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Section VIII. Appendices
1. Description of Services

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.

2. Reporting Requirements

List format, fi'equency, and contents of reports; persons to receive them; dates of 
submission; etc. If no reports are to be submitted, state here “Not applicable.”

3. Key Personnel and Subconsultants

List under:

1. Titles [and names, if already available], detailed job descriptions and 
minimum qualifications, and staff-months of service, and estimated 
periods of engagement for each, including a copy of a satisfactory medical 
certificate.

2. Same information as in no. 1 for Key foreign Personnel to be assigned to 
work outside the Government’s country.

3. Same information as in no.l for Key Local Personnel.

4. List of approved Subconsultants (if already available) and Counterpart 
personnel (if allowed); same information with respect to their Personnel as 
in no.’s 1 and 2.

4. Breakdown of Contract Price

List here the elements of cost, including expenditures in foreign currency(ies) 
denominated and payable in Philippine Peso, used to arrive at the itemized breakdown 
of the contract price:

1. Monthly rates for Personnel (Key Personnel and other Personnel)

2. Reimbursable expenditures

3. Applicable taxes
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5. Services and Facilities Provided by the Client

Give detailed descriptioD of the services and facilities made available to the 
Consultant, and the time and manner of its availment.

6. Consultant’s Representations Regarding Costs and Charges

Breakdc wn of Remuneration Rates, WB funded projects using Quality Based 
Selecticm, Selection Based on the Consultant’s Qualifications and Single Source 
Selection.

. Review of Remuneration Rates

.1 The remuneration rates for staff are made up of salary, social costs,
' iverheads, fee that is profit, and any premium or allowance paid for projects 
iway fiom headquarters. To assist the Consultant in preparing for financial 
legotiations, a sample fbnn giving a breakdown of rates is attached (no 
inancial information should be included in the Technical Proposal). Agreed 
ireakdown sheets shall form part of the negotiated contract.

[.2 The Procuring Entity is charged with the custody of Government funds 
|ind is expected to exercise prudence in the expenditure of these funds. The 
Procuring Entity is, therefore, concerned with the reasonableness of the firm’s 
Financial Proposal, and, during negotiations, it expects to be able to review 
Ludited financial statements backing up the Consultant’s remuneration rates, 
certified by an independent auditor. The Consultant shall be prepared to 
disclose such audited financial statements for the last three years, to substantiate 
its rates, and accept that its proposed rates and other financial matters are subject 
to scrutiny. Rate details are discussed below.

(i) Salary

This is the gross regular cadi salary paid to the individual in the 
Consultant’s home office. It shall not contain any premium for work away from 
headquarters or bonus (except where these are included by law or government 
regulations).

(ii) Bonus

Bonuses are normally paid out of profits. Because die Procuring Entity 
does not wish to make double payments for the same item, staff bonuses shall 
not normally be included in the rates. Where the Consultant’s accounting 
system is such that the percentages of social costs and overheads are based on 
total revenue, including bonuses, those percentages shall be adjusted downward 
accordingly. Where national policy requires that thirteen (13) months’ pay be 
given for twelve (12) months’ work, the profit element need not be adjusted 
downward. Any discussions on bonuses shall be supported by audited 
documentation, which shall be treated as confidential.
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(iii) Social Costs

Social costs are the costs to the Consultant of stafPs non-monetary 
benefits. These items include, inter alia, pension, medical and life insurance 
costs, and the cost of a staff member being sick or on vacation. In this regard, 
the cost of leave for public holidays is not an acceptable social cost nor is the 
cost of leave taken during the Contract if no additional staff replacement has 
been provided. Additional leave taken at the aid of the Contract in accordance 
with the Consultant’s leave policy is acceptable as a social cost

(iv) Cost of Leave

The principles of calculating the cost of total days leave per annum as a 
lercentage of basic salary shall nonnally be as follows:

total days leave x 100
Leave cost as percentage of salary11 = ; •----------- ;-----------r[365 - w - ph - V - sj
It is important to note that leave can be considered a social cost only if 

he Procuring Entity is not charged for the leave taken.

(V) Overheads

Overhead expenses are the firm’s business costs that are not directly 
1 elated to the execution of the project and shall not be reimbursed as separate 
terns under the Contract. Typical hems are home office costs (partner’s time, 

iion-billable time, time of senior staff monitoring the project, rent, support staff, 
lesearch, staff training, marketing, etc.), the cost of staff not currently employed 
in revenue-earning projects, and business promotion costs. During 

I legotiations, audited financial statements, certified as correct by an independent 
iiuditor and supporting the last three years’ overheads, shall be available for 
I liscussion, together with detailed lists of items making up the overheads and the 
I lercentage by which each relates to basic salary. The Procuring Entity does not 
iiccept an add-on margin for social charges, overhead expenses, etc., for staff 
vho are not permanent employees of the firm. In such case, the firm shall be 
mtitled only to administrative costs and fee on the monthly payments charged 
or subcontracted staff.

(vi) Fee or Profit

The fee or profit shall be based on the sum of the salary, social costs, 
and overhead. If any bonuses paid on a regular basis are listed, a corresponding 
reduction in the profit element shall be expected. Fee or profit shall not be 
allowed on travel or other reimbursable expenses, unless in the latter case an 
unusually large amount of procurement of equipment is required. The 
Consultant shall note that payments shall be made against an agreed estimated 
layment schedule as described in the draft form of the Contract

11 Where w = weekends, ph = public bolides, v = vacation, and s = sick leave.
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(vii) Away from Headqnarters Allowance or Preminm

Some consultants pay allowances to staff working away from 
headquarters. Such allowances are calculated as a percentage of salary and shall 
not draw overheads or profit Sometimes, by law, such allowances may draw 
social costs. In this case, the amount of fills social cost shall still be shown 
under social costs, with the net allowance shown separately. For concerned 
staff, this allowance, where paid, shall cover home education, etc.; these and 
similar items shall not be considered as reimbursable costs.

(viii) Subsistence Allowances

Subsistence allowances are not included in the rates, but are paid 
separately and in local currency. No additional subsistence is payable for 
dependents—the subsistence rate shall be the same for married and single team 
members.

UNDP standard rates for the particular country may be used as reference to 
determine subsistence allowances.

2. Reimbursables

2.1 The financial negotiations shall further focus on such items as out-of- 
pocket expenses and other reimbursables. These costs may include, but are not 
restricted to, cost of surveys, equipment, office rent, supplies, international and 
local travel, computer rental, mobilization and demobilization, insurance, and 
p inting. These costs may be either fixed or reimbursable in foreign or local 
clurency.

Bank Guarantee

3.1 Payments to the Consultant, including payment of any advance based on 
cash flow projections covered by a bank guarantee, shall be made according to 
an agreed estimated schedule ensuring the firm regular payments in local and 
foreign currency, as long as the services proceed as planned-
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