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1 POLICY
1.1 Purpose
(D) To establish rules and guidelines for the engagement and contracting of successful
applicants under the Evaluations Policy and Procedures.
(2) This policy is part of a set of policies and procedures that deal collectively with
the procurement of goods, services and capital works and the award of grants. A
diagram illustrating this framework is provided in clause 3.3.
1.2 Scope
(D This policy applies to the engagement of:
(a) successful applicants under the Procurement and Tendering Policy and
Procedures, and Evaluations Policy and Procedures; and
(b) successful applicants under the Grants Policy and Procedures, Evaluations
Policy and Procedures, and Sub-Delegations Policy and Procedures.
(2) This policy does not extend to the engagement of permanent or temporary staff.
(3) Unless permitted otherwise by written approval of the Secretary General, all staff
must abide by this policy.
1.3  Definition

In this policy, the following phrase has the following meaning:

“successful applicants” means collectively all consultants, suppliers, contractors and
grant applicants who have been selected and approved to be engaged by the Secretariat




1.4

1.5

under the Evaluations Policy and Procedures. It does not include permanent or temporary
staff.

Statements

(1) This policy applies to the negotiation and engagement of a successful applicant
once approval has been given under the Evaluations Policy and Procedures.

(2) The negotiation and engagement processes must only be initiated with the prior
approval of the successful applicant.

(3) The engagement and contracting processes directly relate to the Secretariat’s
management, monitoring and disbursement of funds for a proposed action.

(4) The engagement and contracting processes involves staff negotiating with
successful applicants on issues that may relate to the proposed fees or financial
contribution, scope of work, milestone dates and timeframes, and obligations and
responsibilities of respective parties.

(5) Staff must ensure that the intended scope of action or terms of reference are
clearly reflected in the engagement contract.

Negotiation

(D Staff must not enter into negotiations to increase fees and fix costs already
determined as part of the approval process stipulated under the Grants Policy and
Procedures, Tendering and Procurement Policy and Procedures, and the
Evaluation Policy and Procedures except in exceptional circumstances.

(2) In considering exceptional circumstances under sub-clause (1), the following
criteria must be used:
(a) whether the proposed increase remains lower or parallel to that provided

by the second preferred applicant in the procurement or grant award
process and the successful applicant has provided a well justified
argument for the increase;

(b) whether the increase is due to a change in law;

(c) whether the successful applicant has a monopoly of the market; or

(d) whether the proposed action is an emergency.

3) Staff must enter contractual negotiations in ‘good faith’ to reach an agreement
that is mutually beneficial for both the Secretariat and the parties.

4) Negotiations on specific issues must depend on the nature of the issue.
%) However, staff must be guided by the following benchmarks:

(a) for direct and emergency consultancies:
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1.6

(1)
(i1)

(i)

a professional fee of USD500 per day worked plus expenses is the
upper limit for negotiations;

any higher fee may be considered in terms of the caliber of the
consultant and the prevailing market rate so long as the
consultant had provided well justified arguments for the fee rate
and it is well documented and approved through the relevant
approval process;

the schedule of payment to the consultant must be based on
delivery of set milestones, with a minimum of 30% of the
consultant’s fee on acceptance of the final report;

(b) for goods and capital works:

@)
(i)

(iii)

the proposed payment must reflect the accepted market costs for
the goods or capital works;

the schedule of payment must be based on delivery of set
milestones, with a minimum of 20% to be paid at the
completion/delivery of the final product;

for specific building or construction work, a minimum retainer of
at least 5% must only be paid at the completion of the retainer
period (normally 6 months);

(c) for grants:

)
(i)

(iii)

(iv)

the total value of the grant can be negotiated if it is identified that
there are cost savings in the applicant’s proposed budget;

however, if the total value of the grant must be paid for whatever
reason, staff must identify other activities or actions to be
undertaken by the successful applicant as part of the work plan;

the proposed administrative fee or indirect costs to be charged by
successful applicants must be no more than 12% unless otherwise
approved by the Secretary General;

actions that extend beyond 6 months must be paid in installments.

(6) Except for Senior Management, only the Team Leader Properties or Team Leader
IT may enter into contractual negotiations for goods and capital works over

FID5.000.

(7) Contractual negotiations must not deviate from the specifics of the approved
terms of reference or scope of work and timeframe.

(8) Staff must seek the approval of their immediate supervisors before agreeing to
any significant deviation.

(9 Staff must ensure that a satisfactory monitoring and reporting mechanism is
discussed and agreed to with the successful applicant.

Contracting

3 I Engagement Policy and Procedures























