the services, facilities, property and counterpart personnel to be made 
available to the Consultants by the Client. 
 
Appendix G – Cost Estimates in Foreign Currency 
 
Prepare Appendix G based on the Financial Proposal submitted by the Consultant as amended 
by joint agreement during contract negotiations.   
 
List the cost estimates in foreign currency: 
 
1. Staff 
 (a) Monthly rates for foreign Personnel (Key Personnel and other Personnel) 

(b) Monthly rates for local Personnel (Key Personnel and other Personnel). 
 
2. Reimbursable expenditures 

(a) Per diem allowances. 



17  

(b) Air transport for foreign Personnel. 
(c) Air transport for dependents. 
(d) Transport of personal effects. 
(e) International communications. 
(f) Printing of documents specified in Appendices A and B hereof. 
(g) Acquisition of specified equipment and materials to be imported by the 

Consultants and to be paid for by the Client (including transportation to the 
Republic of Sierra Leone). 

(h) Other foreign currency expenditures, such as the use of computers, foreign 
training of Client’s staff, various tests, etc. 

 
Appendix H—Cost Estimates in Leones 
 
Prepare Appendix H based on the Financial Proposal submitted by the Consultant as amended 
by joint agreement during contract negotiations. 
List the cost estimates in Leones: 
 
1. Monthly staff rates for local Personnel (Key Personnel and other Personnel) 
 
2. Reimbursable expenditures as follows: 

(a) Per diem rates for subsistence allowance for local Personnel, plus estimated 
totals. 

(b) Cost of local transportation. 
(c) Cost of other local services, rentals, utilities, etc. 

 
 
Appendix I – Form of Bank Guarantee for Advance Payment 
 
The blank draft format should be attached for guidance of the Consultant and issued with the 
Request for Proposals.  The Bank Guarantee when completed and submitted to the Client will 
form an appendix to the Contract. 
 
 
 
 
 
 

 
 
 
 
 


