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      Caisse Sociale du Rwanda 
BP : 250 kigali-Rwanda 

 
 

 
 

Section 1:  INVITATION TO TENDER  
 

 

REQUEST FOR PROPOSAL FOR CSR STAFF TRAINING SERVICE IN 

DIFFERENT MODULES 
 

The SOCIAL SECURITY FUND OF RWANDA hereby invites proposals to provide the 
following consulting services: In- house training of CSR staff in different modules divided in 
the following 13 lots: 
 

Lot Course Title Estimated 
Duration 

calendar Number of 
Concerned 
staff 

Lot 1 International Financial Reporting 

Standard and Accounting Principles 

(IFRS/IAS) 

10 days Feb 2010 15-20 

Lot 2 Budget and Cash flow management 5 days April 2010 10-20 

Lot 3 Filing and electronic management of 

CSR Documentation and Resources 

Center 

5 days February 2010 5-10 

Lot 4 Fraud prevention and Dynamics of 

Debt Collection 
10 days February 2010 20-30 

Lot 5 Construction Management 20 days February 2010 8-10 

Lot 6 Risk based operational Auditing 5 days April 2010 10-15 

Lot 7 Tendering process and Contract 
Management 

10 days February 2010 15 

Lot 8 Management of Public relations 
and customer care 

5 days March 2010 10 

Lot 9 Multimedia graphics design, 
Website Management and Audio-
visual editing 

15 days February 2010 5-10 

Lot 10 Real Estate and Property 
Management 

10 days March 2010 10-15 

Lot 11 The use of STATA VERSION 10 
for Data analysis 

5 days March 2010 15-20 

Lot 12 Planning and Organisational 
Strategy for Public Sector 
Management 

10 days April 2010 10-15 

Lot 13 Policy formulation and evaluation 
analysis 

10 days March 2010 10-15 
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For more details on concerned services, please consult the Terms of Reference included in the 
Request for Proposals document. 
 

1. Participation is open on equal conditions to all interested and capable consultancy 
firms/training institutions/individual consultants specialised in the field of the 
assignments. 

 
2. The consultant shall be chosen through a selection method based on the technical 

quality and the cost (QCBS) according to prescribed procedures in the Request for 
Proposals document. 

 
3. The Request for Proposals document includes the following sections: 

Section 1: Present Invitation to tender 
Section 2: Information note to consultants/Institutions 
Section 3: Particular data 
Section 4:  Terms of reference 
Section 5: General conditions 
Section 6:  Technical bid ð types of Tables 
Section 7:  Financial bid ð types of Tables 
Section 8: The sample of contract agreement 

4. Request for proposal document is available at Caisse Sociale du Rwanda (CSR) Hqs 
Office at Kacyiru , Avenue de lõUmuganda P.O.Box: 250 Kigali-Rwanda Tel: 250 598400 
Fax 250 584445, or on its Website :www.csr.gov.rw, Email: procurement@csr.gov.rw. 

 
5. Technical and financial proposals must be presented in separate envelopes showing 
each the nature of the offer concerned, the firmõs name and both put in a third 
anonymous envelope marked as follow: 

 

òPROPOSAL FOR CSR STAFF TRAINING SERVICE IN 

DIFFERENT AREASò 
                                              (Please Precise the concerned lots) 

 òTO BE OPENED ONLY IN PUBLIC SESSIONó 
 

6. Well printed technical and financials bids, properly bound presented in four copies one 
of which is the original must be submitted in sealed envelopes not later than 26thJanuary  

2010 at 9:00 prompt local time (7:00 GMT) to address below: 
 

 THE DIRECTOR GENERAL OF THE SOCIAL SECURITY FUND OF RWANDA P.O. Box: 

250 KIGALI, TEL: (250) 0252 598400, AVENUE DE LõUMUGANDA,  KIGALI/RWANDA  
 
 Poorly presented, belated and electronic bids will be rejected. 

7. The opening of technical bids will take place the same day at 10 Oõclock local time 
(08:00am GMT) in the board room (first floor), in presence of bidders or their 
representatives to witness the public bids opening session.  

 

Done at Kigali, on 18/11/2009 
 
Henry K. GAPERI 
Director General 
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Section 2.  Instructions to Consultants  

 

1.
 Introductio
n 

1.1 The Client named in the Data Sheet will select a Consultant 
Firm/institution in accordance with the method of selection 
specified in the Data Sheet. 

1.2 The Consultants are invited to submit a Technical Proposal and a 
Financial Proposal, for consulting services required for the 
assignment named in the Data Sheet.  The Proposal will be the basis 
for contract negotiations and ultimately for a signed Contract with 
the selected Consultant. 

1.3 The mission will be carried out in accordance with the schedule 
indicated in the specific clauses. Where the work consists of several 
phases, the performance of the Consultant must satisfy the Client 
before the beginning of the next phase. 

      

 1.5 The Client will timely provide at no cost to the Consultants the 
inputs and facilities specified in the Data Sheet, assist the firm in 
obtaining licenses and permits needed to carry out the services, and 
make available relevant project data and reports. 

1.6  Consultants shall bear all costs associated with the preparation and 
submission of their proposals and contract negotiation. The Client is 
not bound to accept any proposal, and reserves the right to annul the 
selection process at any time prior to Contract award, without thereby 
incurring any liability to the Consultants. 

Conflict of 

Interest 

1.7  It is required that Consultants provide professional, objective, 
and impartial advice and at all times hold the Clientõs interests 
paramount, strictly avoid conflicts with other assignments or 
their own corporate interests and act without any consideration 
for future work. 

 Without limitation on the generality of the foregoing,       
Consultants, and any of their affiliates, shall be considered to have a 
conflict of interest and shall not be  recruited, under any of the 
circumstances set forth below:               

Conflicting 

activities 

  1.7.1 A firm that has been engaged by the Client to provide goods, 

works or services other than consulting services for a project, and any 

of its affiliates, shall be disqualified from providing consulting 

services related to those goods, works or services. Conversely, a firm 

hired to provide consulting services for the preparation or 

implementation of a project, and any of its affiliates, shall be 

disqualified from subsequently providing goods or works or services 
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other than consulting services resulting from or directly related to the 

firmõs consulting services for such preparation or implementation. 

For the purpose of this paragraph, services other than consulting 

services are defined as those leading to a measurable physical output, 

for example surveys, exploratory drilling, aerial photography, and 

satellite imagery.  

Conflicting 

assignments 

b) A Consultant (including its Personnel and Sub-

Consultants) or any of its affiliates shall not be hired for any 

assignment that, by its nature, may be in conflict with another 

assignment of the Consultant to be executed for the same or 

for another Client.  

 1.7.2 As indicated in paragraph (a) of clause 1.7.1 above, where 
continuity is required, consultants may be hired to ensure 
proper implementation of subsequent activities. In such a 
case, the specific clauses must reflect this possibility and the 
criteria used in consultant selection must take into account the 
probability of renewal.  It depends entirely on Client whether 
or not to carry out the subsequent activities and if so, to 
decide which consultant to hire for that purpose. 

1.7.3 Any previous or current involvement of the consultant, his 
employees or affiliate businesses, or his associates in carrying 
out the Clientõs contract related to the mission in question 
may lead to rejection of the proposal. Consultants must clarify 
their position to the Client before making a proposal. 

2. Clarification 

and 

Amendment 

of RFP 

Documents 

2.1 Consultants may request a clarification of any of the RFP 
documents up to the number of days indicated in the Data 
Sheet before the proposal submission date. Any request for 
clarification must be sent in writing, or by standard electronic 
means to the Clientõs address indicated in the Data Sheet. The 
Client will respond in writing, or by standard electronic 
means and will send written copies of the response 
(including an explanation of the query but without 
identifying the source of inquiry) to all Consultants.  

2.2 At any time before the submission of Proposals, the Client may 
amend the RFP by issuing an addendum in writing or by 
standard electronic means. The addendum shall be sent to all 
Consultants and will be binding on them. Consultants shall 
acknowledge receipt of all amendments. To give Consultants 
reasonable time in which to take an amendment into account in 
their Proposals the Client may, if the amendment is substantial, 
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extend the deadline for the submission of Proposals. 

 

3. Preparation 

of Proposals 

3.1 The Proposal (see paragraph. 1.2), as well as all related 
correspondence exchanged by the Consultants and the 
Client, shall be written in the language (s) specified in the 
Data Sheet. 

 

 3.2 In preparing their Proposal, Consultants are expected to 
examine in detail the documents comprising the RFP. 
Material deficiencies in providing the information requested 
may result in rejection of a Proposal. 

 3.3 While preparing the Technical Proposal, Consultants must 
give particular attention to the following: 

(a) If a Consultant considers that it may enhance its 
expertise for the assignment by associating with other 
Consultants in a joint venture or sub-consultancy, it 
may associate with either Consultant if so indicated in 
the Data Sheet. A Consultant must first obtain the 
approval of the Client if it wishes to sub contract 
other(s) Consultant(s).  

 (b) The estimated number of Professional staff-months or 
the budget for executing the assignment shall be shown 
in the Data Sheet, but not both.  However, the Proposal 
shall be based on the number of Professional staff-
months or budget estimated by the Consultants. 

(c) It is recommended that the proposed specialist staff 
should mostly be permanent employees of the 
consultant or who have reliably worked with the 
consultant for a long period. 

(d) The proposed specialist must at least posses the 
minimum experience indicated in the specific clauses, 
preferably with similar working conditions to those in 
the country in which the work will be done. 

(e) Alternative professional staff shall not be proposed, and 
only one curriculum vitae (CV) may be submitted for 
each position. The main information should include the 
consultantõs years of experience and the degree of 
responsibility held in various missions over the last ten 
years. 

 

Language (f) Documents to be issued by the Consultants as part of 



 8 

this assignment must be in the language(s) specified 
in the Reference Paragraph 3.1 of the Data Sheet. If 
Reference Paragraph 3.1 indicates two languages, the 
language in which the proposal of the successful 
Consultant will be submitted shall govern for the 
purpose of interpretation. It is desirable that the firmõs 
Personnel have a working knowledge of the Clientõs 
national language. 

Technical 

Proposal 

Format and 

Content 

 

3.4 The Technical Proposal shall provide the information 
indicated in the following paragraphs from (a) to (g) using 
the attached Standard Forms (Section 3).  

 (a) A brief description of the Consultantsõ organization and 
an outline of recent experience of the Consultants on 
assignments of a similar nature (standard form 3B). For 
each assignment, the outline should indicate the names 
of Sub-Consultants/ Professional staff who 
participated, duration of the assignment, contract 
amount, and Consultantõs involvement.   

 (b) Comments and suggestions on the Terms of Reference 
including workable suggestions that could improve the 
quality / effectiveness of the assignment; and on 
requirements for counterpart staff and facilities including: 
administrative support, office space, local transportation, 
equipment, data, etc. to be provided by the Client 
(standard form 3C). 

 (c) A description of the approach, methodology and work 
plan for performing the assignment (standard form 3D). 

 (d) The list of the proposed Professional staff team by area 
of expertise, the position that would be assigned to each 
staff team member, and their tasks (standard form 3E). 

 (e) CVs of the Professional staff signed by the staff 
themselves or by the authorized representative of the 
Professional Staff (standard form 3F). 

(f) Estimates of the staff input (staff-months of foreign and 
local professionals) needed to carry out the assignment. 
The staff-months input should be indicated separately 
for home office and field activities, and for foreign and 
local Professional staff (standard form 3E et 3G). 

(g) A detailed description of the proposed methodology 
and staffing for training, if the Data Sheet specifies 
training as a specific component of the assignment. 
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(h) Any other information required in the specific clauses 

 3.5 The Technical Proposal shall not include any financial 
information.  

Financial 

Proposals 

 

3.6 The Financial Proposal shall be prepared using the attached          
Standard Forms (Section 4). It shall list all costs associated 
with the assignment, including (a) remuneration for staff 
(foreign and local, in the field and at the Consultantsõ home 
office), and (b) reimbursable expenses indicated in the Data 
Sheet. If appropriate, these costs should be broken down by 
activity and, if appropriate, into foreign and local 
expenditures.  

Taxes 3.7 The Consultant will be subject to local taxes applicable on 
amounts payable by the Client under the Contract. The 
Consultant is subject to payment of any local taxes. Any such 
amounts shall be included separately in the Financial 
Proposal, except where otherwise indicated in the specific 
clauses. 

 3.8 The consultants should give the charges for their services in 
local currency or in convertible currency (US dollars). The 
rate to be used is the National Bank rate at opening date. 

3.9 Commissions and gratuities, if any, paid or to be paid by 
Consultants and related to the assignment will be listed in the 
Financial Proposal Form (Section 4A). 

3.10   The Data Sheet indicates how long Consultantsõ Proposals must 
remain valid after the submission date. During this period, 
Consultants shall maintain the availability of Professional 
staff nominated in the Proposal. The Client will make its best 
effort to complete negotiations within this period. Should the 
need arise; however, the Client may request Consultants to 
extend the validity period of their proposals. Consultants 
who do not agree have the right to refuse to extend the 
validity of their Proposals. 

4. Submission, 

Receipt, and 

Opening of 

Proposals 

4.1 The original proposal (Technical and financial Proposals) 
shall contain no interlineations or overwriting, except as 
necessary to correct errors made by the Consultants 
themselves. The person who signed the proposal must initial 
such corrections.  

4.2 An authorized representative of the Consultants shall initial 
all pages of the original Technical and Financial Proposals. 
The authorization shall be in the form of a written power of 
attorney accompanying the Proposal. 

4.3 The Technical Proposal shall be marked òORIGINALó or 
òCOPYó as appropriate. The Technical Proposals shall be sent 
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in the number of copies indicated in the Data Sheet. All 
required copies of the Technical Proposal are to be made 
from the original. If there are discrepancies between the 
original and the copies of the Technical Proposal, the original 
governs. 

4.4 The original and all copies of the Technical Proposal shall be 
placed in a sealed envelope clearly marked òTECHNICAL 

PROPOSALó. Similarly, the original Financial Proposal shall 
be placed in a sealed envelope clearly marked òFINANCIAL 

PROPOSALó followed by the  number and the name of the 
assignment, and with a warning òDO NOT OPEN WITH THE 

TECHNICAL PROPOSAL.ó  The envelopes containing the 
Technical and Financial Proposals shall be placed into an 
outer envelope and sealed. This outer envelope shall bear the 
submission address, reference number and title of the tender, 
and be clearly marked òDO NOT OPEN, EXCEPT IN PRESENCE 

OF THE OFFICIAL APPOINTEDó.  

 4.5 The Proposals must be sent to the address/addresses 
indicated in the Data Sheet and received by the Client no 
later than the time and the date indicated in the Data Sheet. 
Any proposal received by the Client after the deadline for 
submission shall be returned unopened. 

4.6 The Client shall open the Technical Proposal immediately 
after the deadline for their submission. The envelopes with 
the Financial Proposal shall remain sealed and securely 
stored. 

5 Proposal 

Evaluation 

 

5.1. This invitation to tender is opened to all (International 
&National) consulting firms/Institutions having   technical   
capacities and sound financial records for this type of work.   
 
5.2. To make their offer eligible, Bidders shall prove that they 
respond to the conditions specified in the tender that they have the 
technical capacities and sound financial records to complete the 
execution of the contract within the time limit.  In this regard, all 
Tenders presented will be accompanied by the following 
information: 
 
a)  Copies of original documents creating the Company or the 
statutes, the place of registration and the main places of activities of 
the Bidder (for firms).   
 
b)  Detailed information on experiences and past   achievements   
relating to similar contract by his nature carried out during the last 5 
years, or present contract and any other engagements of the bidder.   
Importance of the participation of the bidder in the Contract.  
c)  All   necessary   justifications   proving   that   the Bidder is 
technically and financially capable to carry out the entire contract.  
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Particularly, its possibilities in technical staff, material and 
equipment for the completion   at the turnaround time:   
 
d) The power of Attorney or a duly signed copy giving authority to 
signatories of the Tender (for firms).   
 
e) Lists, certified diplomas, CVs of technical staff and the training 

materials to be used in execution of the assignment.  
f) The technical proposal including (but not limited to) summary of 

the content of each module concerned, all above documents and 
planning of assignment; 

 
g) Clearance Certificate from Tax Department within the country of 
registration and Social Security Fund of Rwanda dated minimum 3 
months, for national consulting firms;   
 
i) Any information relating to current litigations or which have 
occurred during the last 3 years, in which the bidder is implicated.  
 
5.5. Conditions of qualification.   
 
The bidders will have to meet the following criteria as a minimum:   
More to the qualifications and experience  of trainers required in the 
article 3.3 of data sheet, the consultants should meet the requirements 
below: 
 
 

a) Not having litigations in progress (as a Consultant) on Courts.  
Not having known a contract cancellation due to poor 
performances during last 10 years.  

b) To indicate arrangements to be done by client (office 
equipments, printers, transport,...).   

 
5.7 From the time the Proposals are opened to the time the 

Contract is awarded, the Consultants should not contact the 
Client on any matter related to its Technical and/or Financial 
Proposal. Any effort by Consultants to influence the Client in 
the examination, evaluation, ranking of Proposals, and 
recommendation for award of Contract may result in the 
rejection of the Consultantsõ Proposal. 

5.8 Evaluators of Technical Proposals shall have no access to the 
Financial Proposals until the technical evaluation is 
concluded and the parties concerned issues its òno 
objectionó. 

Evaluation of 

Technical 

Proposals 

 

The evaluation committee shall evaluate the Technical 
Proposals on the basis of their responsiveness to the Terms of 
Reference, applying the evaluation criteria, sub criteria, and 
point system specified in the Data Sheet. Each responsive 
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Proposal will be given a technical score (St). A Proposal shall be 
rejected at this stage if it does not respond to important aspects 
of the Terms of Reference or if it fails to achieve the minimum 
technical score indicated in the Data Sheet. The evaluation 
commission will constituted to this effect will evaluate the 
technical offers in the first place as per the criteria specified data 
sheet. 

 5.10 Following the ranking of technical Proposals, only bidders 
whose technical offers shall have scored marks equivalent to 
70 and above out 100 shall be retained for financial 
evaluation. 

Public 

Opening and 

Evaluation of 

Financial 

Proposals  

 

5.11 After the technical evaluation is completed and the 
concerned parties have issued its no objection (if applicable), 
the Client shall inform the Consultants who have submitted 
proposals the technical scores obtained by their Technical 
Proposals, and shall notify those Consultants whose 
Proposals did not meet the minimum qualifying mark (70) or 
were considered non responsive to the RFP and TOR, that 
their Financial Proposals will be returned unopened after 
completing the selection process. The Client shall 
simultaneously notify in writing Consultants that have 
secured the minimum qualifying mark, the date, time and 
location for opening the Financial Proposals. The opening 
date shall allow Consultants sufficient time to make 
arrangements for attending the opening. Consultantsõ 
attendance at the opening of Financial Proposals is optional. 

5.12 Financial Proposals shall be opened publicly in the presence 
of the Consultantsõ representatives who choose to attend. The 
name of the Consultants and the technical scores of the 
Consultants shall be read aloud. The Financial Proposal of 
the Consultants who met the minimum qualifying mark will 
then be inspected to confirm that they have remained sealed 
and unopened. These Financial Proposals shall be then 
opened, and the total prices read aloud and recorded.  

 

5.13 The Evaluation Committee will correct any computational 
errors. When correcting computational errors, in case of 
discrepancy between a partial amount and the total amount, 
or between word and figures the formers will prevail. In 
addition to the above corrections, activities and items 
described in the Technical Proposal but not priced, shall be 
assumed to be included in the prices of other activities or 
items. In case an activity or line item is quantified in the 
Financial Proposal differently from the Technical Proposal, (i) 
if the Time-Based form of contract has been included in the 
RFP, the Evaluation Committee shall correct the 
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quantification indicated in the Financial Proposal so as to 
make it consistent with that indicated in the Technical 
Proposal, apply the relevant unit price included in the 
Financial Proposal to the corrected quantity and correct the 
total Proposal cost, (ii) if the Lump-Sum form of contract has 
been included in the RFP, no corrections are applied to the 
Financial Proposal in this respect. Prices shall be converted to 
a single currency using the selling rates of exchange, source 
and date indicated in the Data Sheet. 

5.14 In case of QCBS, the lowest evaluated Financial Proposal 
(Fm) will be given the maximum financial score (Sf) of 100 
points. The financial scores (Sf) of the other Financial 
Proposals will be computed as indicated in the Data Sheet. 
Proposals will be ranked according to their combined 
technical (St) and financial (Sf) scores using the weights (T = 
the weight given to the Technical Proposal; P = the weight 
given to the Financial Proposal; T + P = 1) indicated in the 
Data Sheet: S = St x T% + Sf x P%. The firm achieving the 
highest combined technical and financial score will be invited 
for negotiations. 

5.15 In the case of Fixed-Budget Selection, the Client will select the 
firm that submitted the highest ranked Technical Proposal 
within the budget. Proposals that exceed the indicated 
budget will be rejected. In the case of the Least-Cost 
Selection, the Client will select the lowest proposal among 
those that passed the minimum technical score. In both cases 
the selected firm is invited for negotiations. 

6. Negotiations 

 

6.1 Negotiations will be held at the address indicated in the Data 
Sheet. The invited Consultant will, as a pre-requisite for 
attendance at the negotiations, confirm availability of all 
Professional staff. Failure in satisfying such requirements 
may result in the Client proceeding to negotiate with the 
next-ranked Consultant.  Representatives conducting 
negotiations on behalf of the Consultant must have written 
authority to negotiate and conclude a Contract. 

Technical 

negotiations 

6.2        Negotiations will include a discussion of the Technical Proposal, 
the proposed technical approach and methodology, work plan, 
and organization and staffing, and any suggestions made by 
the Consultant to improve the Terms of Reference. The Client 
and the Consultants will finalize the Terms of Reference, 
staffing schedule, work schedule, logistics, and reporting. 
These documents will then be incorporated in the Contract as 
òDescription of Servicesó. Special attention will be paid to 
obtain the maximum the consultant can offer in the budget 
limit and to clearly defining the inputs and facilities required 
from the Client to ensure satisfactory implementation of the 
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assignment. 

Financial 

negotiations 

 

6.3        The financial negotiations will include a clarification (if any) of 
the firmõs tax liability in the Clientõs country, and the manner in 
which it will be reflected in the Contract; and will reflect the 
agreed technical modifications in the cost of the services. In the 
cases of QCBS, Fixed-Budget Selection, and the Least-Cost 
Selection methods, unless there are exceptional reasons, the 
financial negotiations will involve neither the remuneration 
rates for staff nor other proposed unit rates. For other methods, 
Consultants will provide the Client with the information on 
remuneration rates described in the Appendix attached to this 
RFP. 

Availability 

of 

Professional 

staff/experts 

6.4 Having selected the Consultant on the basis of, among other 
things, an evaluation of proposed Professional staff, the 
Client expects to negotiate a Contract on the basis of the 
Professional staff named in the Proposal. Before contract 
negotiations, the Client will require assurances that the 
Professional staff will be actually available. The Client will 
not consider substitutions during contract negotiations unless 
both parties agree that undue delay in the selection process 
makes such substitution unavoidable or for reasons such as 
death or medical incapacity. If this is not the case and if it is 
established that Professional staff were offered in the 
proposal without confirming their availability, the 
Consultant may be disqualified. Any proposed substitute 
shall have equivalent or better qualifications and experience 
than the original candidate and be submitted by the 
Consultant within the period of time specified in the letter of 
invitation to negotiate. 

Conclusion of 

the negotiations 

6.5         Negotiations will conclude with a review of the draft Contract. 
To complete negotiations, the Client and the Consultant will 
initial the agreed Contract. If negotiations fail, the Client will 
invite the Consultant whose Proposal received the second 
highest score to negotiate a Contract. 

7. Award of 

Contract 

7.1 After completing negotiations the Client shall award the 
Contract to the selected Consultant. The Client promptly 
notify all Consultants who have submitted proposals that 
they are not retained. After Contract signature, the Client 
shall return the unopened Financial Proposals to the 
unsuccessful Consultants. 

7.2 The Consultant is expected to commence the assignment on 
the date and at the location specified in the Data Sheet. 

8. Confidentiality 8.1 Information relating to evaluation of Proposals and 
recommendations concerning awards shall not be disclosed 
to the Consultants who submitted the Proposals or to other 
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persons not officially concerned with the process, until the 
publication of the award of Contract.  

 

Instructions to Consultants: 

DATA SHEET  

 

Text 
clauses 

 

1.1 NAME OF THE CLIENT:   SOCIAL SECURITY FUND OF                        
                                                RWANDA  
 
BASIS OF SELECTION:    quality and cost 
 
Publishing of instructions:  open tendering 

 
1.2 Financial Proposal to be submitted together with the Technical Proposal  

 
Name, objectives and description of the assignment: 
 
REQUEST FOR PROPOSALS FOR THE TRAINING OF CSR STAFF IN 

DIFFERENT AREAS.  

 
 

1.3 The Mission includes :  
 

Prepare all relevant and standard training materials to be submitted to 
trainees and conduct the refresher training of CSR staff in oriented 
modules. He should report to CSR management on how the training 
has been conducted and should give the recommendations for CSR 
staff capacity building. 

 
1.4 The Client  shall provide the following service and materials:  

1. Training room, 
2. Local transport fees (only the journey from Hotel to training Venue 

and back) 
3. Materials for presentation (projector, flip charts and other 

accessories, audio-visual materials and laptops if needed to 
trainees). However, it is the responsibility of the consultant to 
identify in his bid the facilitation materials/service to be provided 
by Client. 
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2.1 Clarifications can be requested within 15 days prior to the date of 
submission. 
 
Requests for clarification must be sent to following address:  
 
 
SOCIAL SECURITY FUND OF RWANDA, 
P.O.BOX 250, Kigali-Rwanda 
Tel: +250 55109933 
Fax: +250 58 44 45 
 E-mail: procurement@csr.gov.rw 

3.1 Proposals must be submitted in the following language (s):   English and  
French  
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3.3  
Qualificati
ons and 
experience 
of trainers 

 
 
 
i) The number of working days of trainers needed for the mission is 

estimated to be: refer to the duration of each module. 
 

ii) The trainer(s) must meet at least  the following qualifications: 
 
Lot 1: A Masters degree in accounting or other related field, holding 

ACCA/CPA certificates. He/She should be conversant with social 
security operations industry and related international financial 
reporting standards.  

Lot 2: A Master Degree in Finance, accounting, Management or other 
related field, holding ACCA/CPA certificates. 

Lot 3: A Bachelorõs degree in library management and relevant training in 
software management. A holder of Master degree in this area will 
be an added advantage. 

Lot 4: A Masters degree in Risk Management or other related field 
Lot 5: A Masters Degree in Construction Management. 
Lot 6: A Masters degree in internal auditing, accounting and other related 

field, he/she should be an accountant certified (ACCA/CPA). 
Lot 7: A Masters degree in Purchasing management with a relevant 

practical experience in Public procurement operations and state 
projects management. 

Lot 8: A Masters degree in Publics relations, communication and other 
related field with a relevant experience in public relations and 
customer care in public institutions. 

 
Lot 9: He/she should be a webmaster expert, with a  Degree in multimedia 

graphics design, information management, computer science and 
other related field with a relevant experience in web design 
management, multi graphic design, audio and video editing . 

Lot 10: A Masters Degree in Real Estate and Property Management or 
other related fields. 

Lot 11: He/she should be a statistician with a Masters degree in oriented 
area and should be familiar with the use of the concerned package 
in data analysis. Knowledge of other statistical data analysis 
packages like eviews, SPSS or any other related package is pre-
requisite. 

Lot 12: A Masters degree in Corporate strategy and economic policy, 
project management and other related field. 

Lot 13: A Masters Degree in economics, statistics and policy development, 
Public administration, project management and other related field. 

 
N.B: For each module, a trainer sh ould have at least 8 years of experience 

in consultancy including 5 years of specific experience in the area of 
the concerned module/course. At least four  (4) similar complete 
references (with certificates of completion as proof)  of the same 
assignment already performed are required. For the modules that 
require different specializations, the proposals of more than one 
trainer are acceptable. 
 

iii) Language  to be used in training session and training papers: English 
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 iv) Further information to be presented in the technical proposal  
 

3.5 Taxes: The Consultants are subject to local taxation, the details of which are 
available at the Rwanda Revenue Authority (RRA). 

3.6 Local expenses component shall be paid in Rwanda francs.  
 

3.7 Proposals must remain valid for 90 days after the closing date of 
submission. 
 

4.3 The Consultants must submit original and 3 copies of each proposal to: 
 

4.4 THE DIRECTOR GENERAL,  
SOCIAL SECURITY FUND OF RWANDA, 
P.O BOX 250, 
Kigali  Rwanda. 
 

 
Information to be added on the outer envelope: 

¶ Tender document n°--------------------------------------- 

¶  PROPOSAL FOR TRAINING OF CSR STAFF IN DIFFERENT 
AREAS. (LOT:éé..) 

 
4.5 Proposals must be submitted at the address above at the latest by the 

following  date and hour: Refer to date included in invitation to tender 
5.1 Any additional information to the Client must be sent to the following 

address: Social Security Fund of Rwanda, Department of Human 
Resources and Administration, P.O. Box 250 Kigali, Rwanda, E-mail: 
Procurement@csr.gov.rw 

5.3 The marks to be allocated for each evaluation criterion and sub-criterion 
will be as follows: 
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 Marks 

§ Total marks 100 points. 

The evaluation criteria on the above mentioned technical proposals 
are balanced and detailed as follows: 

i. General experience of the consulting firm within the field of 
mission  :            15 marks 

ii. Relevant experience in similar services: 20 marks 

Similar assignments executed:   5 marks per assignment with similar 
nature 

iii. The suggested methodology approach and  comprehension of the 
terms of reference :     20 marks 

Comprehension of the terms of reference: 10 marks 

Methodological approach suggested including the content of the course :  
10 marks 

iv. Qualifications and experience of the key personnel proposed for the 

mission::   45 marks 

Qualification of  trainer:                25 marks                    

Experience of trainers        :  20  marks 

           Total:                                                        100 marks 
         
The minimal required technical score is: 70 marks 
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5.4 Currency to be used for price conversion : Rwandan Francs 

The formula used for determining the financial score is as follows: 
Sf = 100 x Fm/F, where Sf is the financial score, Fm the lowest bid and F 
the amount stipulated in the bid. 
 

5.5 Respective weights allocated to the technical and financial proposals are: 
Technical = 0.8 and 
Financial = 0.2 
 

6.1 Negotiations shall take place at the following address:  
SOCIAL SECURITY FUND OF RWANDA 

P.O.BOX 250, Kigali 
Tel: +250 55109933 
Fax: +250 58 44 45 
 

7.2 The mission is planned to start at : refer to the training calendar herein 
mentioned. 
 
 

  

 

 

 

 



Section 3.  Technical Proposal - Standard Forms 
 

 

3A Technical Proposal Submission Form 
 
3B Consultantõs Organization and Experience 
 
3C Comments or Suggestions on the Terms of Reference and on Counterpart 

Staff and Facilities to be provided by the Client 
 
3D Description of the Approach, Methodology and Work Plan for Performing the 

Assignment 
 
3E Team Composition and Task Assignments 
 
3F Curriculum Vitae (CV) for Proposed trainers 
 
3G Staffing Schedule 
 
3H Work Schedule 
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Training CSR staff 

3A:  TECHNICAL Proposal Submission Form 

 

 
[Location, Date] 
 
To: [Name and address of Client] 
 
 
Dear Sirs: 
 
 We, the undersigned, offer to provide the consulting services for [Insert title of 
assignment] in accordance with your Request for Proposal dated [Insert Date] and our 
Proposal.  We are hereby submitting our Proposal, which includes this Technical 
Proposal, and a Financial Proposal sealed under a separate envelope. 
 
 If negotiations are held during the period of validity of the Proposal, i.e., before 
the [Insert date of validity of offer], we undertake to negotiate on the basis of the proposed 
staff.  Our Proposal is binding upon us and subject to the modifications resulting from 
Contract negotiations. 
 
 We understand you are not bound to accept any Proposal you receive. 
 
 We remain, 
 

Yours sincerely, 
 

Authorized Signature [In full and initials]:    
Name and Title of Signatory:    
Name of Firm:    
Address:    

 

 
 

 

 

 

3B:   CONSULTANTõS ORGANIZATION AND EXPERIENCE 
 

 
[Using the format below, provide information on each assignment for which your firm, and each 
associate for this assignment, was legally contracted either individually as a corporate entity or as 
one of the major companies within an association, for carrying out consulting services similar to 
the ones requested under this assignment.] 
 

Assignment name: 
 
 

Approx. value of the contract (in current US$ 
or Euro): 
Country: 
 

Location within country: 
 

Profiles of professional staff-months 
provided by associated Consultants: 
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Training CSR staff 

Duration of assignment (months): 
 
 

Name of Client: 
 
 

No of professional staff provided by 
associated Consultants: 
 
 

Address: 
 
 

Total No of staff-months of the assignment: 
 
 

Start date (month/year): 
Completion date (month/year): 
 

Approx. value of the services provided by 
your firm under the contract (in current Euro 
or FRw): 
 

Name of associated Consultants, if any: 
 
 
 
 

Total No of professional staff-months 
provided by associated: 
 
 
 

Name of senior professional staff of your firm involved and functions performed (indicate 
most significant profiles such as Assignment Director/Coordinator, Team Leader): 
 
 
 
 

Narrative description of Assignment: 
 
 
 
 
 

Description of actual services provided by your staff within the assignment: 
 
 
 
 
 

 
Firmõs Name:    
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Training CSR staff 

 
3C:  COMMENTS AND SUGGESTIONS ON THE TERMS OF REFERENCE    AND ON 

COUNTERPART STAFF AND FACILITIES TO BE PROVIDED BY THE CLIENT 
 

 
A - On the Terms of Reference 

 
 
[Present and justify here any modifications or improvement to the Terms of Reference you are 
proposing to improve performance in carrying out the assignment (such as deleting some activity 
you consider unnecessary, or adding another, or proposing a different phasing of the activities).  
Such suggestions should be concise and to the point, and incorporated in your Proposal.] 
 
1. 
2. 
3. 
4. 
5. 
 
 

B - On Counterpart Staff and Facilities 
 
 
[Comment here on counterpart staff and facilities to be provided by the Client according to 
Paragraph Reference 1.4 of the Data Sheet including: administrative support, office space, local 
transportation, equipment, data, etc.]  
 
1. 
2. 
3. 
4. 
5. 
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Training CSR staff 

 
 
3D: DESCRIPTION OF APPROACH, METHODOLOGY AND WORK PLAN 

FOR PERFORMING THE ASSIGNMENT 
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Tender document for elaboration of master plan for NYANZA &  RWAMAGANA estate phase II. 

 
3E :  TEAM COMPOSITION AND TASK ASSIGNMENTS 

 

 
1. Professional staff (trainers) 
 

Name of Staff Position Assigned Task Assigned 

 
 

  

 
 

  

 
 

  

 
 

  



Section 3 ï Technical Proposal ï Standard Forms 27 

Tender document for CSR staff training 

 
3F: CURRICULUM VITAE (CV) FOR PROPOSED PROFESSIONAL STAFF 
 

 
1. Proposed Position [only one candidate shall be nominated for each position]:    

 
2. Name of Consultant/Firm [Insert name of firm proposing the staff]:    
 
   
 
3. Name of Staff [Insert full name]:    

 
4. Date of Birth:    Nationality:    
 
5. Education  [Indicate college/university and other specialized education of staff member, 

giving names of institutions, degrees obtained, and dates of obtainment]:    
 
  
 
6. Membership of Professional Associations:    
 
  
 
7. Other Training [Indicate significant training since degrees under 5 - Education were 
obtained]:    
 
  
 
8. Countries of Work Experience:  [List countries where staff has worked in the last ten 

years]:  
 
  
 
9. Languages [For each language indicate proficiency: good, fair, or poor in speaking, reading, 

and writing]:    
 
  
 
10. Employment Record  [Starting with present position, list in reverse order every 

employment held by staff member since graduation, giving for each employment (see format 
here below): dates of employment, name of employing organization, positions held.]: 

 
From [Year]:    To [Year]:    

Employer:    

Positions held:    

 

11. Detailed Tasks 
Assigned 

12. Work Undertaken that Best Illustrates Capability to 
Handle the Tasks Assigned 
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Tender document for CSR staff training 

 
 
[List all tasks to be 
performed under this 
assignment] 

 
[Among the assignments in which the staffs have been 
involved, indicate the following information for those 
assignments that best illu strate staff capability to handle the 
tasks listed under point 11.] 
 
Name of assignment or project:    

Year:    

Location:    

Client:    

Main project features:    

Positions held:    

Activities performed:    
 

 
 

13. Certification: 

 

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes 

me, my qualifications, and my experience.  I understand that any wilful misstatement described 

herein may lead to my disqualification or dismissal, if engaged. 

 

 

  Date:    

[Signature of staff member or authorized representative of the staff] Day/Month/Year 

 

Name of staff member:        

 

Full name of authorized representative:    
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Tender document for CSR Staff training in different areas 

3G:   STAFFING SCHEDULE 

 

 

  Staff input (in the form of a bar chart) 

Name Activities  

1 

 

2 

 

3 

 

4 

 

5 

 

6 

 

7 

 

8 

 

9 

 

1

0 

 

1

1 

 

1

2 

Nb of days 

 

               

 

Sub-total (1) 

               

 

Sub-total (2) 

               

 

Sub-total (3) 

               

 

Sub-total (4) 

               

 

 

 

 Full Time:    Reports Due:   

 Part Time:    Activities Duration:   

 

Yours faithfully, 

 

 

 Signature   

 (Authorized Representative) 

  

 Full Name   
 Designation   
 Address   
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Tender document for CSR Staff training in different areas 

3H:   WORK SCHEDULE 
 

N° Activity
1
 

Weeks/days 

1 2 3 4 5 6 7 8 9 10 11 12 n 

1               

2               

3               

4               

5               

               

               

               

               

               

 

1 Indicate all main activities of the assignment, including delivery of reports (e.g.: interim, and final reports), and other benchmarks such as Client approvals.  

For phased assignments indicate activities, delivery of reports, and benchmarks separately for each phase. 

2 Duration of activities shall be indicated in the form of a bar chart. 

 

 

 

2.  Completion and Submission of Reports (as indicated under Appendix B enclosed with General Conditions of Contract) 

 

Reports to be submitted (if any) Date 
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Section 4.   Financial Proposal - Standard Forms 

 
 

4A Financial Proposal Submission Form 
 
4B Summary of Costs 
 
4C Breakdown of Costs by Activity 
 
4D Breakdown of Remuneration 
 
4E Reimbursable expenses 
 
4F miscellaneous costs 
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4A:   FINANCIAL PROPOSAL SUBMISSION FORM 

 

 

[Location, Date] 
 
To: [Name and address of Client] 
 
 
Dear Sirs: 
 
 We, the undersigned, offer to provide the consulting services for [Insert title of 
assignment] in accordance with your Request for Proposal dated [Insert Date] and our 
Technical Proposal.  Our attached Financial Proposal is for the sum of [Insert amount(s) in 
words and figures1].  This amount is inclusive of the local taxes, applicable in Rwanda. 
 
 Our Financial Proposal shall be binding upon us subject to the modifications 
resulting from Contract negotiations, up to expiration of the validity period of the 
Proposal, [Insert Date]. 
 
 Commissions and gratuities paid or to be paid by us to agents relating to this 
Proposal and Contract execution, if we are awarded the Contract, are listed below2: 
 
 Name and Address Amount and Purpose of Commission 
 of Agents Currency or Gratuity 
      
      
      
 
 We understand you are not bound to accept any Proposal you receive. 
 
 We remain, 
 

Yours sincerely, 
 

Authorized Signature [In full and initials]:    
Name and Title of Signatory:    
Name of Firm:    
Address:    

 
 
 
 
 
 
 

1 Amounts must coincide with the ones indicated under Total Cost of Financial 
proposal in Form 4B. 

2 If applicable, replace this paragraph with: òNo commissions or gratuities have been 
or are to paid by us to agents relating to this Proposal and Contract execution.ó 
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Tender document for CSR Staff training in different areas 

 

4B:   SUMMARY OF COSTS 
  
 

 

Costs Currency Amount(s) 

 
 
Sub-total 
 
Value added or sales tax, social charges or income taxes 
on non resident Foreign Personnel, duties, fees, levies 
 
 
Total cost of the Financial Proposal 
 

  
 
 
 
 
 
 
 
______________________ 
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Tender document for CSR Staff training in different areas 

 

4C :  BREAKDOWN OF COSTS BY ACTIVITY 

  

 

 

 

 

Activity nb: 

   

   

Description: 

   

   

Cost component 

Costs 

Currency 

 

Amount(s) 
 

Remuneration   

Reimbursable Expenses    

Others expenses   

Subtotals   
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Tender document for CSR Staff training in different areas 

4D :   BREAK-DOWN OF REMUNERATION 
 

 

Activity nb : _____________________________________ Activity name : ______________________________ 

 

Names Input1  Currency Amount(s) 

 
Local staff 
 
Foreign staff 
 
Total costs 
 

   
 
 
 
 
 
 
___________________ 

 
 
 
1 In hours, days or months of work. 
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Tender document for CSR Staff training in different areas 

4E :  BREAKDOWN OF REIMBURSABLE EXPENSES 

 

   
 
 
 

Activity number:          Activity name:       

 

N
o
 Description Unit Quantity Unit cost Currency Amount(s) 

 

1. 

 

2. 

 

3. 

 

4. 

 

5. 

 

6. 

 

NATIONAL flights : _________________ 

 

Miscellaneous travel expenses  

 

Per diem allowances 

 

Local transportation costs 

 

Office rent / clerical assistance 

 

Others 

 

 

trip 

 

trip 

 

day 

 

    

 Total costs 

 

    ______________ 
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Tender document for CSR Staff training in different areas 

4F:   MISCELLANEOUS COSTS 

 

   
 
 
 

Activity number:          Activity name:       
 

No Description Unit Quantity Unit cost Currency Amount(s) 

 
1. 
 
 
2. 
 
3. 
 
 
4. 
 
5. 
 

 
Communication costs between [Insert 
place] and [Insert place] 
 
Drafting, reproduction of reports, 
 
Equipment, instruments, materials, 
supplies, etc. (vehicles, computers, é)* 
 
Softwares 
 
Others 

     

 Total costs 

 

    ______________ 

 

 

 

¶ 3* : Please donôt include in your costs what the Client will provide
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Section 5.  Terms of Reference 
 

 

5.   General 
 
1.  BACKGROUND.  

 

TENDER TITLE: REQUEST FOR PROPOSAL FOR CSR STAFF TRAINING IN 

DIFFERENT MUDULES 

 

LOTS: 10 = number of modules 

 

Background  

 

The Social Security Fund of Rwanda (CSR) is an autonomous public institution mandated to ensure 

social security of employees and their legal beneficiaries against four major contingencies namely; 

old age, occupational hazards, invalidity and death. The primary purpose of the fund is to properly 

manage membersô funds and provide benefits to rightful owners. For achieving this, the CSR has 

five core functions as mentioned below: 

o To collect and manage social security contributions of employers and employees; 

o To pay benefits to Pensioners, to the invalids and/or to their legitimate beneficiaries 

o To carry out the investment in the most rational ways in order to be assured of their 

profitability; 

o To sensitize people on sustainable social security; 

o To provide advice to Government on matters relating to social security; 

o To collect the appropriate statistics necessary to facilitate planning and 

implementation of the above mentioned missions  

As most of the organizationôs activities are geared towards the fulfilment of its mission and vision, 

the mission of the CSR is to efficiently manage membersô funds and provide high quality services. 

To achieve this, CSR needs a trained and experienced people in different related domains such as 

Effective and efficient financial management, Public relations and customer care, operations 

management, risk control management , etc...and adhere to highest standards in one of the previous 

areas, to fill a gap that should be occur in those different disciplines, CSR intends to hire a reputable 

firm/individual consultants to provide refresher training services to its staff operating in various 

departments on the following modules: 

 

Modules and Training schedule: 

 

Lot Course Title Estimated 
Duration 

calendar Number of 
Concerned 
staff 

Lot 1 International Financial 

Reporting Standard and 

Accounting Principles 

(IFRS/IAS) 

10 days Feb 2010 15-20 

Lot 2 Budget and Cash flow 5 days April 2010 10-20 



Section 5: Terms of reference  

 

40 

management 
Lot 3 Filing and electronic 

management of CSR 

Documentation and Resources 

Center 

5 days February 2010 5-10 

Lot 4 Fraud prevention and 

Dynamics of Debt Collection 
10 days Feb 2010 20-30 

Lot 5 Construction Management 20 days February 2010 8-10 

Lot 6 Risk based operational 

Auditing 
5 days April 2010 10-15 

Lot 7 Tendering process and 
Contract Management 

10 days February 2010 15 

Lot 8 Management of Public 
relations and customer care 

5 days March 2010 10 

Lot 9 Multimedia graphics 
design, Website 
Management and Audio-
visual editing 

15 days February 2010 5-10 

Lot 10 Real Estate and Property 
Management 

10 days March 2010 10-15 

Lot 11 The use of STATA 
VERSION 10 for Data 
analysis 

5 days March 2010 15-20 

Lot 12 Planning and 
Organisational Strategy for 
Public Sector Management 

10 days April 2010 10-15 

Lot 13 Policy formulation and 
evaluation analysis 

10 days March 2010 10-15 

 

 

2. Objectives of Training 

 

2.1 Each module/course has the specific objectives as highlighted below. However the main 

objective of training is to improve the practice skills and capability of staff in the oriented 

profession. 

 

2.2    Specific objectives and expected results per module 

 

I.  International Financial Reporting and Accounting Principles (IFRS/IAS) 

 

 

The content of the above course should focus (but not limited) on: 

Á Introduction to IFRS/IAS 

Á The IFRS principles and accounting  

Á Selection of IFRS/IAS accounting policies related to social security fund transactions 

Á Presentations of IFRS Financial Statements of social security fund 

Á Non-current assets held for sale, investment in associates, investment properties 
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Á Accounting policies 

Á Property, plant and equipment Impairment of Assets 

Á Inventory 

Á Revenue recognition 

Á Liabilities and financial assets and liabilities 

Á Lease accounting, mortgages 

Á Employee benefits 

Á Consolidated financial statements 

Á Foreign currency transactions and balances 

Á Business combinations and intangible assets 

Á First-time adoption of IFRS 

Á Application of IFRS in specialized industries (Social security fund, Mortgage, construction, 

investments etc...). 

The aim of the IFRS course is to enable the SSFR staff to: 

Á Understand IFRS reporting requirements 

Á Prepare, analyze and interpret IFRS financial statements 

Á Apply the IASB's revised requirements for revenue recognition, business combinations, 

tangible assets, intangible assets and asset impairment 

Á Apply the revised Standards on financial instruments, foreign currencies and consolidated 

financial statements 

Á Apply industry accounting (Social security fund, construction, Mortgage etc.) 

Á Compare IFRS with US GAAP 

Á Put theory into practice with company case study exercises 

 

II. Budget and Cash Flow Management 

 

Budget and Cash flow Management course should include (but not limited on): 

 

¶ Budget preparation process and techniques; 

¶ Budget monitoring techniques; 

¶ Cash flow forecasting and monitoring; 

¶ Cash flow statement preparation; 

¶ Strategies of maintaining adequate cash flow; 

¶ Treasury management; 

EXPECTATIONS 

 

At the end of this training, trainers are expected to be able to: 

  

¶ Draw realistic cash plans and budgets from strategic plans; 

¶ Understand budget management, challenges faced and how to respond to them; 

¶ Prepare budgets for units and master budgets for large organizations; 

¶ Monitor budgets on a daily basis;  

¶ Reduce deviations between budgets and actual performances; 

¶ Prepare and forecast cash flow statements; 
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¶ Develop and use strategies to maintain adequate cash flows for organizations; 

¶ Efficiently manage funds. 

 

III. Filing and electronic management of CSR Documentation and Resources Center 

(DRC) 

 

 

In line with refining service delivery to users (SSFR staff & stake holders) and modernising CSR 

Documentation and Resources Centre, the DRC staff needs training in electronic management of 

the centre along the following terms of reference: 

 

¶ The training should offer the skills needed in the use of library solution, that is to say, the 

know-how necessary to run CSR Documentation and Resource Centre using automated 

system, making index-linking and cataloguing through documentation software application 

system. 

¶ The training should offer the skills needed to enter relevant data into the said system, via a 

barcode scanner system that works with detectors at exits. 

 

OBJECTIVES: 

 

In addition to acquiring the necessary skills stated in the terms of reference, the overall objective is 

to improve and modernize our service delivery. 

 

EXPECTED RESULTS: 

 

¶ The DRC staff will be able to adopt and make optimum use of library solution system which 

will catalogue all the DRC books and journals. 

¶ The DRC staff will be able to electronically manage stock control facilities, i.e. they will, for 

example, be able to keep track of which user has which book, how long the book has been 

lent out etc, in accordance with the created data base. 

¶ The staff will be able to carry out cataloguing (numbering to be used in the data base) and to 

conduct the process of borrowing and lending of books, including the data entry of identity 

and catalogue of the book, period or duration of lending, identity of the borrower, date of 

lending and the date of returning. 

¶ Upon the returning of the book, the staff will be able to check the date of return, calculate 

the fine for the number of days of late returning of the book. 

¶ The staff will be able to automatically carry-out periodic inventory of the books. 

¶ The DRC staff will be able to enter data into the system that allows us to digitize entire DRC 

contents. 

¶ Facilitating the staff in electronic management for check-in and check-out, version control 

security and Documentation services. 

N.B: The Documentation and Resource Centre staff will have the facilities of Laptops, software 

and barcode scanner systems, and detector at main exit. 

IV. Fraud prevention and Dynamics of debt Collection 

 

Objective of the course 



Section 5: Terms of reference  

 

43 

 

Among the departments of CSR, the Department of Contribution and Benefits plays a vital role 

towards the achievements of the CSR objectives. Particularly this department plays its big role in 

accessing and collecting contributions from both the employers and employees and paying benefits 

to pensioners, invalids and /or their right beneficiaries. In implementing their duties, staff in this 

department meets some constraints like frauds of different types of certificates required to 

beneficiaries of pensions and occupational hazards especially survivors, non professional accidents 

to be professional which need further investigation for CSR staff, lack of information of employers 

concerning declarations as well as under estimation of contributions, speculation on contributions at 

the time approaching the retirement age. 

The institution has planned to provide trainings to its staff so that they can be able to overcome the 

constraints met. The organization has made a choice for concerned staff to be trained on FRAUD 

PREVENTION AND DYNAMICS OF DEBT COLLECTION due to the constraints 

predetermined. 

 

 

Objectives of the course are (but not limited to): 

 

 

1. To help the staff to know the meaning of fraud and debt; 

2. To know procedures of  fraudsô identification, reducing the opportunities for fraud and 

promoting an anti- fraud culture;  

3. To identify how the debt collection is carried out; 

4. To know what is  fraud prevention and debt collection, investigation process; 

5. To identify fraud prevention strategies and debt collection; 

6. Reporting system; 

Output or expected results after completion of the course 

 

At the end of this training, the trainees should be able to know what fraud and debt collection is, 

how debt collection is carried out, the identification of fraud and how it is prevented.  In few words, 

itôs to minimize frauds and maximize contributions within the organization. 

 

 

V. Construction Management Course 

 

This course will help to Real Estate Department staff to improve their practical knowledge in 

the area of construction. The content of the course include (but not limited to): 

 

PART I 

1. A projectôs life cycle 

2. Project objectives and deliverables 

3. The project charter 

PART II 

4. Putting together the  construction project team 

5. Project communications 

PART III 

6. Creating a work breakdown structure for a construction project  (WBS) 
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7. Creating a network diagram a construction project 

PART IV 

8. Estimating time for a construction project 

PART V 

9. Task Analysis form 

10. Building a Gantt chart for a construction project 

PART VI 

11. Creating realistic budgets for a construction project 

12. Task resource/cost estimate work sheet of a construction project 

PART VII 

13. Practice using scheduling and resource management tools 

PART VIII 

14. PERT and CPM diagram 

PART IX 

15. Managing risk 

PART X 

16. Getting client approval and sign off 

17. Moving from planning to doing 

18. Construction  project communications 

 

PART XI 
19. Team meeting 

20. Team problem-solving  and guidelines 

21. Construction  project reporting 

PART XII 

22. Keeping the project on track 

PART XIII 

23. Tracking the progress of the project 

24. Tracking project and task costs 

25. Completing the project 

PART XIV 

Preparation of work plan for a given construction project using MS project (Software) 

or any other specialised construction management Software. The trainer should propose 

the cheapest software on his own expense which may be included in his financial 

proposal. 

 

Notes: This proposal should be seen as guidelines and they are subset to edit, and as such the     

trainer as an expert should come up with an appropriate proposal for this course. 

 

 

VI. Risk based operational auditing Course 
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As the mission of the CSR is to efficiently manage membersô funds and provide high quality 

services to beneficiaries and other stakeholders. To achieve this, SSFR needs to operate in an 

effective control environment and adhere to the highest standards in corporate governance. 

To enhance corporate governance and inculcate the culture of accountability, CSR intends to 

hire a reputable firm to provide training services to its internal auditors on ñRisk Based 

Operational Auditingò. 

 

This course will enable the trainees to: 

 

¶ Understand the fundamentals of risk based operational auditing and how to evaluate 

operational performance; 

¶ Appreciate the benefits of risk based auditing and the associated tools and techniques 

and practice using them with real life case studies; 

¶ Gain the expertise and confidence to develop and conduct risk based operational 

audits of core business processes together with some of the newer and more 

challenging business activities. 

 

VII. Tendering process and contract management 

 

The aim of this course is to provide to the staff involved in purchasing activities 

(procurement officers, tender committee members, etc...) an understanding of the supply 

chain management function and its relationship with other functions. It should help the 

trainees to identify and handle all issues involved in supply contract management. It has 

to focus on public procurement management.  

 

At the end of the course, the participants should: 

 

- have an understanding of the purchasing objectives and its impact on organization 

performance; 

-  be able to describe the whole purchasing process including whole upstream 

activities and downstream activities; a focus should be made on supplier/consultant 

selection and evaluation, delivery, quality, time, cost and customer satisfaction 

management. 

- Identify the types of products/services and different buying situations; 

- have an overview on public procurement regulations and be able to use them in 

different buying situations; 

- Have an overview on international procurement and E-procurement; 

- Be able to handle different problems often related the management of large projects. 

 

 

VIII. Management of Public relations and customer care 

 

The objective of this training is to train staff of Education and Customer care division on 

public relations and customer care in order to build their capacity and enable them provide 

quality and quick services geared at customer satisfaction. 
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The training will also enable the staff have a better understanding and respond to the clients 

requests and create a long lasting relationship with the institutions clients by providing 

enhanced services. 

 

It will help the trainees (customer care and help desk officers) sharpen their customer focus 

and build customer satisfaction, loyalty and retention with every experience. The training 

will help the staff to build up more skills and consistently deliver a level of customer service 

that exceeds and even anticipates the customerôs expectations for value. 

 

Expected results 

 

At the end of the course the trainees will be able: 

 

¶ To plan the development of customer care strategies 

¶ To develop effective customer relationships in his/her daily activities 

¶ To understand critical principals behind the importance of customer relationships 

¶ To recognize the importance of internal and external customers 

¶ To provide quick and quality services to the customers 

¶ To make decisions and solve customer complaints 

¶ To have better communication and persuasion skills 

 

 

IX. Multimedia graphic design, Website management and Audio-visual editing 

 

This training will help the staff in charge of media and Public relations to build their capacity on 

utilization of modern multimedia tools. The course must enhance to trainees to perform the 

following tasks: 

 

A) Web Design and Management 

- The trainee must be able to create and manage attractive and interactive user 

websites; 

- To maximally update the website with news and information;ô 

- Protect the website against external saboteurs; 

- Be able to treat and load good and relevant pictures 

B) Multimedia graphics design 

- The trainees will full utilize desktop publishing 

- Be able to produce high quality corporate designs and animations, 

- They must be equipped with skills in web design, packaging, advertising and 

photography; 

- Be able to use various softwares designs like Adobe acrobat, Adobe photo shop, 

Adobe illustrator, Adobe in-Design, CorelDraw (advanced design), etc. 

C) Audio-Visual editing 

- Be able to  effectively manipulate audio-visual equipments 

- The trainees should be able to mix sound and images excellently 

- The trainee must at the end of the course be able to use softwares like:  Adobe 

audition v2,Adobe premier, Final cut pro,IPOD-DIGITAL RECORDER- 

CASSETTE RECORDER, MICRO, MP3s tools-Mini Disc recorder 

 

 

D) VIDEO 
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- The trainees must be able to manipulate and use effectively modern video 

equipments; 

- They should be able to edit and fine tune pictures using modern equipments and 

computer editing programmes; 

- To know how to manage professional video cameras 

- They should be able to produce standard news clips and television documentaries; 

- They should be able to use the following tools: Adobe premiere pro 2.0, Avid xpress, 

Final cut pro, Adobe photoshop Cs2, professional HDV cameras, etc... 

 

 

X. REAL ESTATE AND PROPERTY MANAGEMENT 

 

This course was organized in order to enable the real estate and investment Departmentôs staff 

to acquire a practical knowledge with case studies and integrated cash flow modelling. It 

should cover among other things the two main topics: Real estate economics and analysis and 

Property Investment vehicles: 

 

Real estate economics and analysis: 

 

- Property performance measurement analysis; 

- Property valuation; 

- Evidence of cycle in the other continents and African property markets; 

- Developing cash flow models with case studies; 

- Investorsô approach to different types of property vehicle; 

- Sector analysis: Office VS Retail VS leisure; 

- Calculating EVA and residue income; 

- Corporate finance decisions and real estate; 

- Lease/buy leaseback/structured leaseback decisions; 

- Single asset returns in portfolio context; 

- Tactical and strategic asset allocation; 

- Impact of gearing a debt finance. 

 

Property Investment vehicles: 

 

- Investorôs approach to indirect vs direct investment property; 

- Tenant, investor the financiersôrequirements; 

- Direct vs indirect property investment 

- Recognition and Risk analysis, simulation and real option pricing; 

- Public vs. Private vehicles: size&activity in Europe; 

- Equity and debt securitisation and investment strategies 

- Appraisal of different types of property vehicle; 

- Understand cash flow tranches; 

- Developing a NAV model 

- New approaches, new tools 

 

Expectations: 

 

At the end of this module, the trainees will have an understanding of component parts of real 

estate cash flow model, property valuation , the macro and micro influences and will have 

produced a working spreadsheet model. They will also have developed an understanding of 



Section 5: Terms of reference  

 

48 

characteristics of properties suitable for inclusion in public or private vehicles. The course will 

help the participants to have thorough understanding of complex and sophisticated investment 

and finance that they deal with day to day in their duties. 

 

 

 

 

 

 

XI. THE USE OF STATA VERSION 10 FOR DATA ANALYSIS 

 

This course is prepared to suitable needs for people whose job is to analyze statistical data sets 

and produce technical reports for proper decision making. It should carry out basic statistical 

methods and the use of the statistical package STATA Version 10. 

 

At the end the course, the participants will be able to perform the following: 

 

V data entry, manipulation and analysis in STATA in areas related to descriptive  statistics, 

V one sample and two-sample tests and confidence intervals; 

V chic-square test of association; 

V the analysis of variance; 

V simple and multiple linear regression analysis; 

V binary and multinomial logistic regression analysis; 

V Estimation of adjusted odds ratios; 

V non- parametric methods and sample size determinations. 

V Introduction to economic methods for analysing panel, cross-sectional and time series data 

and specific procedures for carrying out them using STATA. 

 

 

XII. PLANNING AND ORGANISATIONAL STRATEGY FOR PUBLIC SECTOR 

MANAGEMENT 

 

The course is intended for staff in charge of planning. It aims to provide competence in 

contemporary management and organization design. This course will help to 

implement the organizationôs strategic plans, address skill imbalances and also lay out 

specific tasks and actions that the organisation needs to take in order to achieve its 

goals and objectives. 

At the end of the course, the participants will be able: 

V To understand, describe and practice fundamentals of strategic planning; 

V To formulate organisational strategies and policies; 

V To develop strategic and operational plans; 

V Foster commitment to achievement of organizational objectives 

The module should include mainly: 

- Concept of strategy and planning; 

- Strategy for success; 

- Fundamentals of strategic planning; 
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- Organizational Mission, vision and values 

- Formulating organizational strategic plan; 

- Application of SWOT analysis for organization success; 

- Manage across a Multi-cultural team; 

- Selecting appropriate strategic models; 

- Satisfying stakeholder requirements; 

- Conducting gap analysis; 

- Assessment of global strategies; 

- Action planning 

       

XIII. POLICY FORMULATION AND EVALUATION ANALYSIS 

 

The course seeks to develop capacity for policy formulation for CSR modernization 

team and strategic levels offices, and equip them on methods and models for policy 

and programme evaluation, methods of collecting and analyzing evaluation data, 

processes for linking evaluation to policy formulation and programme management. It 

will provide overall understanding of financial and institutional constraints that affect 

urban policies and planning, as well as develop practical skills in policy analysis and 

evaluation. 

 

On completion of the course, the participants will: 

 

V have knowledge of principles governing the formulation and implementation of 

efficient economic policies and institutions in a real world context, which they will be 

able to draw upon in their future work environments; 

V To develop an explicit awareness and understanding of the development and operations 

of the important institutions such as CSR (Social, Economic, political, etc,,,) and 

individual and social values; 

V to develop knowledge and ability to engage in the process of policy formulation and 

analysis, as well as the ability to formulate the alternatives and strategies for change; 

V Have comprehensive knowledge of main concepts and skills required to provide 

leadership in public policy formulation and implementation within development 

framework. 

 

Among others, this course should cover: policy development process, Project Cycle 

Framework, logical framework analysis, Tools for policy impact (Planning cycle, problem 

tree analysis, SWOT analysis, Stakeholder analysis, etc...), Policy influence tools, 

programme design, Management, Monitoring and Evaluation. 

 

 2.3 TRAINING METHODOLOGY 

 

For all courses the trainers should submit their own approach/methodology for conducting the 

course; however each course should include at least the following elements: 
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Á Live group instruction; 

Á Presentation and explanation of the content of the module; 

Á Detailed practical examples; 

Á Use of case studies, real examples, group discussions, practical sessions  to provide practical 

knowledge which allow the learners to handle work challenges; 

Á Interactive participation; 

N.B: All participants should receive a comprehensive binder containing copies of the 

presentation slides, training manuals and other course materials deemed relevant (CDs, 

software during training if necessary, etc,....); 

 

2.4 The firm/Trainer(s) 

 

The renowned firms or individual Consultants who met the requirements (qualification 

&experience) herein mentioned for each lot are required.  

 

2.5 Location/Venue 

Training for all courses will take place on job i.e. Kigali-Rwanda 

2.6 Language 

The language of instruction for all courses is English 

 

2.7 Evaluation and Certificates award 

 

Each trainer will propose the methodology of evaluation and should award the certificates to the 

trainees who has fulfilled the requirements; 
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CONTRACT FOR CONSULTANTSõ SERVICES 
 
 
 
 
 
 
 Between 
 
 
 
 
 
 
 _____________________________ 
 [Name of the Client] 
 
 
 
 
 
 
 And 
 
 
 
 
 
 
 _____________________________ 
 [Name of the Consultants] 
 
 
 
 
 
 
 Dated: _______________________ 



I. Form of Contract 1 

  
 

 

 

 

 I. FORM OF CONTRACT  

 Lump Sum Remuneration 

This CONTRACT (hereinafter called the òContractó) is made the _________ day of the month of 

______________, 20___, between, on the one hand, _____________________(hereinafter called the 

òClientó) and, on the other hand, ___________________ (hereinafter called the òConsultantsó). 

 WHEREAS 

 (a) the Client has requested the Consultants to provide certain consulting services as defined in 

the General Conditions of Contract attached to this Contract (hereinafter called the òServicesó); 

 (b) the Consultants, having represented to the Client that they have the required professional 

skills, and personnel and technical resources, have agreed to provide the Services on the terms and 

conditions set forth in this Contract; 

  (ii) that such payments will be subject, in all respects, to the terms and conditions of the 

agreement, and  

 (iii) that no party other than the Client shall derive NOW THEREFORE the parties hereto 

hereby agree as follows: 

 

1. The following documents attached hereto shall be deemed to form an integral part of this 
Contract: 

 
 (a) The General Conditions of Contract; 

 (b) The Special Conditions of Contract; 

  

                                                           

 

 



I. Form of Contract 2 

  
 

 

 

 

2. The mutual rights and obligations of the Client and the Consultants shall be as set forth in the 
Contract, in particular: 
 
 (a)  the Consultants shall carry out the Services in accordance with the provisions of the 

Contract; and 

 (b)       the Client shall make payments to the Consultants in accordance with the provisions of 
the Contract. 

 
IN WITNESS WHEREOF, the Parties hereto have caused this Contract to be signed in their respective 
names as of the day and year first above written. 
 
 
 
      FOR AND ON BEHALF OF 
      [CLIENT] 
 
      By                                   
      Authorized Representative 
 
       
 
       FOR AND ON BEHALF OF 
      [CONSULTANTS] 
 
      By                                   
      Authorized Representative 
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 II. GENERAL CONDITIONS OF CONTRACT 
 
 
1. General Provisions 
 
1.1 Definitions 
 
Unless the context otherwise requires, the following terms whenever used in this Contract have the 
following meanings: 
 
a) òApplicable Lawó means the laws and any other instruments having the force of law in Rwanda 

(or in such other country as may be specified in the Special Conditions of Contract (SC)), as 
they may be issued and in force from time to time; 

 

b) òContractó means the Contract signed by the Parties, to which these General Conditions of 
Contract (GC) are attached, together with all the documents listed in Clause 1 of such signed 
Contract; 

 

c) òContract Priceó means the price to be paid for the performance of the Services, in accordance 
with Clause 6; 

 

d) òforeign currencyó means any currency other than the currency of the Government; 
 

f)  òGCó means these General Conditions of Contract; 
 
h)  òlocal currencyó means the currency of the Rwanda (Rwanda francs); 
 
i)  "Member", in case the Consultants consist of a joint venture of more than one entity, means 

any of these entities; "Members" means any of these entities, and "Member in charge" means 
the entity specified in the SC to act on their behalf in exercising all the Consultants' rights and 
obligations towards the Client under this Contract; 

 
j)  "Party" means  the client or Consultants, as the case may be, and "Parties" means both of them 
 
 
1.2  Law Governing the Contract 
 
This Contract, its meaning and interpretation, and the relation between the Parties shall be 
governed by the Applicable Law Governing Rwanda. 
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1.3  Language  
 
This Contract has been executed in the language specified in the SC, which shall be the binding 
and controlling language for all matters relating to the meaning or interpretation of this Contract. 
 
 
1.4  Notices 
 
Any notice, request, or consent made pursuant to this Contract shall be in writing and shall be 
deemed to have been made when delivered in person to an authorized representative of the Party 
to whom the communication is addressed, or when sent by registered mail, telex, telegram, or 
facsimile to such Party at the address specified in the SC. 
 
 
1.5  Location 
 
The Services shall be performed at such locations as are specified in Appendix A and, where the 
location of a particular task is not so specified, at such locations, whether in the Government's 
country or elsewhere, as the Client may approve. 
 
 
1.6  Authorized 
 
Any action required or permitted to be taken, and any document required or permitted to be 
executed, under this Contract by the Client and  Consultants may be taken or executed by officials 
specified in the SC. 
 
 
1.7  Taxes and Duties 
 
Unless otherwise specified in the SC, the Consultants, Sub consultants, and their Personnel shall 
pay such taxes, duties, fees, and other impositions as may be levied under the Applicable Law, the 
amount of which is deemed to have been included in the Contract Price 
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2. COMMENCEMENT, COMPLETION, MODIFICATION, 
AND TERMINATION OF CONTRACT 

 
 
2.1 Effectiveness of Contract  
 
This Contract shall come into effect on the date the Contract is signed by both parties or such 
other later date as may be stated in the SC. 
 
 
2.2 Commencement of Services   
 
The Consultants shall begin carrying out the Services Immediately after the date the Contract 
becomes effective, or at such other date as may be specified in the SC. 
 
2.3 Expiration of Contract  
 
Unless terminated earlier pursuant to Clause 2.6, this Contract shall terminate at the end of such 
time period after the Effective Date as is specified in the SC. 
 
2.4 Modification  
 
Modification of the termes and conditions of this Contract, including any modification of the 
scope of the Services or of the Contract Price, may only be made by written agreement between 
the Parties and shall not be effective until the consent of the Client, as the case may be, has been 
obtained. 
 
 
2.5  Force Majeure  
 
2.5.1 Definition   
 
For the purposes of this Contract, òForce Majeureó means an event which is beyond the 
reasonable control of a Party and which makes a Partyõs performance of its obligations under 
the Contract impossible or so impractical as to be considered impossible under the 
circumstances. 
 
2.5.2 No Breach of Contract   
 
The failure of a Party to fulfill any of its obligations under the contract shall not be considered to 
be a breach of, or default under, this Contract insofar as such inability arises from an event of 
Force Majeure, provided that the Party affected by such an event  
(a) has taken all reasonable precautions, due care and reasonable alternative measures in order 
to carry out the terms and conditions of this Contract, and 
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 (b) has informed the other Party as soon as possible about the occurrence of such an event. 
 
2.5.3 Extension of Time  
 
Any period within which a Party shall, pursuant to this Contract, complete any action or task, 
shall be extended for a period equal to the time during which such Party was unable to perform 
such action as a result of Force Majeure. 
 
2.5.4 Payments  
 
During the period of their inability to perform the Services as a result of an event of Force 
Majeure, the Consultants shall be entitled to continue to be paid under the terms of this 
Contract, as well as to be reimbursed for additional costs reasonably and necessarily incurred 
by them during such period for the purposes of the Services and in reactivating the Service after 
the end of such period. 
 
2.6 Termination  
 
2.6.1 By the Client  
 
The Client may terminate this Contract, by not less than thirty (30) daysõ written notice of 
termination to the Consultants, to be given after the occurrence of any of the events specified in 
paragraphs (a) through (c) of this Clause 2.6.1 and sixty (60) daysõ in the case of the event 
referred to in (d): 
 
(a) if the Consultants do not remedy a failure in the performance of their obligations under the 

Contract, within thirty (30) days after being notified or within any further period as the 
Client may have subsequently approved in writing; 

 
(b) if the Consultants become insolvent or bankrupt; 
 

(c) if, as the result of Force Majeure, the Consultants are unable to perform a material portion 
of the Services for a period of not less than sixty (60) days; or 

(d) if the Client, in its sole discretion, decides to terminate this Contract. 
 
2.6.2  By the Consultants   
 
The Consultants may terminate this Contract, by not less than thirty (30) daysõ written notice to 
the Client, such notice to be given after the occurrence of any of the events specified in 
paragraphs (a) and (b) of this Clause 2.6.2: 
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(a) if the Client fails to pay any monies due to the Consultants pursuant to this Contract and 
not subject to dispute pursuant to Clause 7 within forty-five (45) days after receiving 
written notice from the Consultants that such payment is overdue; or 

(b) if, as the result of Force Majeure, the Consultants are unable to perform a material portion 
of the Services for a period of not less than sixty (60) days. 

 
2.6.3. Payment upon Termination   
 
Upon termination of this Contract pursuant to Clauses 2.6.1 or 2.6.2, the Client shall make the 
following payments to the Consultants: 
 
(a) remuneration pursuant to Clause 6 for Services satisfactorily performed prior to the 

effective date of termination; 
 
  
(b) except in the case of termination pursuant to paragraphs (a) and (b) of Clause 2.6.1, 

reimbursement of any reasonable cost incident to the prompt and orderly termination of the 
contract, including the cost of the return travel of the Personnel and their eligible dependents. 
  
 
 3. OBLIGATIONS OF THE CONSULTANTS 
 

 3.1 General  
 
The Consultants shall perform the Services and carry out their obligations with all due diligence, 
efficiency, and economy, in accordance with generally accepted professional techniques and 
practices, and shall observe sound management practices, and employ appropriate advanced 
technology and safe methods. The Consultants shall always act, in respect of any matter relating to 
this Contract or to the Services, as faithful advisers to the Client, and shall at all times support and 
safeguard the Clientõs legitimate interests in any dealings with Sub consultants or third parties. 
 
3.2  Conflict of Interests  
 
3.2.1 Consultants Not to Benefit from Commissions, Discounts, etc.   
 
The remuneration of the Consultants pursuant to Clause 6 shall constitute the Consultantsõ sole 
remuneration in connection with this Contract or the Services, and the Consultants shall not 
accept for their own benefit any trade commission, discount, or similar payment in connection 
with activities pursuant to this Contract or to the Services or in the discharge of their obligations 
under the Contract, and the Consultants shall use their best efforts to ensure that the Personnel, 
any Sub consultants, and agents of either of them similarly shall not receive any such additional 
remuneration. 
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3.2.2  Consultants and Affiliates Not to Be Otherwise Interested in Project   
 
The Consultants agree that, during the term of this Contract and after its termination, the 
Consultants and their affiliates, as well as any Sub consultant and any of its affiliates, shall be 
disqualified from providing goods, works, or services (other than the Services and any 
continuation thereof) for any project resulting from or closely related to the Services. 
 
3.2.3 Prohibition of Conflicting Activities   
 
Neither the Consultants nor their Sub consultants nor the Personnel shall engage, either directly 
or indirectly, in any of the following activities: 
 
a) during the term of this contract, any business or professional activities assigned to them 
under this Contract; or 
 
b) after the termination of this contract, such other activities as may be specified in the SC. 
 
 
3.3  Confidentiality 
 
The Consultants, their Sub consultants, and the Personnel of either of them shall not, either 
during the term or within two (2) years after the expiration of this Contract, or the Client's 
business or operations without the prior written consent of the Client. 

 
3.4 Insurance to be taken out by the Consultants 
 
The Consultants  
(a) shall take out and maintain, and shall cause any Sub consultants to take out and maintain, at 
their (or the Sub consultantsõ, as the case may be) own cost but on terms and conditions 
approved by the Client, insurance against the risks, and for the coverage, as shall be specified in 
the SC; and  
(b) at the Clientõs request, shall provide evidence to the Client showing that such insurance has 
been taken out and maintained and that the current premiums have been paid. 
 
 
3.5 Consultantsõ Actions Requiring Clientõs Prior Approval 
 
The Consultants shall obtain the Client's prior approval in writing before taking any of the     

following actions : 



II. General Conditions of Contract 9  
 
 

 

 

 

 
a) entering into a subcontract for the performance of any part of the Services, 
 
b) appointing such members of the of the personnel not listed by name in Appendix C ("Key 
Personnel and Sub consultants"), and 
 
c) any other action that may be specified in the SC. 
 
 
 
3.6 Reporting Obligations 
 
The Consultants shall submit to the Client the reports and documents specified in Appendix B 
in the form, in the numbers, and within the periods set forth in the said Appendix. 
 
3.7 Documents Prepared by the Consultants to Be the Property of the Client 
 
All plans, drawings, specifications, designs, reports, and other documents and software 
submitted by the Consultants in accordance with Clause 3.6 shall become and remain the 
property of the Client, and the Consultants shall, not later than upon termination or expiration 
of this Contract, deliver all such documents and software to the Client, together with a detailed 
inventory thereof. The Consultants may retain a copy of such documents and software. 
Restrictions about the future use of these documents, if any, shall be specified in the SC. 
  
 
 4. CONSULTANTS' PERSONNEL 
 
4.1   Description of Personnel  
 
The titles, agreed job descriptions, minimum qualifications, and estimated periods of engagement 
in the carrying out of the Services of the Consultantsõ Key Personnel are described in Appendix C. 
The Key Personnel and Sub consultants listed by title as well as by name in Appendix C are hereby 
approved by the Client. 
 
4.2 Removal and/or Replacement of Personnel  
 
(a) Except as the Client may otherwise agree, no changes shall be made in the Key Personnel. 

If, for any reason beyond the reasonable control of the Consultants, it becomes necessary to 
replace any of the Key Personnel, the Consultants shall provide as a replacement a person 
of equivalent or better qualifications.  

 
(b) If the Client finds that any of the Personnel have (i) committed serious misconduct or have 

been charged with having committed a criminal action, or (ii) have reasonable cause to be 



II. General Conditions of Contract 10  
 
 

 

 

 

dissatisfied with the performance of any of the Personnel, then the Consultants shall, at the 
Clientõs written request specifying the grounds therefore, provide as a replacement a 
person with qualifications and experience acceptable to the Client. 

 
(c) The Consultants shall have no claim for additional costs arising out of or incidental to any 

removal and/or replacement of Personnel. 
 
5. OBLIGATIONS OF THE CLIENT 
 
5.1  Assistance and Exemptions  
 
The Client shall use its best efforts to ensure that the beneficiary shall provide the Consultants such 
assistance and exemptions as specified in the SC. 
 
5.2 Change in the Applicable Law  
 
If, after the date of this Contract, there is any change in the Applicable Law with respect to taxes 
and duties which increases or decreases the cost of the services rendered by the Consultants, 
then the remuneration and reimbursable expenses otherwise payable to the Consultants under 
this Contract shall be increased or decreased accordingly by agreement between the Parties, and 
corresponding adjustments shall be made to the amounts referred to in Clauses 6.2 (a) or (b), as 
the case may be. 
 
5.3 Services and Facilities 
 
The Client shall make available to the Consultants the Services and Facilities listed under 
Appendix F. 
 
6. PAYMENTS TO THE CONSULTANTS 
 
6.1 Lump Sum Remuneration 
 
The Consultantõs total remuneration shall not exceed the Contract Price and shall be a fixed lump 
sum including all staff costs, Sub consultantsõ costs, printing, communications, travel, 
accommodation, and the like, and all other costs incurred by the Consultant in carrying out the 
Services described in Appendix A. Except as provided in Clause 5.2, the Contract Price may only 
be increased above the amounts stated in Clause 6.2 if the Parties have agreed to additional 
payments in accordance with Clause 2.4. 
 
 
6.2 Contract Price  
 
(a) The price payable in foreign currency is set forth in the SC. 
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(b) The price payable in local currency is set forth in the SC. 
 
6.3 Payment for Additional Services  
 
For the purpose of determining the remuneration due for additional services as may be agreed 
under Clause 2.4., a breakdown of the lump sum price is provided in Appendices D and E. 
 
6.4 Terms and Conditions of Payment  
 
Payments will be made to the account of the Consultants and according to the payment 
schedule stated in the SC.  The first payment shall be made against the provision by the 
Consultants of a bank guarantee for the same amount, and shall be valid for the period stated in 
the SC. Any other payment shall be made after the conditions listed in the SC for such payment 
have been met, and the Consultants have submitted an invoice to the Client specifying the 
amount due. 
 
6.5 Interest on Delayed Payments  
 
If the Client has delayed payments beyond fifteen (15) days after the due date stated in the SC, 
interest shall be paid to the Consultants for each day of delay at the rate stated in the SC. 
 
 
 
 7.  SETTLEMENT OF DISPUTES 
 
7.1 Amicable Settlement 
 
The Parties shall use their best efforts to settle amicably all disputes arising out of or in connection 
with this Contract or its interpretation. 
 
7.2 Dispute Settlement  
 
Any dispute between the Parties as to matters arising pursuant to this Contract that cannot be 
settled amicably within thirty (30) days after receipt by one Party of the other Partyõs request for 
such amicable settlement may be submitted by either Party for settlement in accordance with 
the provisions specified in the SC. 
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 III.  SPECIAL CONDITIONS OF CONTRACT  
 
 
Number of Amendments of, and Supplements to, Clauses in the General Conditions GC  
 
 
NONE 
 
 
 
 
 
Clause of Contract  [1.1(a)  The words òin the Governmentõs countryó are amended to read òin _____________ó.  
   
1.3  The language is  English . 
  
1.4  The addresses are: 
 
   
 
   For the Client:  
                          SSFR 
 
                          Represented by the Director General  
         
   Attention: Director General  
    
   Telex:   
    
   Facsimile: 
 
  For the Consultants: ____________________ 
            ____________________ 

         ____________________ 
    
   Attention:       ____________________ 
    
   Telex:        ____________________ 
    
   Facsimile:       ____________________ 
 
 
1.6 The Authorized Representatives are: 
 



III. Special Conditions of Contract 13  
 
 

 

 

 

  For the Client:  Henry K. GAPERI 
   
  For the Consultants: ____________________ 
       ____________________ 
 
 
[1.7  The Client warrants that the Consultants and their Personnel (as well as the Sub 

consultants and their Personnel) shall be exempt from any taxes, duties, 
fees, levies, and other impositions levied, under the Applicable Law, on 
the Consultants and the Personnel in respect of (In case of exempted tender ð 
Tax free tender): 

 
   (a)  any payments made to the Consultants, Sub consultants, and the 

Personnel of either of them (other than nationals of the or 
permanent residents of the country), in connection with the 
carrying out of the Services; 

   
 

   (b)  any equipment, materials, and supplies brought into the country by the 
Consultants or Sub consultants for the purpose of carrying out the 
Services and which, after having been brought into such 
territories, will be subsequently withdrawn there from 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 country by the Consultants, any Sub 
consultants, and the Personnel of either of them (other than 
nationals of the Government or permanent residents of the 
country) for their personal use and which will subsequently be 
withdrawn there from by them upon their respective departure 
from the country. 

 
 
   (case (iii))  
   òthat the Client shall reimburse the Consultants and the Personnel foró 
   or 
   (case (iv)) 
   òthat the Client shall pay on behalf of the Consultants and the Personneló.] 
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[2.1  The date on which this Contract shall come into effect is: After all negotiations 
between client and successful consultant 

 
    
[2.2  The date for the commencement of Services is: After receiving the RFP. 
 
2.3  The period  shall be Period of training 

 
 
 
[3.2.3  òFor a period of Three years after the expiration of this Contract, the 

Consultants shall not engage, and shall cause their Personnel as well as 
their Sub consultants and their Personnel not to engage, in the activity of 
a purchaser (directly or indirectly) of the assets on which they advised the 
Client under this Contract, nor shall they engage in the activity of an 
adviser (directly or indirectly) of potential purchasers of such assets.ó] 

 
3.4  The risks and coverage shall be: 

   (i) Third Party motor vehicle  
   

(ii) Third Party liability    
                          

(iii) Employerõs liability and workersõ compensation  
   

(iv) Professional liability  
   

(v) Loss or damage to equipment and property  
 
 òThe Consultants shall not use these documents for purposes unrelated to this Contract without 

the prior written approval of the Client.ó 
  òThe Client shall not use these documents for purposes unrelated to this Contract without the 

prior written approval of the Consultants.ó 
 òNeither Party shall use these documents for purposes unrelated to this Contract without the 

prior written approval of the other Party.ó] 
 
 
 
6.4  The accounts are: 
   for foreign currency:_________________  
   for local currency:_________________  
 
   Payments shall be made as per the work done: 
 
 
    



III. Special Conditions of Contract 15  
 
 

 

 

 

 
   - Twenty (20) percent of the lump sum amount shall be paid in advance 

upon submission of the 100% of advance security from a recognized local 
bank. 

   - eighty (80) percent of the lump sum amount shall be paid upon approval 
of the final report of rendering the service. 

 
6.5 Payment shall be made within 30 days of receipt of the invoice and the relevant 

documents specified in Clause 6.4, and within 60 days in the case of the final 
payment. 

 
 
7.2 Any dispute, controversy, or claim arising out of or relating to this contract, or the 

breach, termination, or invalidity thereof, shall be settled by arbitration in 
accordance with the RWANDA Arbitration Rules as at present in force.
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IV. Appendices 
 
APPENDIX A ð DESCRIPTION OF SERVICES 
 
Note:  Give detailed descriptions of the Services to be provided, dates for completion of various tasks, 
place of performance for different tasks, specific tasks to be approved by Client, etc. 
 
 
APPENDIX B - REPORTING REQUIREMENTS 
 
Note:  List format, frequency, and contents of reports; persons to receive them; dates of submission; 
etc.   
 
 
 
APPENDIX C - KEY PERSONNEL AND SUB-CONSULTANTS 
 
Note:  List under: 
 
C-1 Titles [and names, if already available], detailed job descriptions and minimum qualifications 

of Key Foreign Personnel to be assigned to work in the Governmentõs country, and estimated 
staff-months for each. 

 
C-2 Same as C-1 for Key Foreign Personnel to be assigned to work outside the Governmentõs 

country. 
 
C-3 List of approved Sub-Consultants (if already available); same information with respect to 

their Personnel as in C-1 or C-2. 
 
C-4 Same information as C-1 for Key local Personnel. 
 
 
 
APPENDIX D - BREAKDOWN OF CONTRACT PRICE IN FOREIGN CURRENCY 
 
Note:  List here the elements of cost used to arrive at the breakdown of the lump-sum price - foreign 
currency portion: 
 

1. Monthly/daily rates for Personnel (Key Personnel and other Personnel). 
2. Reimbursable expenses. 

 
This appendix will exclusively be used for determining remuneration for additional services. 



  

 

 
 

 

 

  

Appendix E - Breakdown of Contract Price in Local Currency 

 
Note:  List here the elements of cost used to arrive at the breakdown of the lump-sum price - local 
currency portion: 
 

1. Monthly/daily rates for Personnel (Key Personnel and other Personnel). 
2. Reimbursable expenditures. 

 
This appendix will exclusively be used for determining remuneration for additional services. 
 
 
 
APPENDIX F - SERVICES AND FACILITIES PROVIDED BY THE CLIENT 
 
Note:  List here the services and facilities to make available to the Consultant by the Client. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


