REQUEST FOR EXPRESSION OF INTEREST

SELECTION OF INDIVIDUAL CONSULTANT

INDIVIDUAL CONSULTANCY TO PROVIDE
TECHNICAL ADVICE TO THE EXECUTIVE
SECRETARY

REFERENCE NUMBER: SADC/3/5/2/448

29 MAY 2026

Page 1 of 35



1. The SADC Secretariat is inviting Individual Consultants to submit their CV
and Financial Proposal for the following services:

“INDIVIDUAL CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO THE
EXECUTIVE SECRETARY”

The Terms of Reference defining the minimum technical requirements for
these services are attached as Annex 1 to this Request for Expression of
Interest.

2. Only Individual Consultants are eligible for this assignment provided
that they fulfil the following eligibility criteria:

a) they are not bankrupt or being 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 similar procedures provided for in the national
legislation or regulations of the SADC member states;

b) they have not been convicted of offences concerning their professional
conduct by a judgment which has the force of res judicata; (i.e. against
which no appeal is possible);

c) they have not been declared guilty of grave professional misconduct
proven by any means which SADC Secretariat can justify;

d) they have 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 not 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 not being currently subject to an administrative penalty.

3. This is a global priced proposal.

4, Your Expression of Interest must be presented as per Standard Expression
of Interest Forms attached as Annex 2 to this REOI, in the English language
and be accompanied by copies of all the indicated supporting documents. If
the supporting documents are not in English, these shall be accompanied
by a certified translation into English.

5. Proposals clearly marked “INDIVIDUAL CONSULTANCY TO PROVIDE
TECHNICAL ADVICE TO THE EXECUTIVE SECRETARY” - REFERENCE
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NUMBER SADC/3/5/2/448 should be submitted through the COLLAB Link:
https://collab.sadc.int/s/eTMRf73i6M5b5J]j by the deadline.

6. The deadline for submission of your proposal, to the address indicated in
Paragraph 5 above, is: 29 June 2026 at or before midnight local
(Botswana) time.

e Bidders are advised to submit their proposals during working hours (7:30am to
16:30pm) for support in case of any technical problems. The technical support
team will not be available after working hours.

e Kindly drop your file on the link above as a zipped folder containing all your
documents and label it your name. Note that there is no confirmation message
for upload but the files will be uploaded once it shows “Uploaded Files”

7. Your CV will be evaluated against the following criteria.
CRITERIA POINTS
Qualifications and skills 20
General professional experience 20
Specific professional experience 60
Total 100

Technical Evaluation

The minimum technical score required to pass is 70 points. Bids not

reaching 70 points shall be considered not compliant. Out of the 70 points

threshold, the best technical offer is awarded 100 points. The others receive

points calculated using the following formula:

Technical score = (final score of the technical offer in

guestion/final score of the best technical
offer) x100

Financial evaluation
The Evaluation Committee shall proceed with the financial comparisons of
the fees between the different financial offers (fee based are established in
the main Contract while for Global Price specific offers will be considered).
Both the provisions for reimbursable and expenditure verification shall be
excluded from the comparison of the financial bids. The offer with the lowest
total fees shall receive 100 points. The others are awarded points by means
of the following formula:

Financial score = (lowest total fees /total fees of the tender being

considered) x 100.

The best value for money is established by weighing technical quality
against price on an 80/20 basis. This is done by multiplying:

. the scores awarded to the technical offers by 0.80
. the scores awarded to the financial offers by 0.20
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10.

Your proposal should be submitted as per the following instructions and in
accordance with the Terms and Conditions of the Standard Contract
attached as Annex 3 to this REOI:

(i) PRICES:
The financial proposal shall be in United States Dollars (USD) and
inclusive of all expenses deemed necessary by the Individual
Consultant for the performance of the contract.

(i) EVALUATION AND AWARD OF THE CONTRACT:
Expressions of Interest determined to be formally compliant to the
requirements will be further evaluated technically.

An Expression of Interest is considered compliant to the requirements

if:

e |t fulfils the formal requirements (see Paragraphs 2,3,4,5,6,7 and 8
above),

e The financial proposal (professional fees) does not exceed the
maximum available budget for the contract as indicated under Para
3.

The award will be made to the applicant who obtained the highest
technical score and with the financial offer within the budget as indicated
under Para 3. Expressions of Interest not obtaining a minimum technical
score of 70 points will be rejected.

(i)  VALIDITY OF THE EXPRESSION OF INTEREST:
Your Expression of Interest should be valid for a period of 120 days
from the date of deadline for submission indicated in Paragraph 6
above.

The assignment is expected to commence soon after the last signature of
the contract.

Additional requests for information and clarifications can be made through
the email below.

The Procuring entity: SADC Secretariat

Contact person: Mr Thomas Chabwera

Telephone: 3951863

Fax:3972848

E-mail: tchabwera@sadc.int

Copy to ymadzinga@sadc.int and nnkalumbe@sadc.int

The closing date for receipt of requests for clarification shall be17 June
2026 by 16:00hours local Botswana time .

The closing date for responding to requests for information and
clarification shall be 22 June 2026 at midnight local time Botswana.
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All questions received as well as the answer(s) to them will be posted on
the SADC Secretariat’s website.

ANNEXES:

ANNEX 1: Terms of Reference
ANNEX 2: Expression of Interest Forms
ANNEX 3: Standard Contract for Individual Consultants

Sincerely,

lonc

Mr Thomas Chabwera

Head of Procurement Unit
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ANNEX 1: TERMS OF REFERENCE

(Global Price)

INDIVIDUAL CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO
THE EXECUTIVE SECRETARY

(12 MONTHS)
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TERMS OF REFERENCE

BACKGROUND INFORMATION ....uutiiiiiiiiiiiiiiiiiiiiiiiiiineninsnnneeneenennnennnennennees
N = U1 g [T o 01U 1 Y PP
1.2.Contracting AULNOTILY .......ovviiiiii e
1.3.Region bacKgroUuNd.............uuuiiiiiiieiiiieci e
1.4.Current situation iN the SECLON ........cooveeiieei e
1.5.Related programmes and other donor activities ..............cccceeevvvvvieneeeennn.
OBJECTIVE, PURPOSE & EXPECTED RESULTS .....cooooiiiiiiiieeee,
2.1.0verall ODJECHIVE ......coeeeeiie e
A o [ 010 PP
2.3.Results to be achieved by the Contractor............cccoeeeeeiiiiiiiiiiiiieeeeeeeeeins
ASSUMPTIONS & RISKS .....oiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeiieiieeeeeneieeseeeeeeseeneeeeenenes
3.1.Assumptions underlying the project...........ccccvviviiiiiii i
S 2 RISKS e
SCOPE OF THE WORK ...,
4.1.GENEIAL...ciiiiiiiiiiiiieee
4.2.SPECITIC WOTK ... e e e e e eeanees
4.3.Project ManagemENt........ccceeeeiiiiiiiiiiei e e e e e e e e e e e e e e e e e e e e e e eeannes
LOGISTICS AND TIMING ....uutiiiiiiiiiiiiiiiiniiiiniiineinesenensnnesnnsnsnesneeneneeessneneenennes
B.LLLOCALION .
5.2.Start date & Period of implementation of taskS...........cccccvvvviiiiiiiiiiiennnn,
REQUIREMENTS .....uititiiiiiiiiiiiiiiiieiiiiiiiiiiiesesbeaeeseesesnseaesesssssssaesssnsnsssnnnnnnnnne
B. 1. aff
6.2.0ffice accomMmMOdation ..........cooeeiiiiiieee
6.3.Facilities to be provided by the Contractor.................ocevviiiiiiiiiiii e,
B. 4. EQUIPIMENT. ...eeei et e e e e e e e e e e e e e et eaaeeeaaaa
6.5.Incidental eXPENItUIE........ccoeeeiiiiiiiicce e e
6.6 Expenditure Verification.............ccooiiiiiiii

R O ] 5
7.1.Reporting reqQUIrEMENTS .......coeeeeeeeeeeee e
7.2.Submission and approval of reports ...
MONITORING AND EVALUATION ....uuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiieiiennienennennnees
8.1.Definition of INAICALOIS .......ccooeeieieeeee e
8.2.Special reqUIrEMENTS .......oooiiiieeeeeeee e
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1.0 INTRODUCTION AND BACKGROUND

1.1Procurring Entity
Southern African Development Community (SADC)

1.2 Background and Current Situation

The Southern African Development Community (SADC) Secretariat is the Principal
Executive Institution of SADC, responsible for strategic planning, facilitation and
co-ordination and management of all SADC Programmes. It is headed by the
Executive Secretary and is located in Gaborone, Botswana. The SADC Secretariat
structure is designed to maximise and support the facilitation of the Member State
policies and programmes to best contribute to the overall objectives of SADC; to
achieve Regional Integration and Poverty Alleviation. Guided by a Vision, Mission
and Mandate, the SADC Secretariat performs the function of strategic planning and
management of the programmes of SADC through sectoral and administrative
roles.

The Southern African Development Community (SADC) is a Regional Economic
Community comprising 16 Member States: Angola, Botswana, Comoros,
Democratic Republic of Congo, Eswatini, Lesotho, Madagascar, Malawi, Mauritius,
Mozambique, Namibia, Seychelles, South Africa, Tanzania, Zambia and
Zimbabwe. The socio-cultural characteristics of these 16 Member States (MSs)
exhibit a region with heterogeneous historical, political, economic, and cultural
traits that are both an advantage and a challenge when it comes to implementation
of policies in general and gender mainstreaming in particular. The overarching role
of Southern African Development Community (SADC) is to organize, coordinate,
and implement the region’s integration agenda.

The SADC Executive Profile of the Secretariat comprises of the Executive
Secretary (ES), Deputy Executive Secretary-Regional Integration (DES-RI), and
Deputy Executive Secretary-Corporate Affairs (DES-CA).

2.0 Objectives and Expected Results
2.1 Objectives

SADC is primed to realise its regional integration agenda as enshrined in its
Regional Indicative Strategic Development Plan (RISDP 2020-2030). The region
is midway through the implementation of RISDP 2020-2030, allowing it to take
stock and accelerate initiatives in industrial development, market integration, and
infrastructure development. In accelerating initiatives, strategic decisions should
be driven by research and data analysis.

Moreover, owing to unpredictable geopolitical tensions, it is imperative for the
Executive Secretary to have a technical advisor, to bridge the gap between rapidly
changing external political dynamics and internal strategic decision-making. The
technical advisor will provide specialized, data-driven analysis that will enable the
Executive Secretary to navigate complex regulatory, security, and economic risks
proactively rather than reactively.
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The primary purpose of the Consultant is to provide specialised technical advice
and support to the Executive Secretary on complex technical matters.

2.2 Expected Results

The following will be the expected outputs from the position:

a)
b)
c)
d)
€)

f)
9)
h)

)
)

3.

Technical advisor scorecard produced.
Strategic roadmaps and technical strategies.
Strategic technical recommendations.
Briefing papers and executive summaries.

Timely preparation, documentation and presentation of documented tech-
nical advice sought by the Executive Secretary.

Stakeholder engagement reports showing actionable items.
Reports showing implementation status.
Timely provision of technical advisory and guidance on Annotated Agendas.

Timely preparation, documentation and presentation of end of contract re-
port.

Preparation of the Annual Operational Plan and Budget of the Office of the
Executive Secretary

ASSUMPTION AND RISKS

3.1 Assumptions

Line manager will provide full support and guidance to the individual consultant.

3.2 Risks

Risks Level Mitigating Measures

Misalignment  of | Medium Objectives  will  be

individual stated in performance

objectives to agreement

RISDP

Technical Low Clear Terms of

Competence Reference. Evaluation
complies with
standards and
guidelines
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Risks Level Mitigating Measures
Stakeholder Low Clear Terms of
Management Risks Reference
Environmental and | Medium Provide adequate
External Risks working environment
Communication Medium Regular meeting with
Risk the Line Manager

4. SCOPE OF THE WORK

The Consultant will provide specialised technical advice and support to the
Executive Secretary on complex technical matters. He will also assist in the
coordination of the Office of the Executive Secretary.

4.1 Geographical Area to be covered
SADC Secretariat Headquarters

4.2 Target Groups
SADC Secretariat staff, partners and Member States

4.4 Project Management
4.4.1 Responsible Body

SADC Secretariat.

4.4.2 Reporting Structure

The Technical Advisor will report to the Executive Secretary

4.4.3 Describe Reporting

The Technical Advisor will report to the Executive Secretary

4.5. Specific duties of the Consultant

The Consultant will provide specialised technical advice to the Executive
Secretary, including the following:
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e Advise the Executive Secretary in establishing priorities and coordinate pol-
icy and strategic advice on complex matters - this includes the development
of strategic SADC policy position papers and internal briefing notes, as well
as wide ranging consultation with key stakeholders.

e Plan, manage and follow up on technical issues in support of the functions
of the Executive Secretary.

e Conduct in-depth analyses of reports/studies/concept notes submitted to
the Executive Secretary and provide advice to the Executive Secretary.

e Undertake research in assigned portfolio areas and advise the Executive
Secretary accordingly.

e Prepare briefs and reports on key areas to support the Executive Secretary
during meetings and missions.

¢ Analyse and integrate complex matters and prepare briefs and analytical
papers for the Executive Secretary’s engagements (internal and external
stakeholders).

e Follow-up and be on top of political matters that require immediate attention
of the Executive Secretary.

e Review Executive Secretary’s documents for political sensitivity and en-
sure efficient and effective implementation.

e Monitor and provide advice to the Executive Secretary on developments
at regional, continental, global and multilateral levels that have a bearing
on regional integration.

e Liaise with Communications and Public Relations Unit to keep abreast of
latest information.

e Provide technical guidance to the Executive Secretary in project develop-
ment and implementation to ensure outcomes are relevant, and in line with
SADC objectives.

The consultant will assist in the coordination of the Office of the Executive
Secretary

e Coordinate input from the Office of the Executive Secretary on the Sec-
retariat’s strategy and provide input to update the strategic plan in ac-
cordance with latest developments.

e Prepare and manage the implementation of Annual Operational Plan
and budget for the Office of the Executive Secretary.
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Keep track of Council/Summit directives concerning the Office of the
Executive Secretary and propose recommendations and implementa-
tion matrix or plan accordingly on the required actions.

Liaise, coordinate, analyse and integrate substantive input from the var-
ious Directorates and Units, into briefs and analytical papers prepared
for the ES engagements (internal and external stakeholders).

Prepare talking notes, statements, speeches, media releases and other
technical documents in coordination with Directorates and Units where
and when required and liaise with Head Communications and Public
Relations for assistance and review.

Prepare briefs and reports on specific issues to support the ES during
meetings and missions and prepare Mission Reports with action matri-
ces thereof.

5.0 LOGISTICS AND TIMING

5.1 Location

SADC Secretariat Headquarters, Gaborone

5.2 Start Date and Period of Implementation

Two weeks after Contract signing, Period of implementation will be 12 Months

6. REQUIREMENTS

6.1 Staff

6.1.1 Expert

Qualifications and Skills

e At least a Master’'s Degree in Management, Political Science, International
Relations, Economics, Communications or related field from a recognised
institution.

e Proficiency in the use of computers and computer software relevant to the
position.

e Proficiency in one of the SADC official working languages (English, Portu-

guese, French). Knowledge of more than one working language would be
an added advantage.

6.1.2 Specific professional experience required

e 10 years’ experience in project management resource and mobilisation
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6.1.3.

Customer focused and able to guide the design and implementation of multi-
sectoral and sectoral programmes and projects at different scales
Experience in collaboration with international cooperating partners
Development of plans and budget

Provide expert advice in Regional Integration agenda

Experience in draft strategic documents including courtesy call briefing
notes, and concept notes.

General Professional Experience:

At least 7 years’ work experience in policy or strategy formulation and/or
advisory role, preferably in a public or regional organisation or international
organisation

Evidence of working with external stakeholders in the SADC region
Reference letter from at least 3 referees

Evidence of work with multiple stakeholders across a wide range of disci-
plines.

Knowledge and understanding of regional, continental, global and multilat-
eral affairs.

Strategic exposure at Senior management level, providing technical
Advice to Executives.

Provision of technical advice to the executive.

Policy research, development and implementation.

A broader understanding of the core business of the SADC Secretariat,
global, continental and regional context.

6.1.4 SUPPORT STAFF AND BACKSTOPPING

N/A

6.2 Office Accommodation

The SADC Secretariat will provide Office Accommodation.

6.3 Facilities to be provided
The Secretariat will ensure that the consultant will be supported and equipped for
optimal performance of duties assigned. A laptop will be provided to carry out work

6.4 Equipment

SADC Secretariat will provide working equipment to the Technical Advisor,
including a laptop.

6.5 Reimbursable Expenditure

N/A

6.6 Expenditure verification
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N/A

6.7 DURATION OF THE ASSIGNMENT

The consultancy is expected to run for a period of 12 months from the date of
commencement of duties.

7. REPORTS
7.1 Reporting Requirement

The Technical Advisor will provide monthly report on activities undertaken to the
Executive Secretary.

7.2 Payment Schedule
Payment will be made monthly basis upon submission and approval of reports and
invoices.

7.3 Submission and Approval of Reports

Copies of reports referred above will be submitted to the Executive Secretary and
the report must be written in English. The ES will be responsible for approving the
reports.

The Consultant will report directly to the Executive Secretary.

8. MONITORING AND EVALUATION

8.1 Definition of Indicators

Monitoring will be based on submitted monthly reports in relation to outputs as
detailed in the Terms of Reference

8.2 Special Requirements
Not Applicable
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ANNEX 2: Expression of Interest Forms.

A.COVER LETTER FOR THE EXPESSION OF INTEREST FOR THE PROJECT
.. 19

B.CURRICULUM VITAE ..ot 19
C.FINANCIAL PROPOSAL
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COVER LETTER FOR THE EXPRESSION OF INTEREST FOR THE PROJECT
INDIVIDUAL CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO THE EXECUTIVE
SECRETARY

REFERENCE NUMBER: SADC/3/5/2/448
[Location, Date]

To:  SADC Secretariat

Dear Sirs:

I, the undersigned, offer to provide the consulting services for the INDIVIDUAL
CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO THE EXECUTIVE SECRETARY,
in accordance with your Request for Expression of Interests number SADC/3/5/2/448, dated
29 May 2026 for the sum of USD .................. [, dollars?]. This amount is 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.

| hereby declare that all the information and statements made in my CV are true and accept
that any misinterpretation contained in it may lead to my disqualification.

| 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 procedure 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 | am not in any of the situations described above, and | hereby declare that at
any point in time, at the SADC Secretariat’'s request, | will provide certified copies of
documents to prove so.
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| 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 Paragraph 9(iii) of this Request
for Expression of Interest.

| undertake, if my Proposal is accepted, to initiate the consulting services related to the
assignment not later than the date indicated in Paragraph 6 of the Request for Expression
of Interest, and to be available for the entire duration of the contract as specified in the Terms
of Reference.

| 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 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. Physical address: [insert the physical address]
6. Postal address
7. Phone: [Insert Postal Address]
8. E-mail: [insert the phone and mobile no.]
[Insert E-mail address(es)
9. Education:
Institution: Degree(s) or Diploma(s) obtained:

[Date from — Date to]

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

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

10. 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.]

11. Membership of professional [indicate the name of the professional body]

bodies:
12. Other skills: [insert the skills]
13. Present position: [insert the name]
14. Years of experience: [insert the no]

15. Key qualifications: (Relevant to the assignment)
[insert the key qualifications]

16. 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]
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17. Professional experience:

Location | Company&
Date
f of the | reference - .
rom - . Position Description
Date to assignm | person (name &
ent contact details)
Name of the Name of the Assignment:
Company: lindicate Beneficiary of the Assignment:
Address of the the exact Brief description of the Assignment:
[indicate | [indicate |company: name and Responsibilities:
the the Phone: title and if it
month country Fax: was a short
and the|and the | Email: term or a
year] city] Name and title of lona  term
the reference os%tion]
person from the P
company:
Name of the Name of the Assignment:
Company: lindicate Beneficiary of the Assignment:
Address of the the exact Brief description of the Assignment:
[indicate | [indicate |company: name and
the the Phone: title and if it Responsibilities:
month country Fax: was a short
and the|and the | Email:
) . term or a
year] city] Name and title of lona  term
the reference os%tion]
person from the P
company:
[indicate | [indicate | Name of the | [indicate Name of the Assignment:
the the Company: the exact | Beneficiary of the Assignment:
month country Address of the | name and | Brief description of the Assignment:
and the|and the|company: title and if it | Responsibilities:
year] city] Phone: was a short
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D Location | Company&
ate
from - e . iz | FEErEnEE Position Description
p
Date to | 25Signm | person (name&
ent contact details)
Fax: term or a
Email: long term
Name and title of | position]
the reference
person from the
company:
Name of the Name of the Assignment:
Company: lindicate Beneficiary of the Assignment:
Address of the the exact Brief description of the Assignment:
[indicate | [indicate |company: name and Responsibilities:
the the Phone: title and if it
month country Fax: was a short
and the|and the | Email: term or a
year] city] Name and title of lona  term
the reference 9
person from the position]
company:
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18. Other relevant information: (e.g. Publications)
[insert the details]
19. Statement:

I, the undersigned, certify that to the best of my knowledge and belief, this CV
correctly describes myself, my qualifications, and my experience. | understand that
any wilful misstatement described herein may lead to my disqualification or
dismissal, if engaged.

| hereby declare that at any point in time, at the SADC Secretariat’s request, | will
provide certified copies of all documents to prove that | have the qualifications and
the professional experience as indicated in points 9 and 17 above?!, documents
which are attached to this CV as photocopies.

By signing this statement, | also authorize 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:

ATTACHMENTS: 1) Proof of qualifications indicated at point 9
2) Proof of working experience indicated at point 17

! 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/ Contract signed with them.
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C. FINANCIAL PROPOSAL

INDIVIDUAL CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO THE
EXECUTIVE SECRETARY -REFERENCE NUMBER: SADC/3/5/2/448

TOTAL FINANCIAL OFFER (All-inclusive lump sum)

Signature [In full and initials]:

Name and Title of Signatory:
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ANNEX 3: STANDARD CONTRACT FOR INDIVIDUAL CONSULTANTS

STANDARD TERMS OF CONTRACT
(Individual Consultant)

INDIVIDUAL CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO THE
EXECUTIVE SECRETARY -REFERENCE NUMBER: SADC/3/5/2/448.

This Contract (“Contract”) is made, between

The SADC Secretariat, having its principal place of business at the SADC
Headquarters, Plot No. 54385, Central Business District, Private Bag 0095,
Gaborone, Botswana (hereinafter referred to as the “Procuring Entity”),

and, on the other hand,

WHEREAS, the Procuring Entity wishes to have the Individual Consultant to provide
Technical Advice to the Executive Secretary.

AND WHEREAS the Individual Consultant represents and affirms that he possesses
the requisite experience, qualifications, capability and skill to perform the said
Services and is willing to perform these Services;

NOW THEREFORE THE PARTIES hereby agree as follows:

1. Definitions
For the purpose of this contract the following definitions shall be used:

1.1 Contract means the agreement covered by these terms including the Annexes
and documents incorporated and/or referred to therein, and attachments thereto.

1.2 Contract Value means the total price of the Financial Proposal included in the
Individual Consultant’s quotation dated (.....) for the assignment “INDIVIDUAL
CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO THE EXECUTIVE
SECRETARY” - Reference Number: SADC/3/5/2/448”and reflected as such in
Annex 2 of this Contract.

1.3 Data Subject means a natural person (i.e., an individual) who can be identified,
directly or indirectly, by reference to Personal Data.

1.4 Individual Consultant means ..., the individual to whom the Procuring Entity has
awarded this contract following the Request for Expression of Interest for

Page 23 of 35



1.5

1.6

1.7

1.8

3.1

INDIVIDUAL CONSULTANCY TO PROVIDE TECHNICAL ADVICE TO THE
EXECUTIVE SECRETARY: SADC/3/5/2/448"

Personal Data means any information relating to an identified or identifiable
living natural person. This may include an identifier such as a name or audio-
visual materials, an identification number, location data or an online identifier; it
may also mean information that is linked specifically to the physical,
physiological, genetic, mental, economic, cultural, or social identity of a Data
Subject. The term also includes data identifying or capable of identifying human
remains.

Procuring Entity means the legal entity, namely the SADC Secretariat who
procures the Services described in Annex 1 to this Contract.

Project Director means the Procuring Entity’s authorised representative who
may exercise authority attributable to her in this Contract and her details are as
follows:

Ms. Nonhlanhla Nkambule

Senior Officer — Recruitment, Renumeration and Relations

Directorate of Human Resources and Administration

Southern African Development Community (SADC)

Plot 54385 New CBD

Private Bag 0095 Gaborone,

BOTSWANA

Tel: +267 364 1963

nnkambule@sadc.int

Services means the Services to be performed by the Individual Consultant in this
Contract.

THE SERVICES

The Individual Consultant shall undertake the performance of the Services in
accordance with the provisions of the Annex 1 of this Contract and shall, in the
performance of the Services, exercise all the reasonable skill, care and diligence
to be expected of an Individual Consultant carrying out such services.

EFFECTIVE DATE AND DURATION

This Contract shall enter into force on the date of its last signature by either of the
Parties and shall be valid for a period of Twelve (12) months.

3.2 The Services shall be implemented for a period of Twelve (12) months from the

effective date of the Contract.
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3.3 Notwithstanding anything to the contrary in the provisions of this Contract, all
activities under this Contract must be completed within the stipulated contract
duration.

4. PAYMENT

4.1 The Individual Consultant shall be paid for the Services at the rates and upon the
terms set out in Annex 2 to this Contract.

4.2 Payment shall be made to the Individual Consultant in US dollars unless otherwise
provided for under this Contract.

4.3Unless otherwise provided in this Contract, invoices shall be delivered to and
made out to the Procuring Entity and shall be paid within 30 days of receipt by the
Project Director, subject to the Individual Consultant having complied with his/her
obligations hereunder in full as stated in the Annex 1 and 2 to this Contract.

4.4 The Procuring Entity reserves the right to delay and/or withhold, fully or partially,
payments that have not been supported by full and appropriate supporting
evidence that the Services provided were delivered and accepted by the Procuring
Entity.

5. STATUS OF THE INDIVIDUAL CONSULTANT

5.1 Nothing contained herein shall be construed as establishing or creating a
relationship of master and servant or principal and agent or employer and
employee or a partnership or a joint venture as between the Parties, it being
agreed that the position of the Individual Consultant under this Contract is that of
an independent contractor.

5.2The Individual Consultant shall be responsible for paying any tax and social
security contributions in his/her country of residence, for any activity deriving from
this Contract. Such costs shall be assumed included in the Individual Consultant’s
fees.

6. SUPERVISION OF THE SERVICES

The Individual Consultant undertakes to deliver the Services in compliance with a
system of quality assurance acceptable to the Procuring Entity which shall include
any steps to comply with the standards operated by the Procuring Entity. The
Individual Consultant shall be informed of the specific requirements in relation to
this, and at the request of the Procuring Entity he shall allow access to information,
records and other materials during normal office working hours as the Procuring
Entity may require in order to confirm that the work in progress is in accordance
with these quality procedures.

7. COMPLIANCE WITH THIS CONTRACT
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The Procuring Entity shall be entitled to seek confirmation from the Individual
Consultant, at any time during the delivery of this Contract, and for a period of 1
year after its completion, that the Individual Consultant has complied with the
terms of this Contract. The Procuring Entity may also request the provision of
reasonable documentary evidence to support this.

8. ASSIGNMENT AND SUBCONTRACTING

8.1 The Individual Consultant shall under no circumstances sub-contract, assign or
transfer the Contract or any part share or interest in it. Where the Individual
Consultant considers it necessary to use the services of a third party, he shall
inform the Procuring Entity’s Project Director in writing, and only once written
approval is provided can the Consultant proceed to use a third party.

8.2 When the Project Director agrees that the activities under the Contract may be
performed by a third party, the third party involved in the delivery of Services in
this Contract, will be under the direct control of the Individual Consultant. The
Procuring Entity shall not be responsible for the third party’s performance of
duties or Services assigned to it, and neither for ensuring that conditions of
employment are met nor for any other employment obligations relating to that
person including, but not restricted to, taxation and insurance including
professional indemnity insurance, employer’s liability insurance and public liability
insurance.

9. BREACH OF THE TERMS

In the event of a breach of any terms of the Contract, a Party may serve a notice
on the Party alleged to be in breach requiring the breach to be remedied within a
period specified in the notice, not being longer than 30 days. If the breach has
not been remedied before the expiry of the specified period, the Party not in
breach may then terminate the Contract in writing and may take appropriate steps
to remedy the breach.

10. LIABILITY OF THE INDIVIDUAL CONSULTANT

10.1 The Procuring Entity shall rely on the Individual Consultant’s skills, expertise
and experience in relation to the performance of the Services in accordance
with this Contract and upon the accuracy of all representations and statements
made and the advice given in connection with the provision of the Services.

10.2 Inview of the reliance by the Procuring Entity set out in Clause 11.1 above, the
Individual Consultant agrees to indemnify at its own expense, protect and de-
fend the Procuring Entity, its agents and employees, from and against all
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10.3

10.4

11

111

11.2

actions, claims, losses or damages arising out of the Individual Consultant's
performance of this Contract provided that:

(a) the Individual Consultant is notified of such actions, claims, losses or
damages not later than thirty (30) Days after the Procuring Entity be-
comes aware of them;

(b) the ceiling on the Individual Consultant's liability to the Procuring Entity
shall be limited to an amount equal to the Contract Value but such ceiling
shall not apply to any losses or damages caused to third parties by the
Individual Consultant's willful misconduct; and

(c) the Individual Consultant's liability shall be limited to actions, claims,
losses or damages directly caused by such failure to perform its obliga-
tions under this Contract and shall not include liability arising from unfore-
seeable occurrences incidental or indirectly consequential to such failure.

At his own expense, the Individual Consultant shall, upon the request of the
Procuring Entity, remedy any defect in the performance of the Services in the
event of the Individual Consultant's failure to perform its obligations under the
Contract.

The Individual Consultant shall have no liability whatsoever for actions,
claims, losses or damages occasioned by the Procuring Entity omitting to act
on any recommendation or overriding any act or decision of the Individual
Consultant, or requiring the Individual Consultant to implement a decision or
recommendation with which the Individual Consultant disagrees or on which
he expresses a serious reservation.

INSURANCE

The Individual Consultant shall ensure that full and appropriate professional

indemnity insurance and third-party liability insurance is in place for Services
provided under this Contract.

Where national requirements or practices provide for different regulations or
practices concerning insurance, the Individual Consultant may provide written
confirmation of all insurances held and a signed declaration that these are in
line with regulations or practices in their country of operation. In the event
such confirmation of the existing insurances has been provided by the Indi-
vidual Consultant, and written confirmation of its acceptance has been pro-
vided to the Individual Consultant by the Procuring Entity, the obligation to
meet the requirements of Clause 12.1 above of this Contract shall no longer
be applicable.
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11.3

11.4

12
12.1

12.2

12.3

All insurances effected by the Individual Consultant shall be effected with an
insurer of good repute and the Individual Consultant agrees to maintain such
insurances for a period of one (1) year from the completion of the Services
under this Contract so long as such insurance continues to be available upon
reasonable terms at reasonable commercial rates.

The provisions of this Clause shall remain in full force and effect notwithstand-
ing the completion of the performance of the Services hereunder and the sat-
isfaction of all other provisions of this Contract.

COPYRIGHT

Unless otherwise specified in the Contract, the title of the copyright and any
other intellectual property rights arising out of the performance of this Contract
shall be vested in the Procuring Entity which shall have the unfettered right to
assign and grant sub-licences in respect of the same. Except as permitted by
the terms of this Contract, the said materials shall not be reproduced or
disseminated without proper consultation with, and written permission from,
the Procuring Entity. This provision shall apply to the title to rights arising from
the performance under this Contract but shall not apply to the internal systems
or rights in relation to the Individual Consultant’'s own systems not created
specifically for this purpose and where the same are an important part of the
Services. The Individual Consultant shall grant a free and irrevocable licence
to the Procuring Entity and its assigns for the use of the same in that
connection.

The Individual Consultant warrants that it is free of any duties or obligations to
third parties which may conflict with this Contract and, without prejudice to the
generality of clause 12.1 above, agrees to indemnify the Procuring Entity
against any and all actions, costs damages, direct, indirect or consequential,
and other expenses of any nature whatsoever which the Procuring Entity may
incur or suffer as a result of the breach by the Individual Consultant of this
warranty.

The Individual Consultant warrants that it is free of any duties or obligations to
third parties which may conflict with this Contract and, without prejudice to the
generality of clause 12.1 above, agrees to indemnify the Procuring Entity
against any and all actions, costs damages, direct, indirect or consequential,
and other expenses of any nature whatsoever which the Procuring Entity may
incur or suffer as a result of the breach by the Individual Consultant of this
warranty.

13 LIABILITY FOR PERSONAL DATA BREACH

13.1

The Individual Consultant shall indemnify or hold harmless, the Procuring
Entity, from and against all loss, costs, harm, claims, fines, group actions,
liabilities, damages, expenses (including legal fees) suffered or incurred by the
Procuring Entity or for which the Procuring Entity may become liable due to
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any failure by the Individual Consultant to lawfully process Personal Data under
the Contract.

13.2 The aggregate liability of the Contractor in respect of the indemnity set out in
Paragraph 13.1 above shall in no event exceed the total Contract Price.

13.3 The Contractor shall adhere to data protection requirements as set in this
Contract.

13.3.1 Processing of Personal Data

13.1.1.1

13.1.1.2

13.3.2

References to the term Personal Data shall only apply to Personal Data
processed in the course of the performance of the obligations imposed on
the Individual Consultant pursuant to or under the Contract.

The Individual Consultant shall:

(a) process Personal Data provided by the Procuring Entity for fulfilling
specific obligations and instructions from the Procuring Entity as set out
in the Contract.

(b) comply with all Applicable Data Protection Laws when Processing
Personal Data.

(c) not utilize Personal Data transferred to it by the Contracting Authority
for any other purpose than provided in the Contract; and

(d) keep the Personal Data confidential and not disclose it to third parties
or in any other way use the Personal Data in contravention of the
provisions of the Contract; and ensure that any of its personnel, agent,
or sub-contractor who may have access to the Personal Data, commit
themselves to confidentiality of the Personal Data processed under the
Contract unless they are under an appropriate statutory obligation of
confidentiality.

Data Subject Rights

The Individual Consultant shall assist the Procuring Entity by implementing
appropriate technical and organisational measures for the fulfilment of the
Procuring Entity’s obligations to respond to requests by Data Subjects in
respect of Personal Data.

The Contractor shall:

(a) promptly notify the Procuring Entity if it receives a request from a Data
Subject in respect of the Personal Data;

Page 29 of 35



(b) ensure that it does not respond to any request except on the
documented instructions of the Procuring Entity.

(c) promptly notify the Procuring Entity if it receives any communication
from any Supervisory or Regulatory Authority in connection with the
Personal Data; and

(d) promptly notify the Contracting Authority if it receives a request from
any third party for disclosure of Personal Data where compliance with
such request is required or purported to be required by law.

13.3.3 Transfer of Personal Data

1. The Individual Consultant shall not transfer or authorize the transfer of
Personal Data outside the country of the Procuring Entity without prior
written authorisation of the Procuring Entity.

2. Subject to Clause 13.3.3.1 above, Personal Data may only be transferred
to a jurisdiction or international organisation that ensures adequate level
of protection. If Personal Data processed under the Contract is transferred
outside of the country of the Procuring Entity, the Individual Consultant as
Data Processor shall ensure that there are appropriate safeguards to
protect the Personal Data.

3. The Individual Consultant shall ensure the following before transferring
Personal Data:

(a) the party receiving the Personal Data will apply a protection level
equivalent to or higher than the measures set out in the Applicable Data
Protection Laws; the party receiving the Personal Data has appropriate
safeguards if the third country does not provide adequate level of
protection; processing of Personal Data by the party receiving it is
restricted to the purpose authorised by the Procuring Entity;

(b) and the transfer of Personal Data is compatible with the reasonable
expectations of the Data Subject.

13.3.4 Information Security

13.3.4.1The Procuring Entity must implement all appropriate technical and
organisational measures necessary to ensure a level of security as required
under the SADC Protection of Personal Data Policy and Applicable Law.

13.3.4.2 The Individual Consultant undertakes to inform the Contracting Authority of

the technical and organisational measures it will implement to protect the
Personal Data processed on behalf of the Procuring Entity.
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13.3.4.3

13.3.5

13.3.5.1

13.3.5.2

13.3.5.3

13.3.6

13.3.6.1

13.3.6.2

13.3.7

13.3.8

The Individual Consultant must inform the Contracting Authority of any
changes that could affect the protection of Personal Data before
implementing such changes.

Personal Data Breach

The Individual Consultant must immediately notify the Procuring Entity of any
security compromise or data breach which involves Personal Data.

The Personal Data breach notification from the Individual Consultant must
provide sufficient information to allow the Procuring Entity to meet any
obligations or to report or inform the affected Data Subjects.

The notification must provide the following information: a description of the
nature of the data breach; a list of Data Subjects affected; and the security
measures implemented or to be implemented to address the data breach.
The Individual Consultant shall cooperate with the Procuring Entity and take
reasonable steps as directed by the Procuring Entity to assist the
investigation, mitigation, and remediation of such Personal Data breach.

Records

The Individual Consultant shall maintain complete, accurate and up-to-date
written records of all Data Processing carried out under or in connection with
the Contract.

The records maintained by the Individual Consultant shall contain the
following information: the name and contact details of the Procuring Entity’s
representative or the Data Protection Officer, if any; the categories of Data
Processing carried out on behalf of the Procuring Entity; where applicable,
details of any transfers of Personal Data, including the identity of the recipient
of such transferred Personal Data and the countries to which such Personal
Data is transferred together with details of the appropriate safeguards put in
place; and a general description of the security measures implemented by
the Individual Consultant.

Sub-Processing

The Individual Consultant shall ensure that any Sub-Contractors processing
Personal Data shall do so lawfully and in line with this Clause, where
applicable.

Deletion or Return of Personal Data

13.3.8.1 Upon the expiration of the Contract, or termination of the Contract, the

Individual Consultant shall immediately cease processing Personal Data
under its possession or control.
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13.3.8.2 Within 10 (ten) days following the date of expiration or termination of the

Contract, the Individual Consultant shall, at the written direction of the
Procuring Entity, securely return or delete Personal Data including any
copies of it.

13.3.8.3 The Individual Consultant shall provide the Procuring Entity with written

certification that it has fully complied with the provisions of this Clause.

13.3.8.4 If the Individual Consultant is required by law to retain the Personal Data,

14

14.1

14.2

14.3

14.4

14.5

15

the Individual Consultant shall advise the Procuring Entity accordingly.

SUSPENSION OR TERMINATION

In response to any factors out of the control of Procuring Entity and/or to
breaches of contract by the Consultant, the Procuring Entity may at any time,
by giving 30 days’ notice in writing, terminate in whole or in part or suspend
the Individual Consultant’s performance of the Services. In such event, the
Individual Consultant shall be entitled to payment pursuant to sub-clause 14.4
below. If such suspension continues for a period in excess of twelve months,
then either party may terminate this contract forthwith by written notice to the
other.

The Individual Consultant may also terminate the contract unilaterally, without
providing any reasons for such decision, if (s) he gives 30 days’ prior written
notice to the Project Director.

In the event of early termination of the Contract under sub-clauses 14.1, 14.2
and 14.3 of this clause, the Individual Consultant shall be entitled to a fair and
reasonable proportion of the fees payable for that part of the Services carried
out up to the date of such termination or suspension but this shall not include
any loss of profit or contracts or any other expenses, losses or claims arising
out of such termination or suspension or consequential thereupon.

Either Party may terminate this Contract, by giving not less than 30 days’
written notice to the other Party, if, as a result of Force Majeure, either Party is
unable to perform a material portion of its obligation for a period exceeding 30
days.

Termination shall be without prejudice to the Procuring Entity’s obligation to
pay for the work satisfactorily completed, or all reasonable expenses incurred,
by the Individual Consultant under this Contract prior to such termination.

NO WAIVER

No forbearance shown or granted to the Individual Consultant, unless in writing
by an authorised officer of the Procuring Entity, shall in any way affect or
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18.1

18.2

18.3

18.4

18.5

18.6

18.7
18.8

19.

prejudice the rights of the Procuring Entity or be taken as a waiver of any of
these terms.

VARIATIONS

Any variation to these terms or the provisions of the Annexes shall be subject
to a written addendum and be signed by duly authorised signatories on behalf
of the Individual Consultant and the Procuring Entity respectively.

GOVERNING LAW

This Contract shall be governed by and shall be construed in accordance with
Botswana laws.

SETTLEMENT OF DISPUTES

The Parties shall use all their best efforts to settle all disputes arising out of, or
in connection with, this Contract or its interpretation amicably.

In the event that, through negotiation, the Parties fail to solve a dispute arising
from the conclusion, interpretation, implementation or termination of this
Agreement, the Parties shall settle the dispute by arbitration.

The arbitral tribunal shall consist of three arbitrators. Each Party to the dispute
shall appoint one arbitrator. The two arbitrators so appointed shall appoint the
third arbitrator, who shall be the Chairperson. If within fifteen (15) days of
receipt of the request for arbitration either Party has not appointed an
arbitrator, or within seven (7) days of the appointment of the arbitrators the
third arbitrator has not been appointed, either Party may request an appointing
authority agreed by the Parties to appoint an arbitrator.

If no appointing authority has been agreed upon by the Parties, or if the
appointing authority agreed upon refuses to act or fails to appoint the arbitrator
within thirty (30) days of the receipt of a Party’s request therefor, either Party
may request the Chairperson of the Law Society of Botswana, to appoint the
third arbitrator.

The appointing authority shall, at the request of one of the Parties, appoint the
sole arbitrator as promptly as possible.

The procedure of arbitration shall be fixed by the arbitral tribunal, which shall
have full power to settle all questions of procedure in any case of disagreement
with respect thereto.

The decisions of the arbitral tribunal shall be final and binding upon the Parties.

The arbitration shall take place in Botswana and substantive law of Botswana
shall apply.

PRIVILEGES AND IMMUNITIES
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Nothing in or relating to this Contract shall be deemed as a waiver, express or
implied, of any of the privileges and immunities of SADC Secretariat.

20. ENTIRE AGREEMENT

This Contract and any annexes hereto shall constitute the entire agreement
between the Parties and supersedes all prior agreements, understandings,
negotiations, and discussions, whether oral or written. There are no conditions,
understandings, or other agreements, oral or written, express, implied or
collateral between the Parties in connection with the subject matter of this
Contract except as specifically set forth in this Contract and any attachments
hereto.

The following Annexes are integral part of this Contract:

Annex 1: Terms of Reference
Annex 2: Standard Expression of Interest Forms

Signed in the English language by:

For the Procuring Entity For the Individual Consultant
Name Name

Position

Place Gaborone Place

Date Date

Signature Signature

Annex 2: Standard Expression of Interest Forms

3. For Services rendered pursuant to Annex 1, the Procuring Entity shall pay the
Individual Consultant an amount not to exceed the ceiling of US Dollars [insert
amount], which shall be considered the contract value. This amount has been
established based on the understanding that it includes all of the Consultant’s costs
and profits as well as any tax obligation that may be imposed on the Individual
Consultant in his/her country of residence.

4. The breakdown of prices is:
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TOTAL FINANCIAL OFFER (All-inclusive lump sum)

5.  The payment shall be made in accordance with the following schedule:

* The Individual Consultanat shall be paid monthly upon submission and
approval of the Monthly Progress Report and invoice

4. Payment Conditions: Payment shall be made in US Dollars not later than 30 days
following submission of original invoice by the Individual Consultant, in duplicate,
accompanied by the requested supporting documents. All payments under the
contract shall be made by bank transfer into the bank account indicated by the
Individual Consultant in her/his invoices.
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