
 

 
 

REQUEST FOR EXPRESSION OF INTEREST 
 

Reference Number: SADC/SHD&SP/1/2013 
 

Request for Services Title: Consultancy assignment to undertake finalisation of the 
report on assessment of cost barriers to access to higher education and student 

mobility in the SADC Region. 
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A. COVER LETTER FOR THE EXPESSION OF INTEREST FOR THE 
PROJECT 

[insert name and reference number] 
 

[Location, Date] 
 
To: [Name and address of Procuring Entity] 
 
 
Dear Sirs: 
 

I, the undersigned, offer to provide the consulting services for [insert title of assignment] in 
accordance with your Request for Expression of Interests number [insert the number], dated [insert 
date] and my Financial Proposal for the sum of [Insert amount(s) in words and figures11].  This 
amount inclusive of all expenses deemed necessary for the performance of the contract in 
accordance with the Terms of Reference requirements, and [“does” or “does not” delete as 
applicable] include any of the following taxes in Procuring Entity’s country: value added tax and 
social charges or/and income taxes on fees and benefits. 

 
I hereby declare that all the information and statements made in CV are true and accept that 

any misinterpretation contained in it may lead to my disqualification.  
I take note that under the provisions of the SADC Procurement Policy applicable to this 

Request For Expression of Interest, a contract cannot be awarded to applicants who are in any of the 
following situations: 

a) they are being bankrupt or wound up, are having their affairs administered by the courts, have 
entered into arrangements with creditors, have suspended business activities, are being subject of 
proceedings concerning those matters, or are being in any similar situations arising from a similar 
procedures provided for in the national legislation or regulations of the SADC member states;   

b) they have been convicted of offences concerning their professional conduct by a judgment which 
haves the force of res judicata; (i.e. against which no appeal is possible);   

c) they have been declared guilty of grave professional misconduct proven by any means which 
SADC Secretariat can justify;  

d) they have not fulfilled obligations related to the payments of social security contributions or the 
payment of taxes in accordance with the legal provisions of the country in which they are established 
or with those countries where the contract is to be performed;   

e) they have been the subject of a judgment which has the force of res judicata for fraud, corruption, 
involvement in a criminal organisation or any other illegal activity detrimental to the SADC 
Secretariat' financial interests; or 

f) they are being currently subject to an administrative penalty. 

I confirm that I am not in any of the situations described above, and I hereby declare that at 
any point in time, at the SADC Secretariat request, I will provide certified copies of documents to 
prove that I do not follow in any of the situation described above. 

I am aware that the penalties set out in the Procurement Policy may be applied in the case of 
a false declaration, should the contract be awarded to me. 

 
My proposal is binding upon me for the period indicated in the Paragraph 9(iii) of the 

Request for Expression of Interest.  
 

 I undertake, if our Proposal is accepted, to initiate the consulting services related to the 
assignment not later than the date indicated in Paragraph 10 of the Request for Expression of 

                                                 
1 Amounts must coincide with the ones indicated under Total Cost of Financial proposal in Form FIN-2. 
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Interest, and to be available for the entire duration the contract as specified in the Terms of 
Reference. 
 

I understand you are not bound to accept any Proposal you receive. 
 

Yours sincerely, 
 

Signature [In full and initials]:    
 
Name and Title of Signatory:    
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B. CURRICULUM VITAE 

[insert the full name] 
 

 
1. Family name: [insert the name] 
2. First names: [insert the names in full] 
3. Date of birth: [insert the date] 
4. Nationality: [insert the country or countries of citizenship] 
5. Civil status: [insert: married/ divorced/single/ widower] 
6. Contact details: Address:[insert the physical address] 
 Phone :[insert the phone and mobile no.] 

 E-mail: [insert the email] 
8. Education:  
  

Institution: 
[Date from – Date to] 

Degree(s) or Diploma(s) obtained: 

[indicate the month and the year] [insert the name of the diploma and the specialty/major] 

[indicate the month and the year] [insert the name of the diploma and the specialty/major] 

 
7. Language skills: (Indicate competence on a scale of 1 to 5) (1 – excellent; 5 – basic) 
 

Language Reading Speaking Writing 
[insert the language] [insert the no.] [insert the no.] [insert the no.] 
[insert the no.] [insert the no.] [insert the no.] [insert the no.] 
[insert the no.] [insert the no.] [insert the no.] [insert the no.] 
 
8. Membership of professional bodies:  [indicate the name of the professional body] 
9. Other skills: [insert the skills] 
10. Present position: [insert the name] 
11. Years of experience: [insert the no] 
12. Key qualifications: (Relevant to the assignment) 

[insert the key qualifications] 
13. Specific experience in the region: 
 

Country Date from - Date to 
[insert the country] [indicate the month and the year] 

................ ...................... 
[insert the country] [indicate the month and the year] 

 



Page 5 of 8 

14. Professional experience: 
 

Date from 
– Date to 

Location of 
the 

assignment 

Company& 
reference person 
(name & contact 

details) 
Position Description 

[indicate the 
month and 
the year] 

[indicate the 
country and 

the city] 

Name of the Company: 
Address of the company: 
Phone: 
Fax: 
Email:  
Name and title of the 
reference person from 
the company: 

[indicate the 
exact name and 

title and if it 
was a short 

term or a long 
term position] 

Name of the Purchase Order:  
Beneficiary of the Purchase Order: 
Brief description of the Purchase Order:  
Responsibilities:  

[indicate the 
month and 
the year] 

[indicate the 
country and 

the city] 

Name of the Company: 
Address of the company: 
Phone: 
Fax: 
Email:  
Name and title of the 
reference person from 
the company: 

[indicate the 
exact name and 

title and if it 
was a short 

term or a long 
term position] 

Name of the Purchase Order:  
Beneficiary of the Purchase Order: 
Brief description of the Purchase Order:  
Responsibilities:  

[indicate the 
month and 
the year] 

[indicate the 
country and 

the city] 

Name of the Company: 
Address of the company: 
Phone: 
Fax: 
Email:  
Name and title of the 
reference person from 
the company: 

[indicate the 
exact name and 

title and if it 
was a short 

term or a long 
term position] 

Name of the Purchase Order:  
Beneficiary of the Purchase Order: 
Brief description of the Purchase Order:  
Responsibilities:  

................ …………….. ……………………. …………… ………………………………………………………………………….. 

[indicate the 
month and 
the year] 

[indicate the 
country and 

the city] 

Name of the Company: 
Address of the company: 
Phone: 
Fax: 
Email:  
Name and title of the 
reference person from 
the company: 

[indicate the 
exact name and 

title and if it 
was a short 

term or a long 
term position] 

Name of the Purchase Order:  
Beneficiary of the Purchase Order: 
Brief description of the Purchase Order:  
Responsibilities:  
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15. Other relevant information: (e.g. Publications)  

 
[insert the details] 
 

16. Statement:  
 

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes 
myself, my qualifications, and my experience. I understand that any wilful misstatement 
described herein may lead to my disqualification or dismissal, if engaged. 
 
I hereby declare that at any point in time, at the SADC Secretariat request, I will provide certified 
copies of all documents to prove that I have the qualifications and the professional experience and 
indicated at points 8 and 14 above1, documents which are attached to this CV as photocopies.  
 
By signing this statement, I also authorized the SADC Secretariat to contact my previous or 
current employers indicated at point 14 above, to obtain directly reference about my professional 
conduct and achievements.  
 
 
 Date: 20 March 2013 
 
 
ATTACHMENTS:  1) Proof of qualifications indicated at point 8 
   2) Proof of working experience indicated at point 14 
    
 
 
 
 
 
 

                                                 
1 The proof of stated qualifications shall be in the form of the copies of the degrees and diploma 
obtained, while for the professional experience the proof shall be either acknowledgement letters from 
the previous employers or copies of the Purchase Order signed with them.  
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C. FINANCIAL PROPOSAL 

[insert name and reference number] 
 
 

N° Description1 Unit2 No. of Units Unit Cost 
(in US$) 

Total 
(in US$) 

Fees Day    

Reimbursable expenses, out of 
which  Total    

1 Per diem allowances Day    

2 Flights3 Trip    

3 Miscellaneous travel expenses4  Trip    

4 Insurances cost, out of which: Lump sum     

 i) Life insurance (including 
repatriation) Lump sum    

 ii) Heath insurance  Lump sum    

 iii) Third party liability 
insurance Lump sum    

 iv) Professional liability 
insurance Lump sum    

5 Drafting, reproduction of reports Lump sum    

6 Office rent Per month    

7 Others4 TBD    

TOTAL FINANCIAL OFFER (Fees + Reimbursable expenses)   
 
 

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

                                                 
1 Delete items that are not applicable or add other items as the case may be. 
2 Indicate unit cost.. 
3 Indicate route of each flight, and if the trip is one- or two-ways 
4 Provide clear description of what is their exact nature 



Page 8 of 8 

 


	A. COVER LETTER FOR THE EXPESSION OF INTEREST FOR THE PROJECT
	B. CURRICULUM VITAE
	C. FINANCIAL PROPOSAL

