INDIVIDUAL CONSULTANT PROCUREMENT NOTICE (ICPN)

Support UNDP To Conduct Filing and Archiving of Records
(Open to Nationals Only)

Date: 18/08/ 2017

PROCUREMENT NOTICE NO.: SLE/C/2617/037
COUNTRY: Sierra Leone

DESCRIPTION OF THE ASSIGNMENTi Support IUINDP To Conduct Filing and Archiving of
Records

PROJECT NAME: PMSU
PERIOD OF ASSIGNMENT: 129 days

Proposal should be submitted at the follo{wing address, UNDP, 55 Wilkinson Road, Freetown,
Sierra Leone or by email to procure.sie@undp.org no later than 10:00 hours, 9'" Sep,2017.

Any request for clarification must be sent in writing, or by standard electronic communication to
the address or e-mail indicated above. UNDP Sierra Leone will respond in writing or by standard
electronic mail and will send written copies of the response, including an explanation of the
query without identifying the source of inquiry, to all consultants.

“Background and Rationale.

Archiving, coding and f[hng are actwltzes that should be undertaken in an\;r estabhshment to ensure proper
record keeping, documentation and for institutional memoaory. It also enhances creation of locations where
vital information is collected, recorded and preserved for current and future utilization. In recent years,
due to demand for crisis response, there hds been a gap in UNDP Sierra Leone filing and record keeping.

In tune 2017, UNDP SLCO undertook a comipliance review exercise in preparation for the Country Office
Audit Exercise that took place in July 2017, Among the areas highlighted for improvement was the need
for the PM5U to strengthen its informationt management function. Particularly, the team found that vital
information required to appraise compliance in the Country Office was scattered in different locations. The
process of identifying and locating requirafd information was tedious and time consuming. Appropriate
recommendations were made and one of them was to make PMSU the Central Repository Unit for the
Country Office. As a Repository Unit, PMSU will ensure that records in UNDP are created, captured
maintained and uploaded to a central ShirePoint. The Unit will ensure that records are preserved for
evidential purposes, are accurate and efficiently updated, are available and their access is controlled and
limited to authorized personnel. Even though other clusters/units may have copies of similar information
in different locations within their clusters Or on various corporate e-spaces, the PMSU will still maintain
similar information uploaded to their Repository.
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Against this background, UNDP seeks to enigage a local consultant to undertake an archiving, coding and
filing of the Country Office vital records. The Consulttant will establish a well-maintained soft filing system
that enables easy access and reduces the iamount of time spent it now takes to search for records. This
system should also minimise use of paper ‘and assist the organization to collect information in selected
locations.

IL. Objectives of the Mission .

The Individual Consuitant shatl put in place an adequate manual system to 3] pport the electromc system
of classification and filing {preferably dtgltahzed) in arder to facilitate the categorization, filing and
retrieval of required files.

The Consultant will be expected to:
» Schedule and meet with programme and operations staff to access information for archiving and
uploading to the Repository
e Establish a filing, coding and archiving system for the PMSU both electronically and manually
¢ ldentify and upload relevant programmatic and operations records

o Facilitate fast retrreva! of necessary mformatlon that is requ:red by the PMSU;
1. Scope of Work - :

The tasks of the consultant will mclude

s Assessing the status of the dlfferen;t UNDP locations and archives users;

s Making a database of all the existirig information locations;

+ Sorting-out the documents to be fited and archived in colabaration with the PMSU;

e Categorizing and indexing documents in a manner that will provide for easy identification based
on assigned features for each document that will permit easy retrieval;

o Uploading documents to the electronic Repository system to allow the protection, searching and
fast processing of the records;

s Packaging in hard copies of information in properly categorized and indexed files and arranging
them in the provided space according to the filing and archiving plan;

+ Taking the PMSU Team and Senior Management through the new filing and archiving systems
(categorization, indexing and their Jocations);

¢ Submitting a report to PMSU at the end of the assrgnment
V. Deliverables & Timelines 0

During the time of the contract the tndrvrdUaI Contractor W|Il
» Ensure that all programme reports-and other information pertaining to programming and
operations is identified, collected and archived/uploaded into the PMSU SharePoint/Repository
and other selected locations. _
= Acoded online and offline system is developed for easy identification and access to files by ail
staff. '
* All Operations information relevant to the work of programmes and projects are uploaded to the

Reposnor\/ and in other selected Iocatrons
V. Management : ORI

The assignment w:il be carned out under the drrect super\nsmn of the Team Leader PMSU and the ouera[l
guidance of the SLCO Country Director with the support of the PMSU Team. The consultant will work
closely with programme and relevant operations staff to gather information from the different locations.
At the end of the assignment, the consultant will write a report on the work completed and highlight
challenges, observations, lessons learnt and recommendations.
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I. Technical Experience/Development and Operational Effectiveness = 0 0

The candidate shall have the following experience and qualifications:
s Archivist, Information/Documentation management {Bachelor’'s degree}

s At five (5) years of working experierice in manual filing/archiving systems;

e At least two (2) years of working experience in digitalized filing/archiving;

¢ Skills in the area of e-documentation;

e Anunderstanding of programme and project cycle management;

»  Ability to communicate fluently both in oral and written English;

» Experience in navigating UN Systemf programme management E-Systems and platforms.

Deli\}erables
Na. Deliverable : Instalment Payment % Payment
1 After assessing the status of the 1% Instalment 15%
different UNDP locatiens and archives

users _
including making a database of all the
existing information locations, Pa\)ment
will be triggered by

approval of this deliverable by PMSU.

2 After sorting-out the documents tb be 2™ tnstalment 15%
filed and archived including
categorizing and indexing documents in
a manner that will provide for easy
identification based

on assigned features for each document
that will permit easy retrieval. Pa\xment
will be triggered

by the approval of this dellverable by
PIMISU

3 After uploading documents to the 3" Instalment 20%
electronic Repository System to
allow the protection, searching and fast
processing of the records. Payment will
be triggered by

the approval of this deliverable by
PMSU.

4 After packaging in hard copies of 4™ |nstalment 15%
information in properly categorizeéd and
indexed files and arranging them in the
provided space according to the filing
and archiving plan. ;
Payment will be triggered by the
approval of this deliverable by PMSU
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5 After presentation to the PMSU Team 5% Instalment 15%
and the Senior Management the
new filing and archiving systems
(categorization, indexing and their
locations). Payment will be
triggered by the approval of this
deliverable by PMSU.

6 After submission and approval of the 6" Instalment 20%
FINAL Report to PMSU at the end of the
assignment.

4. EVALUATION

Mandatory requirements
Evaluation of Criteria and Weighting

The consultant will be evaluated against a combination of technical and financial criteria. Maximum score is
100% out of a total score for technical criteria equals 70% and 30% for financial criteria. The technical
evaluation will include the following:

e Background and minimum educational qualification as defined above-10%

e Practical previous experience relevant to the TOR-30%

¢ Substantial professional knowledge and experience in filing management-50%

e English language fluency in both oral and written, proficiency in IT and evidence of good

communication and writing skills-10%

Application Procedure

Qualified and interested candidates are hereby requested to apply. The application should contain the
following:

Brief proposal addressing the requirement (Methodology)
Filled P11 form - http://sas.undp.org/Documents/P11_personal_history_form.doc
o Detailed achievement based CV

e NOTE: - The Financial proposal should indicate consultancy fee in Leones (with a breakdown) or unit
price together with any other expenses related to the assignment.

ANNEX 1 - TERMS OF REFERENCE (TOR)
ANNEX 2 - INDIVIDUAL CONSULTANT’S GENERAL TERMS AND CONDITIONS

Carine Eengayenge
Deputy Country Directetr (Operations)

SLE/IC/2017/037 - Individual Consultant -Support UNDP to Conduct Filing and Archiving of Recor

R




UNITED NATIONS DE\?ELOPM ENT PROGRAMME

Terms éf Reference

For a short-term Filing and Archiving assignment in the Programme o
Management Support Unit (PMSU)

I, Contractual Information .

Consultancy: Support UNDP to conduct filing and archiving of records

Contract Type: Individual Contractor

Supervisor: Team Leader PMSU

Duration: 6 months

Starting Date: 1st September, 2017

Application Deadline: 18th August, 2017

Duty Station: UNDP Offices, Freetown, Sierra Leone {with travel to field offices if necessary)

Background and Rationale

Archiving, coding and filing are actlwtles that should be undertaken in any establlshment to ensure proper
record keeping, documentation and for institutional memory. It also enhances creation of locations where
vital information is collected, recorded and preserved for current and future utilization. In recent years,
due to demand for crisis response, there has been a gap in UNDP Sierra Leone filing and record keeping.

In June 2017, UNDP SLCO undertook a corﬁpiiance review exercise in preparation for the Country Cffice
Audit Exercise that took place in July 2017, Amang the areas highlighted for improvement was the need
for the PMSU to strengthen its information management function. Particularly, the team found that vital
information required to appraise compliance in the Country Cffice was scattered in different locations. The
process of identifying and locating required information was tedious and time consuming. Appropriate
recommendations were made and one of them was to make PMSU the Central Repository Unit for the
Country Office. As a Repository Unit, PMSU will ensure that records in UNDP are created, captured
maintained and uploaded to a central SharePoint. The Unit will ensure that records are preserved for
evidential purposes, are accurate and efficiently updated, are available and their access is controlled and
limited to authorized personnel. Even though other clusters/units may have copies of similar information
in different locations within their clusters pr on various corpeorate e-spaces, the PMSU will stilt maintain
similar information uploaded to their Repogitory.

Against this background, UNDP seeks to engage a local consultant to undertake an archiving, coding and
filing of the Country Office vital records. The Consultant will establish a well-maintained soft filing system
that enables easy access and reduces the amount of time spent it now takes to search for records. This
system should also minimise use of paper and assist the organization to collect information in selected
locations.

L. Objectives of the Mission .
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The Individual Consultant shall put in place an adequate manual system to support the electronic system
of classHfication and filing {preferably dlgltahzed) in order to facilitate the categorization, filing and
retrieval of required files.

The Consultant will be expected to:
¢ Schedule and meet with programme and operations staff to access information for archiving and
uploading to the Repository '
e Establish a filing, coding and archwpng system for the PMSU both electronically and manually
s Identify and upload relevant programmatic and operations records
e Facilitate fast retrieval of necessary information that is required by the PMSU;

1. Scope of Work

The tasks of the consultant will include: .

e Assessing the status of the different UNDP locations and archives users;

¢ Making a database of all the existing information locations;

s Sorting-out the documents 1o be filed and archived in collaboration with the PMSU;

+ Categorizing and indexing documents in a manner that will provide for easy identification based
on assigned features for each document that will permit easy retrieval;

¢ Uploading documents to the etectronic Repository system in order to allow the protection,
searching and fast processing of the records;

e Packaging in hard copies of information in properly categorized and indexed files and arranging
them in the provided space according to the filing and archiving plan;

« Taking the PMSU Team and Senior Management through the new filing and archiving systems
{categorization, indexing and their locations);

» Submitting a report to PMSU at the end of the assignment.

'V, Deliverabies & Timelines

During the time of the contract, the Indwldual Contractor wsll

¢ Ensure that all programme reports-and other information pertaining to programming and
operations is identified, collected and archived/uploaded into the PMSL SharePoint/Repository
and other selected locations.

» Acoded online and offline system is developed for easy identification and access to files by all
staff. :

¢ All Operations information relevant to the work of programmes and projects are uploaded to the
Repository and in other selected locations.

V. Management

The assignment will be carried out under the direct supervision of the Team Leader PMSU and the overall
guidance of the SLCO Country Director with the support of the PMSU Team. The consultant will work
closely with programme and relevant operptions staff to gather infermation froem the different locations.
At the end of the assignment, the consultant will write a report on the work completed and highlight
challenges, observations, lessons learnt and recommendations.
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Vi Technical Experience/Development and Operational Effactivenass

The candidate shalt have the following experience and qualifications:
o Archivist, information/Documentation management {Bachelor’'s degree)
e At five {5) years of working experience in manual filing/archiving systems;
s At least two {2} years of working exXperience in digitalized filing/archiving;
¢ Skills in the area of e-documentation;
* Anunderstanding of programme and project cycle management;
e Ability to communicate fluently both in oral and written English;
¢ Experience in navigating UN Syster programme management E-Systems and platforms

Payment Schedule

1%t payment: 15% after assessmg the status of the dlffefent UN DP Iocatlons and archwes users
including making a database of all the existing information focations. Payment will be triggered by
approval of this deliverable by PMSU.

27 payment: 15% after sorting-out the doéuments to be filed and archived including
categorizing and indexing documents in a manner that will provide for easy identification based
on assigned features for each document that will permit easy retrieval. Payment will be triggered
by the approval of this deliverable by PMSL).

39 payment: 20% after uploading docu ments to the electronic Repository System in order to
allow the protection, searching and fast processing of the records. Payment will be triggered by
the approval of this deliverable by PMSU.

4" payment: 15% after packaging in hard ¢opies of information in properly categorized and
indexed files and arranging them in the provided space according to the filing and archiving plan.
Payment will be triggered by the approval of this deliverabie by PMSU,

5% payment: 15% after presentation to the PMSU Team and the Senior Management the
new filing and archiving systems {categorization, indexing and their locations}). Payment will be
triggered by the approval of this detiverable by PMSU.

6™ payment; 20% after submission and apnroval of the FINAL Report to PMSU at the end of the
assignment.

Evaluation

valuati f Criteri Weightin
The consuitant will be evaluated against a combination of technical and financial criteria. Maximum score Is
100% out of a total score for technical criteria equals 70% and 30% for financial criteria. The technical
evaluation will include the following:

Background and minimum educational qualification as defined above-10%

Practical previous experience relevant to the TOR-30%

Substantial professional knowledge and expertence in filing management-50%

English language fluency in both orat and written, proficiency in IT and evidence of good
communication and writing skills-10P%

& & % 0

;
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UNDP
GENERAL CONDITIONS OF CONTRACT FOR SERVICES
1.0 LEGAL STATUS:

The Contractor shall be considered as having the legal status of an independent contractor vis-
a-vis the United Nations Development Pﬁogramme (UNDP). The Contractor’s personnel and
sub-contractors shall not be considered in any respect as being the employees or agents of
UNDP or the United Nations.

2.0 SOURCE OF INSTRUCTIONS:

The Contractor shall neither seek nor accept instructions from any authority external to UNDP
in connection with the performance of its services under this Contract. The Contractor shall
refrain from any action that may adverséiy affect UNDP or the United Nations and shall fuffill its
commitments with the fullest regard to the interests of UNDP.

3.0 CONTRACTOR'S RESPONSIBILITY:FOR EMPLOYEES:

The Contractor shal! be responsible for the professional and technical competence of its
employees and will select, for work under this Contract, reliable individuals who will perform
effectively in the implementation of this Contract, respect the local customs, and conform to a
high standard of moral and ethical conduct.

4.0  ASSIGNMENT:

The Contractor shall not assign, tra nsfer,f pledge or make other disposition of this Contract or
any part thereof, or any of the Contractar's rights, claims or obligations under this Contract
except with the prior written consent of UNDP.

5.0 SUB-CONTRACTING:

In the event the Contractor requires the services of sub-contractors; the Contractor shall obtain
the prior written approval and clearance of UNDP for all sub-contractors. The approval of
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UNDP of a sub-contractor shall not relieve the Contractor of any of its obligations under this
Contract. The terms of any sub-contract shall be subject to and conform to the provisions of
this Contract.

6.0  OFFICIALS NOT TO BENEFIT:

The Contractor warrants that no official of UNDP or the United Nations has received or will be
offered by the Contractor any direct or indirect benefit arising from this Contract or the award
thereof. The Contractor agrees that bredch of this provision is a breach of an essential term of
this Contract. :

7.0 INDEMINIFICATION:

The Contractor shall indemnify, hold andjsave harmiess, and defend, at its own expense, UNDP,
its officials, agents, servants and employees from and against all suits, ctaims, demands, and
liahility of any nature or kind, including tE\eir costs and expenses, arising out of acts or
omissions of the Contractor, or the Contractor's employees, officers, agents or sub-cantractors,
in the performance of this Contract. Thig provision shall extend, inter alia, to claims and liability
in the nature of workmen's compensation, products liability and liability arising out of the use
of patented inventions or devices, copyrighted material or other intellectual property by the
Contractar, its employees, officers, agents, servanis or sub-contractors. The obligations under
this Article do not {apse upon terminatioh of this Contract.

8.0 iINSURANCE AND LIABILITIES TO THIRD PARTIES:

8.1  The Contractor shall provide and :thereafter maintain insurance against all risks in
respect of its property and any equipment used for the execution of this Contract.

8.2  The Contractor shall provide and ;thereafter maintain ail appropriate workmen's
compensation insurance, or the equivalent, with respect to its employees to cover claims for
personal injury or death in connection with this Contract.

8.3  The Contractor shall also provide and thereafter maintain liability insurance in an
adequate amount to cover third party claims for death or bodily injury, or loss of or damage to
property, arising from or in connection with the provision of services under this Contract or the
operation of any vehicles, boats, airpla neés or other equipment owned or leased by the
Contractor or its agents, servants, em plo&ees or sub-contractors performing work or services in
connhection with this Contract. '

8.4  Except for the workmen's compensation insurance, the insurance policies under this
Article shall: :
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8.4.1 Name UNDP as additional insured;

8.4.2 Inc¢lude a waiver of subrogation of the Contractor's rights to the insurance carrier
against the UNDP; '

8.4.3 Provide that the UNDP shall receive thirty (30) days written notice from the insurers
prior to any cancellation or change of coverage.

8.5 The Contractor shall, upon reque$t, provide the UNDP with satisfactory evidence of the
insurance required under this Article.

9.0 ENCUMBRANCES/LIENS:

The Contractor shall not cause or permit-any lien, attachment or other encumbrance by any
person to be placed on file or to remain on file in any public office or on file with the UNDP
against any monies due or to become dué for any work done or materials furnished under this
Contract, or by reason of any other clairﬁ or demand against the Contractor.

10.0  TITLE TO EQUIPMENT: Title to any equipment and supplies that may be furnished by
UNDP shall rest with UNDP and any such equipment shall be returned to UNDP at the
conclusion of this Contract or when no Idnger needed by the Contractor. Such equipment,
when returned to UNDP, shall be in the same condition as when delivered to the Contractor,
subject to normal wear and tear. The Co@ntractor shall be liable to compensate UNDP for
equipment determined to be damaged or degraded beyond normal wear and tear.

11.0 COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS:

11.1  Except as is otherwise expressly provided in writing in the Contract, the UNDP shall be
entitled to all intellectual property and oiher proprietary rights including, but not limited to,
patents, copyrights, and trademarks, with regard to products, processes, inventions, ideas,
know-how, or documents and other materials which the Contractor has developed for the
UNDP under the Contract and which beair a direct relation to or are produced or prepared or
collected in consequence of, or during the course of, the performance of the Contract, and the
Contractor acknowledges and agrees thaft such products, documents and other materials
constitute works made for hire for the UNDP.

11.2 Tothe extent that any such intelléctual property or other proprietary rights consist of
any intellectual property or other propriétary rights of the Contractor: (i) that pre-existed the
performance by the Contractor of its obligations under the Contract, or {ii) that the Contractor
may develop or acquire, or may have developed or acquired, independently of the performance
of its obligations under the Contract, the UNDP does not and shall not claim any ownership
interest thereto, and the Contractor grants to the UNDP a perpetual license to use such
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intellectual property or other proprietary right salely for the purposes of and in accordance
with the requirements of the Contract.

11.3 Atthe request of the UNDP; the Contractor shall take all necessary steps, execute all
necessary documents and generally assist in securing such proprietary rights and transferring or
licensing them to the UNDP in compliance with the requirements of the applicable faw and of
the Contract. |

11.4 Subject to the faregoing provisions, all maps, drawings, photographs, mosaics, plans,
reports, estimates, recommendations, documents, and all other data compiled by or received
by the Contractor under the Contract shall be the property of the UNDP, shall be made
available for use or inspection by the UNDP at reasonable times and in reasonable places, shai!
be treated as confidential, and shall be delivered only to UNDP authorized officials on
completion of work under the Contract.

12,0 USE OF NAME, EMBLEM OR OFFICIAL SEAL OF UNDP OR THE UNITED NATIONS:

The Contractor shall not advertise or otherwise make public the fact that it is a Contractor with
UNDP, nor shall the Contractor, in any manner whatsoever use the name, emblem or official
seal of UNDP or THE United Nations, or any abbreviation of the name of UNDP or United
Nations in connection with its business or otherwise.

13.06 CONFIDENTIAL NATURE OF DOCQMENTS AND INFORMATION:

information and data that is considered proprietary by either Party and that is delivered or
disclosed by one Party (“Discloser”) to thfe other Party (“Recipient”) during the course of
performance of the Contract, and that is.designated as confidential (“Information”), shalt be
held in confidence by that Party and shall be handled as foltows:

13.1 The recipient {“Recipient”) of such information shalk:

13.1.1 use the same care and discretion to avoid disclosure, publication or
dissemination of the Discloser’s Information as it uses with its own similar information that it
does not wish to disclose, publish or disseminate; and,

13.1.2 use the Discloser’s Information solely for the purpose for which it was disclosed.

13.2 Provided that the Recipient has a;written agreement with the following persons or
entities requiring them to treat the Inforimation confidential in accordance with the Contract
and this Article 13, the Recipient may disclose Information to:

13.2.1 any other party with the [?iscloser’s prior written consent; and,
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13.2.2 the Recipient’s employees, officials, representatives and agents who have a need
to know such Information for purposes o;“f performing ohligations under the Contract, and
employees’ officials, representatives and agents of any legal entity that it controls, controls it,
or with which it is under common contro;l, who have a need to know such Information for
purposes of performing obligations under the Contract, provided that, for these purposes a
controiled legal entity means: .

13.2.2.1 a corporate entity in whi;:h the Party owns or otherwise controls, whether
directly or indirectly, over fifty percent (30%) of voting shares thereof; or,

13.2.2.2 any entity over which thé Party exercises effective managerial control; or,
13.2.2.3 for the UNDP, an affiliated Fund such as UNCDF, UNIFEM and UNV,

13.3 The Contractor may disclose Im‘oﬁmation to the extent required by law, provided that,
subject to and without any waiver of the:privileges and immunities of the United Nations, the
Contractor will give the UNDP sufficient prior notice of a request for the disclosure of
Information in order to allow the UNDP to have a reasonable opportunity to take protective
measures or such other action as may be appropriate before any such disclosure is made.

13.4 The UNDP may disclose Informatiéon to the extent as required pursuant to the Charter of
the UN, resolutions or regulations of the General Assembly, or rules promulgated by the
Secretary-General.

13.5 The Recipient shall not be precluded from disclosing Information that is obtained by the
Recipient from a third party without restfiction, is disclosed by the Discloser to a third party
without any obiigation of conﬁdentiality,: is previously known by the Recipient, or at any time is
developed by the Recipient completely independently of any disclosures hereunder.

13.6 These obligations and restrictiond of confidentiality shall be effective during the term of
the Contract, including any extension théreof, and, unless otherwise provided in the Contract,
shall remain effective following any termination of the Contract.

14.0 FORCE MAJEURE; OTHER CHANGES IN CONDITIONS

14.1 in the event of and as soon as possible after the occurrence of any cause constituting
force majeure, the Contractor shall give notice and full particulars in writing to the UNDP, of
such occurrence or change if the Contractor is thereby rendered unable, wholly or in part, to
perform its obligations and meet its responsibilities under this Contract. The Contractor shall
also notify the UNDP of any other changes in conditions or the occurrence of any event that
interferes or threatens to interfere with fts performance of this Contract, On receipt of the
notice required under this Article, the UNDP shalt take such action as, in its sole discretion; it
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considers to be appropriate or necessary in the circumstances, including the granting to the
Contractor of a reasonable extension of time in which to perform its obligations under this
Contract.

14.2  If the Contractor is rendered permanently unable, wholly, or in part, by reason of force

majeure to perform its obligations and meet its responsibilities under this Contract, the UNDP

shall have the right to suspend or terminéte this Contract on the same terms and conditions as
are provided for in Article 15, "Terminatibn", except that the period of notice shall be seven (7)
days instead of thirty (30) days. '

14.3 Force majeure as used in this Article means acts of God, war (whether declared or not),
invasion, revolution, insurrection, or other acts of a similar nature or force.

14.4 The Contractor acknowledges and agrees that, with respect to any obligations under the
Contract that the Contractor must perform in or for any areas in which the UNDP is engaged in,
preparing to engage in, or disengaging from any peacekeeping, humanitarian or similar
operations, any delays or failure to perform such obligations arising from or relating to harsh
conditions within such areas or to any in¢idents of civil unrest occurring in such areas shall not,
in and of itself, constitute force majeure pnder the Contract..

15.0 TERMINATION

15.1 FEither party may terminate this Cbn-tract for cause, in whole or in part, upon thirty (30}
days’ notice, in writing, to the other party. The initiation of arbitral proceedings in accordance
with Article 16.2 {“Arbitration”), below, shall not be deemed a termination of this Contract.

15.2 UNDP reserves the right to terminate without cause this Contract at any time upon 15
days’ prior written notice to the Contractor, in which case UNDP shall reimburse the Contractor
for all reasonable costs incurred by the Contractor prior to receipt of the notice of termination.

15.3 Inthe event of any termination by UNDP under this Articie, no payment shall be due
from UNDP to the Contractor except for work and services satisfactorily performed in
conformity with the express terms of this Contract.

15.4  Should the Contractor be adjudgéed bankrupt, or be liquidated or become insolvent, or
should the Contractor make an assignment for the benefit of its creditors, or should a Receiver
be appointed on account of the inso[venty of the Contractor, the UNDP may, without prejudice
to any other right or remedy it may have under the terms of these conditions, terminate this
Contract forthwith., The Contractor sha!lfimmediately inform the UNDP of the occurrence of
any of the above events.

16.0 SETTLEMENT OF DISPUTES
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16.1 Amicable Settlement: The Parties shall use their best efforts to settle amicably any
dispute, controversy or claim arising out bf this Contract or the breach, termination or invalidity
thereof. Where the parties wish to seek such an amicable settlement through conciliation, the
conciliation shall take place in accorda nc? with the UNCITRAL Conciliation Rules then obtaining,
or according to such other procedure as may be agreed between the parties.

16.2  Arbitration: Any dispute, controvérsy, or claim between the Parties arising out of the
Contract or the breach, termination, or iﬁwalidity thereof, unless settled amicably under Article
16.1, above, within sixty (60} days after réceipt by one Party of the other Party’s written
request for such amicable settlement, shall be referred by either Party to arbitration in
accordance with the UNCITRAL Arbitration Rules then obtaining. The decisions of the arbitral
tribunal shall be based on general principles of international commercial law. For all
evidentiary questions, the arbitral tribunal shall be guided by the Supplementary Rules
Governing the Presentation and Reception of Evidence in International Commercial Arbitration
of the International Bar Association, 28 May 1983 edition. The arbitral tribunal shali be
empowered to order the return or destruction of goods or any property, whether tangible or
intangible, or of any confidential information provided under the Contract, order the
termination of the Contract, or order that any other protective measures be taken with respect
to the goods, services or any other propérty, whether tangible or intangible, or of any
confidential information provided under the Contract, as appropriate, all in accordance with the
authority of the arbitral tribunai pu rsuani to Article 26 {“Interim Measures of Protection”) and
Article 32 (“Form and Effect of the Award”) of the UNCITRAL Arbitration Rules. The arbitral
tribunal shall have no authority to award punitive damages. In addition, unfess otherwise
expressly provided in the Contract, the afbitral tribunal shall have no authority to award
interest in excess of the Landon Inter-Bank Dffered Rate (“LIBOR”) then prevailing, and any
such interest shall be simple interest only. The Parties shall be bound by any arbitration award
rendered as a result of such arbitration as the final adjudication of any such dispute,
controversy, or claim.

17.6  PRIVILEGES AND IMMUNITIES:

Nothing in or relating to this Contract shall be deemed a waiver, express or implied, of any of
the privileges and immunities of the United Nations, including its subsidiary organs.

18.0 TAX EXEMPTION

18.1 Section 7 of the Convention on the Privileges and Immunities of the United Nations
provides, inter-alia that the United Natidns, including its subsidiary organs, is exempt from all
direct taxes, except charges for public utjlity services, and is exempt from customs duties and
charges of a similar nature in respect of articles imported or exported for its officiat use. In the
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event any governmental authority refuses to recognize the United Nations exemption from
such taxes, duties or charges, the Contractor shall immediately consult with the UNDP to
determine a mutually acceptable procedure.

18.2 Accordingly, the Contractor authgrizes UNDP to deduct from the Contractor's invoice
any amount representing such taxes, duties or charges, unless the Contractor has consulted
with the UNDP before the payment theréof and the UNDP has, in each instance, specifically
authorized the Contractor to pay such taéces, duties or charges under protest. In that event, the
Contractor shall provide the UNDP with Written evidence that payment of such taxes, duties or
charges has been made and appropriately authorized.

19.0 CHILD LABOUR

19.1 The Contractor represents and warrants that neither it, nor any of its suppliers is
engaged in any practice inconsistent with the rights set forth in the Convention on the Rights of
the Child, including Article 32 thereof, which, inter alia, requires that a child shall be protected
from performing any work that is likely to be hazardous or to interfere with the child's
education, or to be harmful to the child's health or physical mental, spiritual, moral or social
development. :

19.2 Any breach of this representation and warranty shall entitle UNDP to terminate this
Contract immediately upon notice to the Contractor, at no cost to UNDP.

20.0 MINES:

20.1 The Contractor represents and wérrants that neither it nor any of its suppliers is actively
and directly engaged in patent activities, development, assembly, production, trade or
manufacture of mines or in such activities in respect of components primarily utilized in the
manufacture of Mines. The term "Mines" means those devices defined in Article 2, Paragraphs
1, 4 and 5 of Protocol Il annexed to the Convention on Prohibitions and Restrictions on the Use
of Certain Conventional Weapons Which May Be Deemed to Be Excessively Injurious or to Have
Indiscriminate Effects of 1980.

20.2 Any breach of this representatioﬁ and warranty shall entitle UNDP to terminate this
Contract immediately upon notice to the Contractor, without any liability for termination
charges or any other liability of any kind of UNDP.

21.0 OBSERVANCE OF THE LAW:

The Contractor shall comply with all laws, ordinances, rules, and regulations bearing upon the
performance of its obligations under the terms of this Contract.
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22.0 SEXUAL EXPLOITATION:

22.1  The Contractor shall take all appropriate measures to prevent sexual exploitation or
abuse of anyone by it or by any of its em_bloyees or any other persons who may be engaged by
the Contractor to perform any services under the Contract. For these purposes, sexual activity
with any person less than eighteen years of age, regardless of any laws relating to consent, shall
constitute the sexual exploitation and abyse of such person. In addition, the Contractor shall
refrain from, and shall take all appropriafze measures to prohibit its employees or other persons
engaged by it from, exchanging any monéy, goods, services, offers of employment or other
things of value, for sexual favors or activities, or from engaging in any sexual activities that are
exploitive or degrading to any person. Tihe Contractor acknowledges and agrees that the
provisions hereof constitute an essential term of the Contract and that any breach of this
representation and warranty shall entitie UNDP to terminate the Contract immediately upon
notice to the Contractor, without any liability for termination charges or any other liabitity of
any kind. '

22.2  The UNDP shall not apply the forégoing standard relating to age in any case in which the
Contractor’s personnel or any other persbn who may be engaged by the Contracior to perform
any services under the Contract is marrigd to the person less than the age of eighteen years
with whom sexual activity has occurred gnd in which such marriage is recognized as valid under
the laws of the country of citizenship of uch Contractor’s personnel or such other person who
may be engaged by the Contractor to petrform any services under the Contract.

23.0 AUTHORITY TO MODIFY: _
Pursuant to the Financial Regulations and Rules of UNDP, only the UNDP Authorized Official

possesses the authority to agree on behalf of UNDP to any modification of or change in this
Agreement, to a waiver of any of its prov;isions or to any additional contractual relationship of
any kind with the Contractor. Accordingly, no medification or change in this Contract shall be
valid and enforceable against UNDP unless provided by an amendment to this Agreement
signed by the Contractor and jointly by the UNDP Authorized Official.
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