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SERVICE CONTRACT FOR EUROPEAN UNION EXTERNAL ACTIONS
N° CIG 849278865D
FINANCED BY
AID 11758 “CLUSTER FUND FOR TECHNICAL ASSISTANCE - MYANMAR”
CAP 2171 —BUDGET YEAR 2021 “FUNZIONAMENTO”

ATD 11121 “COORDINATION AND PROJECTS IMPLEMENTATION FUND - VIETNAM”

Italian Agency for Development Cooperation — AICS Yangon
41-27, Inya Myaing, Shwe Taung Gone, Bahan Township, Yangon
Tel: +95 1 7538730, +95 1 7538732,

(“the contracting autharity”),

of the one part,
and

Wincom Workforce Solutions Co. Ltd

Main registration no. 102426169

No. 43/44, MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar
VAT number A KHA/740(2020-2021),

(‘the contractor’)
of the other part,

have agreed as follows:

CONTRACT TITLE

Service of outsourcing of staff for AICS Yangon (Yangon and Hanoi Office)
in Myanmar and in Vietnam

Identification number CIG 849278865D

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
WWW. yangon, aics.gov.it
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Subject

1.1  The subject of this contract is Service of outsourcing of staff for AICS Yangon (Yangon and
Hanoi Office) done in Myanmar and in Vietnam with identification number CIG 849278865D
(‘the services®).

1.2 The contractor shall execute the tasks assigned to him in accordance with the terms of
reference annexed to the contract (Annex IT)

Contract value

This contract, established in Euro is a global price contract. The contract value is Euro 105.757,00
Myanmar (AID 11758): Euro 19.494,00.
Myanmar (CAP 2171): Euro 23.258,00.
Vietnam (AID 11121): Euro 63.005,00.

In case of significant changes on the expected work load as specified in point 4.2 of the Terms of
Reference (Annex II) the parties can agree on a revision of the total contract, given that the revision
of thc amount cannot be higher than the 10% of the initial value as specified in point 2.11.1 letter ¢)
of the Procurement and Grants or European Union external actions - Practical Guide. In any case the
final value of the contract cannot be above Euro 125.000,00.

Order of precedence of contract documents

The following documents shall be deemed to form and be read and construed as part of this contract,
in the following order of precedence:

— the contract agreement;

— the special conditions

— the general conditions (Annex I);

— the terms of reference [including clarification before the deadline for submitting tenders and
minutes of the information meeting/site visit] (Annex 1T)

— the organisation and methodology (including clarification from the tenderer provided during
tender evaluation) (Annex TIT);

—~ Budget (Annex IV);
— specified forms and other relevant documents (Annex VI));

The various documents making up the contract shall be deemed to be mutually explanatory;
in cases of ambiguity or diver-gence, they shall prevail in the order in which they appear above.
Addenda shall have the order of precedence of the document they are amending.

Language of the contract

MYANMAR — YANGON OFFICE
41-27 inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. {+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
WWW, yangon.alcs. gov. it
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The language of the contract and of all written communications between the contractor and the
contracting authority and/or the project manager shall be English or Italian.

(5) Other specific conditions applying to the contract

For the purpose of Article 42 of the: general conditions, the controller for the processing of personal data is
the Head of Office — AICS Yangon.

As per Decree (Determina a contrarre) n. AICS.Int.0012286.28-10-2020, Mr. Walter Zucconi is the

appointed RUP (Procurement Proce dure Supervisor), in accordance with the Italian Decreto Ministero degli
Affari Esteri e della Cooperazione Internazionale n. 192/2017.

Done in English in three originals, two originals for AICS Yangon, and one original for the contractor.

For the contractor For the contracting authority
Name:Mr. Name: Walter Zucconi
Kshitij
Chaudhary
Title: Director Title: Head of Office —
AICS Yangon
Signature: Signature: T ‘.-..-y,;. 2o
Date: 24.12. 2020 Date: 23122020 ' * . %
[ ::,' | . ‘g
o ” : f'
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\& X .
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SPECIAL CONDITIONS

These conditions amplify and supplement the general conditions governing the contract. Unless the special
conditions provide otherwise, the general conditions remain fully applicable. The numbering of the Articles
of the special conditions is not consecutive but follows the numbcring of the general conditions.
Exceptionally, and with the approwal of the competent European Commission departments, other clauses
can be indicated to cover particular: situations.

Article 2 Communications

2.1  Any official communicationn by the Contractor to the Contracting Authority must be written in
English or Italian and must be addressed to AICS Yangon through PEC at the following email
address: segreleria. yangon(al aics.gov.il or delivered to the following address: Ttalian Agency for
Development Cooperation — AICS Yangon 41-27, Inya Myaing, Shwe Taung Gone, Bahan
Township, Yangon. Any official communication by the Contracting Authority to the Contractor must
be written in English or Italian and must be addressed to WINCOM WORKFORCE SOLUTIONS
CO. LTD, No.43/44, MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar or to
ke@wincomsolutions.com

Article 7 General obligations

7.8 The Contractor is committed to work with the Contracting Authority, through regular contacs, to
ensure full visibility of AICS and the Government of Italy with the Central and Local Institutions, as
well as with International Agercies and fhe Donors tommimity.

Article 19 Implementation of the tasks and delays

19.1 The start date for implementation shall be the date of signature of the contract by both parties
19.2 The period for implementing the tasks is 15 months from the start date.

Article 28 Expenditure verification

28.2 The expenditure verification(s) referred to in the general conditions shall be carried out by AICS
Yangon Administrative Office.

MYANMAR ~YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
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Article 29 Payment and interest on late payment
29.1 Payments shall be made in accordance with the following the option:

Option 2: Global Price Contract

. Descriptian Total price (lump sum) [Euro]

AID 11758 - MYANMAR 19.494,00

- N. 1 Junior Finance and Logistics Assistant:

- N. 1 Junior Executive Assistant TOTAL AMOUNT OF THE
ECONOMIC OFFER
ANNEX V.A
Maximum value: EUR 28.000
CAP 2171 - MYANMAR
- N. 1 Cleaner — Supervisor el
- N.1 Cleaner
- N.3 Majntenance worker TOTAL A_MOWT OF THE
ECONOMIC OFFER
ANNEX V.B
Maximum value: EUR 27.000
AID 11121 — VIETNAM 63.005,00
- N. 1 - Govermament Liaison Officer
- N. 1- Driver Logistician TOTAL AMOUNT OF THE
- N. 1- Administrative-Accounting Assistant: ** ECONOMIC OFFER
ANNEXV.C
Maximum value: EUR 70.000

e 10% on the total value of the contract pre-financing is foreseen at signature of the contract,
upon submission of pre-financing guarantee by the Contractor.

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
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e The actual amounts payable after the pre-financing payment will vary. They will be based
on the contractor’s invoice.
The actual amounts payable shall be based on the contractor’s invoice accompanied by
relevant documents showing the gross cost and detailing the net salary paid to the outsourced
staff, taxes, insurances, medical checkup and the relevant management fee. An invoice shall
be done each month for each initiave (AID 11758, CAP 2171, AID 11121). Each invoice
shall be dated, stamped and signed by the Service Provider and expressed in Euro currency
only. Relevant evidences of payments (net salary bank transfers to the outsourced staff, taxes
and social insurance payment etc.) related to the submitted invoice must be attached.

~7,
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Submitted invoices are subject to approval of the reports in accordance with Article 27 of
the general conditions.

s 10% on the total value of the contract pre-financing will be deducted from the last due
payment(s).

29.3 By derogation from Article 29.3 of the general conditions, once the deadline set in Article 29.1 has
expired, the contractor shall, upon demand, be entitled to late-payment interest at the rate and for the
period mentioned in the general conditions. The demand must be submitted within two months of
receiving late payment

29.5 Payments shall be made in Euro in accordance with Articles 20.6 and 29.4 of the general conditions
into the bank account notified by the contractor to the contracting authority.

Article 30 Financial guarantee

30.1 Article 30 af general conditions shall be applied. 10% of the total value of the contract pre-financing
guarantee is required at the signature of the contract. Pre-financing guarantee shall be valid until the
end of the contract.

Article 40 Settlement of disputes

40.4 Any disputes arising out of or relating to this contract which cannot be scttled amicably shall be
referred to the exclusive jurisdiction of the courts of Rome, Italy, in accordance with the Italian
national legislation.

Article 42 Data Protection

1. Processing of personal data rclated to the implementation of the contract by the contracting authority
takes place in accordance with the national legislation of the state of the contracting authority and with the
provisions of the respective financing agreement

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. {+95,1) 753873Q, 7538732
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GENERAL CONDITIONS FOR SERVICE CONTRACTS FOR

ANNEX I:

EXTERNAL ACTIONS FINANCED BY THE EUROPEAN UNION OR BY THE

ARTICLE 1.

ARTICLE 2.

ARTICLE 3.

ARTICLE 4.

ARTICLE 5.

ARTICLE 6.

ARTICLE 7.

ARTICLE 8.

ARTICLE 9.

ARTICLE 10.
ARTICLE 11.
ARTICLE 12.
ARTICLE 13.
ARTICLE 14.
ARTICLE 15.
ARTICLE 16.
ARTICLE 17.
ARTICLE 18.
ARTICLE 19.
ARTICLE 20.
ARTICLE 21.
ARTICLE 22.
ARTICLE 23.
ARTICLE 24.
ARTICLE 25.
ARTICLE 26.
ARTICLE 27.
ARTICLE 28.
ARTICLE 29.
ARTICLE 30.
ARTICLE 31.
ARTICLE 32.
ARTICLE 33.
ARTICLE 34.
ARTICLE 35.
ARTICLE 36.
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PRELIMINARY PROVISIONS

ARTICLE 1. DEFINITIONS

L.1. The headings and titles in these general conditions shall not be taken as part theneof or be
taken into consideration in the interpretation of the contract.

1.2. Where the context so permits, words in the singular shall be deemed to include the plural
and vice versa, and weords in the wasoaling ghall be dermed fo indude the femining and,
vice versa.

1.3. The word “country” shall be deemed to include State or Territory.

1.4. Words designating persons or parties shall include firms, companies, and any organisation
having legal capacity.

1.5. The definitions of the terms used throughout these general conditions are laid down in the
“Glossary of terms”, Annex Ala to the practical guide, which forms an integral part of
the contract.

ARTICLE 2. COMMUNICATIONS

2_1. Unless otherwise specified in the special conditions, any written communication relating to
this contract between the contracting authority or the project manager, and the contractor
shall state the contract title and identification number, and shall be sent by post, facsimile
transmission, e-mail or personal delivery to the appropriate addresses designated by the
Parties for that purpose in the special conditions.

2.2. If the sender requires evidence of receipt, it shall state such requirement in its
communication and shall demand such evidence of receipt whenever there is a deadline
for the receipt of the communication. In any event, the sender shall take all the necessary
measures to ensure timely receipt of its communication.

2.3. Wherever the contract provides for the giving or issue of any notice, consent, approval,
certificate or decisiion, unless otherwise specified such notice, consent, approval,
certificate or decision shall be in writing and the words “notify”, “consent”, “certify”,
“approve” or “decide” shall be construed accordingly. Any such consent, approval,
certificate or decision shall not unreasonably be withheld or delayed.

2.4. Any oral instructions or orders shall be confirmed in writing.

ARTICLE 3. ASSIGNMENT

3.1. An assignment shall be valid only i it is a wrilten agreement by which the contractor
transfers its contract or part thereof to a third party.

3.2. The contractor shall not, without the prior consent of the contracting authority, assign the
contract or any part. thereof, or any benefit or interest thereunder, except in the following
cases:

(a) a charge, in favour of the contractor's bankers, of any monies due or to become due under
he coniracy, o1

(b) the assignment to the contractor's insurers of the contractor's right to obtain relief against
any other person liable in cases where the insurers have discharged the contractor's loss or
liability.

3.3. For the purpose of Article 3.2, the approval of an assignment by the contracting authority
shail not relieve the contractor of its obligations for the part of the contract already
performed or the part not assigned.

— Auigust 2020 Page 2 of 28
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3.4. If the contractor has assigned the contract without authorisation, the contracting authority
may, without formal notice thereof, apply as of right the sanction for breach of contract
provided for in Articles 34 and 36.

3.5. Assignees shall satisfy the eligibility criteria applicable for the award of the contract and
they shall not fall under the exclusion criteria described in the tender dossier.

ARTICLE 4. SUBCONTRACTING

4.1. A subcontract shall be valid only if it is a written agreement by which the contractor
entrusts performance of a part of the contract to a third party.

4.2. The contractor shall request to the contracting authority the authorisation to subcontract.
The request must indicate the elements of the contract to be subcontracted and the
identity of the subcontractors. The contracting authority shall notify the contractor of its
decision, within 30 days of receipt of the request, stating reasons should it withhold such
authorisation.

4.3. No subcontract creates contractual relations between any subcontractor and the contracting
authority.

4.4. The contractor shall be responsible for the acts, defaults and negligence of its
subcontractors and its experts, agents or employees, as if they were the acts, defaults or
negligence of the contractor, its experts, agents or employees. The approval by the
contracting authority of the subcontracting of any part of the contract or of the
subcontractor to perform any part of the services shall not relieve the contractor of any of
its obligations under the contract.

4.5. If a subcontractor is found by the contracting authority or the project manager to be
incompetent in discharging its dutics, the contracting authority or the project manager
may request the contractor forthwith, either to provide a subcontractor with qualifications
and experience acceptable to the contracting authority as a replacement, or to resume the
implementation of the tasks itself.

4.6. Subcontractors shall satisfy the eligibility criteria applicable to the award of the contract.
They shall not fall under the exclusion criteria described in the tender dossier and the
contractor shall ensure that they are not subject to EU restrictive measures.

4.7. Those services entrusted to a subcontractor by the contractor shall not be entrusted to third
parties by the subcontractor, unless otherwise agreed by the contracting authority.

4.8. If the contractor enters into a subcontract without approval, the contracting authority may,
without formal notice thereof, apply as of right the sanction for breach of contract
provided for in Articles 34 and 36.

OBLIGATIONS OF THE CONTRACTING AUTHORITY

ARTICLE 5. SUPPLY OF INFORMATION

5.1. The contracting autharity shall supply the contractor promptly with any informarion and/or
documentation at its disposal, which may be relevant to the performance of the contract.
Such documents shall be returned to the contracting authority at the end of the period of
implementation of the tasks.

5.2. The contracting authority shall co-operate with the contractor to provide information that
the latter may reasonably request in order to perform the contract.

5.3. The contracting authority shall give notification to the contractor of the name and address of
the project manager.

~ August 2020 Page 3 of 28
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ARTICLE 6. ASSISTANCE WITH LOCAL REGULATIONS

6.1. The contractor may request the assistance of the contracting authority in obtaining copies of
laws, regulations, and information on local customs, orders or by-laws of the country in
which the services are to be performed, which may affect the contractor in the
performance of its obligations under the contract. The contracting authority may provide
the assistance requested to the contractor at the contractor's cost.

6.2. Subject to the provisions of the laws and regulations on foreign labour of the country in
which the services have to be rendered, the contracting authority provides reasonable
assistance to the contractor, at its request, for its application for any visas and permits
required by the law of the country in which the services are rendered, including work and
residence permits, for the staff whose services the contractor and the contracting
authority consider necessary, as well as residence permits for their families.

OBLIGATIONS OF THE CONTRACTOR

ARTICLE 7. GENERAL OBLIGATIONS

7.1. The contractor shall execute the cautract with due care, efficiency and diligence in
accordance with the best professional practice.

7.2. The contractor shall comply with any administrative orders given by the project manager.
Where the contractor considers that the requirements of an administrative order go
beyond the authority of the project manager or of the scope of the contract he shall give
notice, with reasons, to the project manager. If the contractor fails to notify within the
30-day period after receipt thereof, he shall be barred from so doing. Execution of
administrative order should not be suspended because of this notice.

7.3. The contractor shall supply, without delay, any information and documents to the
contracting authority and the European Commission upon request, regarding the
conditions in which the contract is being executed.

7.4. The contractor shall respect and abide by all laws and regulations in force in the partner
country and shall ensure that its staff, their dependents, and its local employees also
respect and abide by all such laws and regulations. The contractor shall indemnify the
contracting authority against any claims and proceedings arising from any infringement
by the contractor, its employees and their dependents of such laws and regulations.

Contractors must ensure that there is no detection of subcontractors, natural persons,
including participants to workshops and/or trainings in the lists of EU restrictive measures.

7.5. Should any unforeseen event, action or omission directly or indirectly hamper performance
of the contract, either partially or totally, the contractor shall immediately and at its own
initiative record it and report it to the contracting authority. The report shall include a
description of the problem and an indication of the date on which it started and of the
remedial action waken by the contractor to ensure full compliance with its obligations
under the contract. In such event the contractor shall give priority to solving the problem
rather than determining liability.

7.6. Subject to Article 7.8, the contractor undertakes 1o treat in tne strictest confidence and not
make use of or divulge to third parties any information or documents which are linked to
the performance of the contract without the prior consent of the contracting authority.
The contractor shall continue to be bound by this undertaking after completion of the
tasks and shall obtain from each member of its staff the same undertaking. However, use
of the contract’s reference for marketing or tendering purposes does not require prior

approval of the contracting authority, except where the contracting authority declares the
contract to be confidential.

7.7. Tf the contractor is a joint venture or a consortium of two or more persons, all such persons
shall be jointly and severally bound in respect of the obligations under the contract,

August 020
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including any recoverable amount. The person designated by the consortium to act on its
behalf for the purposes of the contract shall have the authority to bind the consortium and
is the sole interlocutor for all contractual and financial aspects. The composition or the
constitution of the joint venture or consortium shall not be altered without the prior
consent of the contracting authority. Any alteration of the composition of the consortium
without the prior consent of the contracting authority may result in the termination of the
contract.

7.8. Save where the European Commission requests or agrees otherwise, the contractor shall

ensure the highest visibility to the financial contribution of the European Union. To
ensure such publicity the contractor shall implement among other actions the specific
activities described in the special conditions. All measures must comply with the rules in

the Communication and Visibility Manual for EU External Actions published by the
European Commission.

7.9. Any records shall be kept for a 7-year period after tne final payment made under the

contract as laid down in Article 24. These documents comprise any documentation
concerning income and expenditure and any inventory, necessary for the checking of
supporting documents, including timesheets, plane and transport tickets, pay slips or
invoices for the remuneration paid to the experts and invoices or receipts for incidental
expenditure. In case of failure to maintain such records the contracting authority may,
without formal notice thereof, apply as of right the sanction for breach of contract
provided for in Articles 34 and 36.

ARTICLE 8. CODE OF CONDUCT

8.1. The contractor shall at all-time act impartially and as a faithful adviser in accordance with

the code of conduct of its profession as well as with appropriate discretion. It shall
refrain from making any public statements concerning the project or the services without
the prior approval of the contracting authority. It shall not comumit the contracting
authority in any way whatsoever without its prior consent, and shall make this obligation
clear to third parties.

8.2. Physical abuse or punishment, or threats of physical abuse, sexual abuse or exploitation,

harassment and verbal abuse, as well as other form of intimidation shall be prohibited.
The contractor shall also provide to inform the contracting authority of any breach of
ethical standards or code of conduct as set in the present Article. In case the contractor is
aware of any violations of the abovementioned standards, he shall report it in writing
within 30 days to the contracting authority.

8.3. The contractor and its staff shall respect human rights, applicable data protection rules and

the environmenta} legislation applicable in the country where the services have to be
rendered and internationally agreed core labour standards, e.g. the ILO core labour
standards, conventions on freedom of association and collective bargaining, elimination
of forced and compulsory labour, elimination of discrimination in respect of employment
and occupation, and the abolition of child labour.

8.4. The contractor or any of its subcontractors, agents or staff shall not abuse of its entrusted

power for private gain. The contractor or any of its subcontractors, agents or staff shall
not receive or agree to receive from any person or offer or agree to give to any person or
procure for any person, gift, gratuity, commission or consideration of any kind as an
inducement or reward for performing or refraining from any act relating to the
performance of the contract or for showing favour or disfavour to any person in relation
to the contract. The contractor shall comply with all applicable laws, regulations and
codes relating to anti-bribery and anti-corruption.

8.5. The payments to the contractor under the contract shall constitute the only income or benefit

_August 2040
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it may derive in connection with the contract. The contractor and its staff must not

exercise any activity or receive any advantage inconsistent with their obligations under
the contract.
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8.6. The execution of the contract shall not give rise to unusual commercial expenses. Unusual
commercial expenses are commissions not mentioned in the contract or not stemming
from a properly concluded contract referring to the contract, commissions not paid in
return for any actual and legitimate service, commissions remitted to a tax haven,
commissions paid to a recipient who is not clearly identified or commission paid to a
company which has every appearance of being a front company. The contracting
authority and the European Commission may carry out documentary or on-the-spot
checks they deems necessary to find evidence in case of suspected unusual commercial
expenses.

8.7. The respect of the code of conduct set out in the present article constitutes a contractual
obligation.

Failure to comply with the code of conduct is always deemed to be a breach of the contract under
Article 24 of the General Conditions. In addition, failure to comply with the provisions set out in
the present Article can be qualified as grave professional misconduct that may lead to either
suspension or termination ©of the contract, without prejudice to the application of administrative
sanctions including exclusion from participation in future contract award procedures.

ARTICLE 9. CONFLICT OF INTEREST

9.1. The contractor shall take all necessary measures to prevent or end any situation that could
compromise the impartial and objective performance of the contract. Such conflict of
interests could arise in particular as a result of economic interest, political or national
affinity, family or emotional ties, or any other relevant connection or shared interest. Any
conflict of interests, which may arise during performance of the contract, shall be
notified to the contracting authority without delay. In the event of such conflict, the
contractor shall immmediately take all necessary steps to resolve it.

9.2. The contracting authority reserves the right o veri(y Lhal such measures are adequate and
may require additional measures to be taken if necessary. The contractor shall ensure that
its staff, including its management, is not placed in a situation, which could give rise to
conflict of interests. Without prejudice to its obligations under the contract, the
contractor shall replace, immediately and without compensation from the contracting
authority, any member of its staff exposed to such a situation.

9.3. The contractor shall refrain from any comact wnich woald compromise 1ts Independence or
that of its staff.

9.4. The contractor shall 1imit its role in connection with the project to the provision of the
services described in the contract.

9.5. The contractor and anyone working under its authority or control in the performance of the
contract or on any other activity may be excluded from access to other EU budget/EDF
funds available under the same project. However, if the contractor is able to prove that
his involvement in previous stages of the project does not constitute unfair competition,
he may participate, subject to the prior approval of the contracting authority.

9.6. Civil servants and other staff of the public administration of the country where the services
have to be rendered, regardless of their administrative situation, shall not be recruited as
experts unless the: prior approval has been granted by the European Commission.

ARTICLE 10. ADMINISTRATIVE SANCTIONS

10.1. Without prejadice to the application of other temedies laid down in the contract, a sanction
of exclusion from all contracts and grants financed by the EU may be imposed, after an
adversarial procedure in line with the applicable Financial Regulation, upon the
contractor who, in particular,

a) is guilty of grave professional misconduct, has committed irregularities or has shown
significant deficiencies in complying with the main obligations in the performance of the contract

e August 2020 Page 6 of 28
! bid_annexific_cn



or has been circumventing fiscal, social or any other applicable legal obligations, including
through the creation of an entity for this purpose. The duration of the exclusion shall not exceed
the duration set by final judgement or final administrative decision or, in the absence thereof, three
years;

b) is guilty of fraud, corruption, participation in a criminal organisation, money laundering,
terrorist-related offences, child labour or trafficking in human beings. The duration of the
exclusion shall not exceed the duration set by final judgement or final administrative decision or,
in the absence thereof, five years.

10.2.In the situations mentioned in Article 10.1, in addition or in alternative to the sanction of
exclusion, the contractor may also be subject to financial penalties up to 10% of the total
value of the contract.

10.3.Where the contracting authority is entitled to impose financial penalties, it may deduct such
financial penalties from any sums due to the contractor or call on the appropriate
guarantee.

10.4.The decision to impose administrative sanctions may be published on a dedicated internet-
site, explicitly naming the contractor.

ARTICLE 11.  SPECIFICATIONS AND DESIGNS

11.1.The contractor shall prepare all specifications and designs using accepted and generally
recognised systems acceptable to the contracting authority and taking into account the
latest design criteria.

11.2.The contractor shall ensure that the specifications and designs and 2ll docnmentation
relating to procurement of goods and services for the project are prepared on an impartial
basis so as to promiote competitive tendering.

ARTICLE 12. LIABILITIES
12.1 Liability for damage to services

Without prejudice to Article 30 (financial guarantee) and Article 38 (force majeure), the contractor
shall assume (i) full responsibility for maintaining the integrity of services and (ii) the risk of loss
and damage, whatever their cauge, until the copapletion of the implenooatation, of the tasks and
approval of reports and documents under Articles 26 and 27.

After the completion of the implementation of the tasks, the contractor shall be responsible for and
shall indemnify the contracting authority for any damage caused to the services by the contractor,
its staff, its subcontractors and any person for which the contractor is answerable, during any
operation performed to complete any work left, as the case may be, pending or to comply with its
obligations under Articles 26 and 27, particoierly if e coniract 13 performoed in phases.

Compensation for damage to the services resulting from the contractor’s liability in respect of the
contracting authority is capped at the contract value.

However, compensation for loss or damage resulting from fraud or gross negligence of the
contractor, its staff, its subcontractors and any person for which the contractor is answerable, can
in no case be capped.

The contractor shall remain responsible for any breach of its obligations under the contract for
such period after the services have been performed as may be determined by the law governing the
confract, even after approval of the reports and documents, or by default for a period of 10 years.

12.2.Contractor's liability in respect of the contracting authority

At any time, the contractor shall be responsible for and shall indemnify the contracting authority
for any damage caused during the performance of the services, to the contracting authority by the
contractor, its staff, its subcontractors and any person for which the contractor is answerable.
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Compensation for damage resulting from the contractor's liability in respect of the contracting
authority is capped at an amount equal to one million euros if the contract value is less than or
cqual to one million euros. If thc contract valuc is greater than one million euros, compensation for
damages resulting from the contractor's liability shall be capped to the contract value.

However, compensation for loss or damage resulting from the contractor's liability in case of
bodily injury, including death, can in no case be capped. The same applies to compensation for any
damages of any kind resulting from fraud or gross negligence of the contractor, its staff, its
subcontractors and any person for which the contractor is answerable.

12.3.Contractor's liability in respect of third parties

Without prejudice to Article 14.9, the contractor shall, at its own expense, indemnify, protect and
defend, the contracting authority, its agents and employees, from and against all actions, claims,
losses or damage, direct or indirect, of whatever nature (hereinafter ‘claim(s)’) arising from any
act or omission by the contractor, its staff, its subcontractors and/or any person for which the
contractor is answerable, in the performance of the services, including any violation of any legal
provisions, or rights of third parties, in respect of patents, trademarks and other forms of
intellectual property such as copyrights.

The contracting authority must notify any third party claim to the contractor as soon as possible
after the contracting authority becomes aware of them.

If the contracting authority chooses to challenge and defend itself against the claim(s), the
contractor shall bear the reasonable costs of defense incurred by the contracting authority, its
agents and employees.

Under these general conditions, the agents and employees of the contracting authority, as well as
the contractor's staff, its subcontractors and any person for which the contractor is answerable are
considered to be third parties.

12.4.The contractor shall treat all claims in close consultation with the contracting authority

12.5.Any settlement or agreement seitling a claim requires the prior express written consent of
the contracting authority and the contractor.

ARTICLE 13. MEDICAL, INSURANCE AND SECURITY ARRANGEMENTS
13.1.Medical arrangement

The contracting authority may condition the performance of the services to the production, by the
contractor, of a recent medical certificate attesting that the contractor itself, its staff, its
suhcontractars and/ar any persan for which the contractor is answerable, are fit ta implement the
services required under this contract.

13.2.Insurance — general issues

a) At the latest together with the return of the countersigned contract, and for the period of
implementation of the tasks, the contractor shall ensure that itself, its staff, its subcontractors
and any person for which the contractor is answerable, are adequately insured with insurance
companies recognized on the international insurance market, unless the contracting authority
has given its express written consent on a specific insurance company.

b) At the latest together with the return of the countersigned contract, the contractor shall
provide the contracting authority with all cover notes and/or certificates of insurance showing
that the contractor's obligations relating to insurance are fully respected. The contractor shall
submit without delay, whenever the contracting authority or the project manager so requests,
an updated version of the cover notes and/or certificates of insurance.

The contractor shall obtain from the insurers that they commit to personally and directly
inform the contracting authority of any event likely to reduce, cancel or alter in any manner
whatsoever, that coverage. The insurers shall deliver this information as quickly as possible,
and in any event at least thirty (30) days before the reduction, cancellation or alteration of the
cover 1s effective. The contracting authority reserves the right to indemnify the insurer in case
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c)

d)

e)

g

h)

1)

the contractor fails to pay the premium, without prejudice to the contracting authority's right
to recover the amount of the premium it paid, and to subsequently seek compensation for its
possible resulting damage.

‘Whenever possible, the contractor shall ensure that the subscribed insurance contracts contain
a waiver of recourse in favour of the contracting authority, its agents and employees.

The purchase of adequate imsuiances by the confractor shall in 7O case xemph W fiom s
statutory and/or contractual liabilitics.

The contractor shall fully bear the consequences of a total or partial lack of coverage, and to
the full discharge of the contracting authority.

The contractor shall ensure that its staff, its subcontractors and any person for whom the
contractor is answerable comnply with {he SR INCUIanCe RGITTRDES Hposed (o it endes
this contract. In case of default of insurance or inadequate insurance of its staff, its
subcontractors or any person for which the contractor is answerable, the contractor shall
indemnify the contracting authority from all consequences resulting therefrom.

Under its own responsibility and without prejudice to the obligation to take out all insurance
covering its obligations under this contract, the contractor shall ensure that all compulsory
insurances are subscribed in compliance with the laws and regulations in force in the country
in which the services are to be performed. It shall also ensure that all possible statutory
obligations applying to the coverage are complied with.

The contracting authority shall not bear any liability for the assessment and adequacy of
insurance policies taken out by the contractor with its contractual and/or statutory obligations.

In any event, the contractor shall take oat the wourance tefermed o brlow.

13.3.Insurance — Specific issues

a) The contractor shall take out all insurance necessary to cover its liability, both with regard to

b)

o)

August 202
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its professional liability and its liability as provided under Article 12.

The contractor shall ensure that itself, its staff, its subcontractors and any person for which
the contractor is answerable, are covered by an insurance policy covering, in addition to the
possible intervention of any statutory insurance:

1. all medical expenses, including hospital expenses;

it. the full cost of repatriation in case of illness, accident, or in the event of death by
disease or accident;

iii. accidental death or permanent disability resulting from bodily injury incurred in
connection with the contract.

In the absence of adequate insurance, the contracting authority may bear such costs to the
benefit of the contractor itself, its staff, its subcontractors and any person for which the
contractor is answerable. This bearing of the costs by the contracting authority shall be
subsidiary and may be: claimed against the contractor, its subcontractors and any person who
should have taken out this insurance, without prejudice to the compensation of the contracting
authority's possibly resulting damage.

The contractor shall take out insurance policics providing coverage of the contractor itself, its
staff, its subcontractors and any person for which the contractor is answerable, in case of an
accident at work or on: the way to work. It shall ensure that its subcontractors do the same. It
indemnifies the contracting authority against any claims that its employees or those of its
subcontractors could have in this regard. For its permanent expatriate staff, where appropriate,
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the contractor shall in addition comply with the laws and regulations applicable in the country
of origin.

d) The coatractor shall also insure the personal effects of its employees, experts and their
families located in the partner country against loss or damage.

13.4.Security arrangements

The contractor shall put in place security measures for its employees, experts and their families
located in the partner country commensurate with the physical danger (possibly) facing them.

The contractor shall also be responsible for monitoring the level of physical risk to which its
employees, experts and their families located in the partner country are exposed and for keeping
the contracting authority informed of the situation. If the contracting authority or the contractor
becomes aware of an imminent threat to the life or health of any of its employees, experts or their
families, the contractor must take immediate emergency action to remove the individuals
concerned (o safety. If the contractor takes such action, he must communicate this immediately to
the project manager and this may lead to suspension of the contract in accordance with Article 35.

ARTICLE 14. INTELLECTUAL AND INDUSTRIAL PROPERTY RIGHTS

14.1.A ‘result’ shall be any outcome of the implementation of the comtract and provided as such
by the contractor.

14.2.The ownership of all the results or rights thereon as listed in the tender specification and the
tender attached to the contract, including copyright and other intellectual or industrial
property rights, and all technological solutions and information embodied therein,
obtained in perforrnance of the contract, shall be irrevocably and fully vested to the
contracting authority from the moment these results or rights are delivered to it and
accepted by it. The contracting authority may use them as it sees fit and in particular may
store, modify, translate, display, reproduce, publish or communicate by any medium, as
well as, assign, transfer them as it sees fit.

14.3.For the avoidance of doubt and where applicable, any such vesting of rights is also deemed
to constitute an effective transfer of the rights from the contractor to the contracting
authority.

14.4.The above vesting of rights in the contracting authority under this contract covers all
territories worldwide and is valid for the whole duration of intellectual or industrial

property rights protection, unless stipulated otherwise by the contracting authority and
the contractor.

14.5.The contractor shall ensure that delivered results are free of rights or claims from third
parties including in relation to pre-existing rights, for any use envisaged by the
contracting authority. If the contracting authority so requires, the contractor shall provide
exhaustive proof of ownership or rights to use all necessary rights, as well as, of all
relevant agreements of the creator(s).

14.6.All reports and data such as maps, diagrams, drawings, specifications, plans, statistics,
computations, databases format and data, software and any supporting records or
materials acquired, compiled or prepared by the contractor in the performance of the
contract, as well as, any outcome of the implementation of the contract, shall be the
absolute property of the contracting authority unless otherwise specified. The contractor
shall, upon completion of the contract, deliver all such documents and data to the
contracting authority. The contractor must not retain copies of such documents and data
and must not use them for purposes unrelated to the contract without the prior consent of
the contracting authority.

14.7.The contractor shall not publish articles relating to the services or refer to them when
carrying out any services for others, or divulge information obtained by the contractor in
the course of the contract for purposes other than its performance, without the prior
consent of the contracting authority.
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14.8.By delivering the results, the contractor warrants that the above transfer of rights does not
violate any law or infringe any rights of others and that it possesses the relevant rights or
powers to cxecutc the transfer. It also warrants that it has paid or has verified payment of
all fees inchading fees to collecting societies, related to the final results.

14.9. The contractor shall indemnify and hold the contracting authority harmless for all damages
and cost incurred due to any claim brought by any third party including creators and
intermediaries for any alleged breach of any intellectual, industrial or other property right
based on the contracting authority's use as specified in the contract of patents, licenses,
drawings, designs, models, or brand or trade-marks, except where such infringement
results from compliance with the design or specification provided by the contracting
authority.

NATURE OF THE SERVICES

ARTICLE 15. THE SCOPE OF THE SERVICES
15.1.The scope of the services is specified in Annex II and Annex 1L

15.2. Where the contract 1s for an advisory function for the benefit of the contracting authority
and/or project manager in respect of all the technical aspects of the project, which may
arise out of its implementation, the contractor shall not have decision-making
responsibility.

15.3.Where the contract is for management of the implementation of the project, the contractor
shall assume all the duties of management inherent in supervising the implementation of
a project, subject to the project manager's authority.

15.4.If the contractor is required to prepare a tender dossier, the dossier shall contain all
documents necessary for consulting suitdbie contractors, mamafactarers and suppiiers,
and for preparing tender procedures with a view to carrying out the works or providing
the supplies or services covered by an invitation to tender. The contracting authority shall
provide the contractor with the information necessary for drawing up the administrative
part of the tender dossier.

ARTICLE 16.  STAFF

16.1.For fee-based contracts, without prejudice to paragraph 4 of this Article, the contractor must
inform the contracting authority of all staff which the contractor intends to use for the
implementation of the tasks, other than the key experts whose CVs are included in Annex
IV. Annex II and/ox: Annex III shall specify the minimum level of training, qualifications
and experience of the staff and, where appropriate, the specialisation required. The
contracting authority shall have the right to oppose the contractor's choice of staff.

16.2.All those working on the project with the approval of the contracting authority shall
commence their duties on the date or within the period laid down in Annex Il and/or
Annex I, or, failimg this, on the date or within the periods notified to the contractor by
the contracting authority or the project manager.

16.3.Save as otherwise provided in the contract, those working on the contract shall reside close
to their normal place of posting. Where part of the services is to be performed outside the
partner country, the contractor shall keep the project manager informed of the names and
qualifications of staff assipned 1o inat pert of e services.

16.4.The contractor shall:

(a) forward to the project manager within 30 days of the signature of the contract by both parties,
the timetable proposed for placement of the staff;

(b) inform the project manager of the date of arrival and departure of each member of staff;
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(c) submit to the project manager for its approval a timely request for the appointment of any
non-key experts.

16.5.The contractor shall provide its staff with all financial and technical means needed to enable
them to carry out their tasks described under this contract efficiently.

16.6.No recruitment of an expert by the contractor can create contractual relations between the
expert and the contracting authority.

ARTICLE 17. REPLACEMENT OF STAFF

17.1.The contractor shall not make changes to the agreed staff without the prior approval of the
contracting authority. The contractor must on its own initiative propose a replacement in
the following cases:

(@) Inthe event of death, in the event of illness or in the event of accident of an agreed staff;

(b) If it becomes necessary (o replace an agreed staff for any other reasons beyond the
contractor’s control (e.g. resignation, etc.).

17.2.In the course of performance, the contracting authority can order an agreed staff to be
replaced. This shall be done on the basis of a written and justified request to which the
contractor and the agreed staff have had the opportunity to provide observations.

17.3.Where an agreed staff must be replaced, the replacement must possess at least equivalent
qualifications and experience, and the remuneration to be paid to the replacement cannot
exceed that received by the agreed staff who has been replaced. Where the contractor is
unable 1o provide a replacement with equivalent qualifications and/or experience, the
contracting authority may either decide to terminate the contract, if the proper
performance of it is jeopardised, or, if it considers that this is not the case, accept the
replacement, provided that the fees of the latter are renegotiated to reflect the appropriate
remuneration level.

17.4.Additional costs incurred by the replacement of an agreed staff are the responsibility of the
contractor. The conracting authority makes no payment for the period when the agreed
staff to be replaced is absent. The replacement of any agreed staff, whose name is listed
in Annex IV of the contract, must be proposed by the contractor within 15 calendar days
from the first day of the agreed staff’s absence. If after this period the contractor fails to
propose a replacement in accordance with Article 17.3 above, the contracting authority
may apply liquidated damages up to 10% of the remaining fees of that expert to be
replaced. The contracting authority must approve or reject the proposed replacement
within 30 days.

17.5.The partner country may be notified of the identity of the agreed staff proposed to be added
or replaced in the contract to obtain its approval. The partner country must not withhold
its approval unless it submits duly substantiated and justified objections to the proposed
experts in writing to the contracting authority within 15 days of the date of the request
for approval.

ARTICLE 18. TRAINEES

18.L.If required in the terms of reference, the contractor shall provide training for the period of
implementation of the tasks for trainees assigned to it by the contracting authority under
the terms of the contract.

18.2.Instruction by the contractor of such trainees shall not confer on them the status of
cmployces of the contractor. However, they must comply with the contractor's
instructions, and with the provisions of article 8, as if they were cmployees of the
contractor. The contractor may on reasoned request in writing obtain the replacement of
any trainee whose work or conduct is unsatisfactory.
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18.3.Unless otherwise provided in the contract, allowance for trainees covering notably travel,
accommodation and all other expenses incurred by the trainees shall be borne by the
contracting authority. '

18.4.The contractor shall report at quarterly intervals to the contracting authority on the training
assignment. Immediately prior to the end of the period of implementation of the tasks, the
contractor shall draw up a report on the result of the training and an assessment of the
qualifications obtained by e irainees with a view w their futare employmerni. The {orm
of such reports and the procedure for presenting them shall be as laid down in the terms
of reference.

PERFORMANCE OF THE CONTRACT

ARTICLE 19. IMPLEMENTATION OF THE TASKS AND DELAYS
19.1.The special conditions fix the date on which implementation of the tasks is to conunence.

19.2. The period of implementation of tasks shall commence on the date fixed in accordance with
Article 19.1 and shall be as laid down in the special conditions, without prejudice to
extensions of the period which may be granted.

19.3.If the contractor fails to perform the services within the period of implementation of the
tasks specified in the contract, the contracting authority shall, without formal notice and
without prejudice to its other remedies under the contract, be entitled to liquidated
damages for every day which shall elapse between the end of the period of
implementation of the tasks specified in the contract and the actual date of completion of
these tasks.

19.4.The daily rate for liguidated damages is calculated by dividing the contract value by the
number of days of the period of implementation of the tasks, up to a maximum of 15% of
the total value of the contract.

19.5.1f the contracting authority has become entitled to claim 15% of the contract value, it may,
after giving notice to the contractor:

(a) terminate the contract, and;

(b) enter into a contract with a third party to complete the services, at the contractor's cost.

ARTICLE 20. AMENDMENT TO THE CONTRACT

20.1.Any amendment to the contract affecting its object or scope, such as amendment to the total
contract amount, replacement of an agreed staff the curriculum vitae of which is part of
the contract and change of the period of implementation shall be formalised by means of
an addendum. Both parties may request an addendum for amendment to the contract
according to the following principles:

(a) An addendum for amendment may be requested only during the period of execution of the
contract;

(b) Any request for an addendum shall be submitted in writing to the other party at least thirty
days before the date on which the intended addendum is required to enter into force. In case
of special circumstances duly substantiated by the contractor, the contracting authority may
accept a different notice peiiod.

The requested party shall notify the requesting party of its decision concerning the request within
30 days from its receipt. There is no automatic amendment without written confirmation by the
requested party.
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20.2.Additionally, the project manager has the power to issue administrative orders requesting an
amendment to the contract not affecting its object or scope, including on request of the
contractor, according to the following principles:

a) The requested contract amendment may take the form of additions, omissions, substitutions,
changes in quality, quantity, specified sequence, method or timetable of implementation of the
services;

b) Prior to the issuance of any administrative order, the project manager shall notify the
contractor of the nature and the form of the proposed amendment.

The contractor shall then, without delay, submit to the project manager a written proposal
containing:

(i) all measures required to comply with the requested amendment,
(ii) an updated timetable for implementation of the tasks, and,

(iii) if necessary, a proposed financial adjustment to the contract, using the contractual fee
rates when the tasks are similar. When the tasks are not similar, the contractual fee rates
shall be applicd when reasonable.

Following receipt of the contractor's proposal, the project manager shall decide as soon as
possible whether or not the amendment shall be carried out.

If the project manager decides that the amendment shall be carried out, it shall notify the
contractor through an administrative order stating that the contractor shall carry out the
amendment at the prices and under the conditions given in the contractor's proposal or as
modified by the project manager in agreement with the contractor.

c) On receipt of the administrative order, the contractor shall carry out the amendments detailed
in that administrative order as if such amendments were stated in the contract.

d) For fee-based contracts, administrative orders that have an impact on the contractual budget
are limited to transfers within the fees, or transfers from the fees to the incidental
expenditures, within the limits of Article 20.3.

e) For global price contracts, administrative orders cannot have an impact on the contractual
budget.

20.3.No amendment eithex oy reans of adderdum of {nroagh dninisimative order shall lked w
decreasing the amount within the contractual budget allocated to expenditure
verification, or change the award conditions prevailing at the time the contract was
awarded.

20.4.Any amendment carried out by the contractor without an administrative order or without an
addendum to the contract is not allowed and made at the contractor's own financial risk.

20.5.Where an amendment is required by a default or breach of contract by the contractor, any
additional cost attributable to such amendment shall be borne by the contractor.

20.6.The contractor shall notify the contracting authority of any change of address and bank
account using the form in Annex VI to notify any change in its bank account. The
contracting authority shall have the right to oppose the contractor's change of bank
account. The contractor shall notify the contracting authority of any change of auditor,
which the contracting authority needs to approve.

ARTICLE 21. WORKING HOURS

21.1.The days and hours of work of the contractor or the contractor’s staff shall respect the laws,
regulations and customs of the country where the services have to be rendered and the
requirements of the services.
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ARTICLE 22. LEAVE ENTITLEMENT

22.1.For fee-based contracts, the annual leave to be taken during the period of implementation of
the tasks shall be at a time approved by the project manager.

22.2.For fee-based contracts, the fee rates are deemed to take into account the annual leave of up
to 2 months for the contractor’s staff during the period of implementation of the tasks.
Consequently, days taken as annual leave shall not be considered to be working days.

22.3.The contractor shall only be paid for the days actually worked. Any cost related to sick or
casual leave shall be covered by the contractor. The contractor shall inform the project
manager of any impact of such leave on the period of implementation of the tasks.

ARTICLE 23. INFORMATION

23.1.The contractor shall provide any information relating to the services and the project to the
project manager, the European Commission, the European Court of Auditors or any
person authorised by the contracting authority.

23.2.The contractor shall allow the project manages o any person authorited by the confraciing,
authority or the contracting authority itself to inspect or audit the records and accounts
relating to the services and to make copies thereof both during and after provision of the
services.

ARTICLE 24, RECORDS

24.1.The contractor shall keep full accurate and systematic records and accounts in respect of the
services in such form and detail as is sufficient to establish accurately that the number of
working days and the actual incidental expenditure identified in the contractor's
invoice(s) have been duly incurred for the performance of the services.

24.2 For fee-based contracts, timesheets recording the days or hours worked by the contractor's
staff shall be maintained by the contractor. The timesheets filled in by the experts shall
be confirmed on a monthly basis by the contractor and shall be approved by the project
marager or any person authorised by the contracting authority or the contracting
authority itself. The amounts invoiced by the contractor must correspond to these
timesheets. Time spent travelling exclusively and necessarily for the purpose of the
implementation of the contract, by the most direct route, may be included in the numbers
of days or hours, ais appropriate, recorded in these timesheets. Travel undertaken by the
expert for mobilisation and demobilisation as well as for leave purposes shall not be
considered as working days. A minimum of 7 hours worked are deemed to be equivalent
to one day worked. For all experts, their time input shall be rounded to the nearest whole
number of days worked for the purposes of invoicing.

24.3.Any records must be kept for a seven year period after the final payment made under the
contract. These documents comprise any documentation concemning income and
cxpenditure and any inventory, necessary for the checking of supporting documents,
including timesheets, plane and transport tickets, pay slips for the remuneration paid to
the experts aad imvoices or receipts for incidental expenditure. In case of failure to
maintain such records the contracting authority may, without formal notice thereof, apply
as of right the saniction for breach of contract provided for in Articles 34 and 36.

ARTICLE25. VERIFICATIONS, CHECKS AND AUDITS BY EUROPEAN UNION
BODIES

25.1.The contractor shall allow the European Commission, the European Anti-Fraud Office and
the European Court of Auditors to verify, by examining the documents and to make
copies thereof or by means of on-the-spot checks, including checks of documents
(original or copies), the implementation of the contract. In order to carry out these
verifications and audits, European Union bodies mentioned above shall be allowed to
conduct a full audit, if necessary, on the basts of supporting documents for the accounts,
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accounting documents and any other document relevant to the financing of the contract.
The contractor shall ensure that on-the-spot accesses is available at all reasonable times,
notably at the contractor's offices, to its computcr data, to its accounting data and to all
the information needed to carry out the audits, including information on individual
salaries of persons involved in the contract. The contractor shall ensure that the
information is readily available at the moment of the audit and, if so requested, that data
be handed over in an appropriate form. These inspections may take place up to seven
years after the final payment.

25.2 Furthermore, the contractor shall allow the European Anti-Fraud Office to carry out checks
and verification on the spot in accordance with the procedures set out in the European
Union legislation for the protection of the financial interests of the European Union
against fraud and other irregularities.

25.3.To this end, the contractor undertakes to give appropriate access to staff or agents of the
European Commission, of the European Anti-Fraud Office and of the European Court of
Auditors to the sites and locations at which the contract is carried out, including its
information systems, as well as all documents and databases concerning the technical and
financial management of the project and to take all steps to facilitate their work. Access
given to agents of the European Commission, European Anti-Fraud Office and the
European Court of Auditors shall be on the basis of confidentiality with respect to third
parties, without prejudice to the obligations of public law to which they are subject.
Documents shall be easily accessible and filed so as to facilitate their examination. The
contractor shall inform the contracting authority of their precise location.

25.4.The contractor guarantees that the rights of the European Commission, of the European
Anti-Fraud Office and of the European Court of Auditors to carry out audits, checks and
verification shall be equally applicable, under the same conditions and according to the
same rules as those set out in this Article, to any subcontractor or any other party
benefiting from EU budget/EDF funds.

25.5.Failure to comply wi th the obligations set forth in Article 25.1 to 25.4 constitutes a case of
serious breach of contract.

ARTICLE 26. INTERIM AND FINAL REPORTS

26.1_Unless otherwise provided in the terms of reference, the contractor shall draw up interim
reports and a final report during the period of implementation of the tasks. These reports
shall consist of a narrative section and a financial section. The format of such reports is
as notified to the contractor by the project manager during the period of implementation
of the tasks.

26.2.All invoices must be: accompanied by an interim or final report. All invoices for fee-based
contracts must also be accompanied by an up to date financial report and an invoice for
the actual costs of the expenditure verification. The structure of the interim or final
financial report shall be the same as that of the contractually approved budget (Annex V).
This financial report shall indicate, at a minimum, the expenditure of the reporting
period, the cumulative expenditure and the balance available.

26.3.Immediately prior to the end of the period of implementation of the tasks, the contractor
shall draw up a final progress report together which must include, if appropriate, a
critical study of any major problems which may have arisen during the performance of
the contract.

26.4.This final progress report shall be forwarded to the project manager not later than 60 days
after the end of the period of implementation of the tasks. Such report shall not bind the
contracting authority.

26.5.Where the contract is performed in phases, the implementation of each phase shall give rise
to the preparation of a final progress report by the contractor.

26.6.Interim and final progress reports are covered by the provisions of Article 14.
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ARTICLE 27. APPROVAL OF REPORTS AND DOCUMENTS

27.1.The approval by the contracting authority of reports and documents drawn up and forwarded
by the contractor shall certify that they comply with the terms of the contract.

27.2.Where a report or document is approved by the contracting authority subject to amendments
to be made by the contractor, the contracting authority shall prescribe a period for
making the amendments requested.

27.3.Where the final progress report is not approved, the dispute settlement procedure is
automatically invoked.

27.4.Whcre the contract is performed in phascs, the implementation of cach phasc shall be
subject to the approval, by the contracting authority, of the preceding phase except where
the phases are carried out concurrcntly.

27.5.The contracting authority’s time limil for accepting reports or documents shall be
considered included in the time limit for payments indicated in Article 29, unless
otherwise specified in the special conditions.

PAYMENTS & DEBT RECOVERY

ARTICLE 28. EXPENDITURE VERIFICATION
28.1.No expenditure verification report is required for global price contracts.

28.2.Before payments are made for fee-based contracts, an external auditor must examine and
verify the invoices and the financial reports sent by the contractor to the contracting
authority. The auditor shall meet the requirements set out in the terms of reference for
expenditure verification and shall be approved by the contracting authority.

28.3.The auditor must satisfy itself that relevant, reliable and sufficient evidence exists that:

(a) the experts employed by the contractor for the contract have been working as evidenced on
the contract (as corroborated by independent, third-party evidence, where available) for the
number of days claimed in the contractor's invoices and in the financial reporting spreadsheet
submitted with the interim progress reports; and

(b) the amounts claimed as incidental expenditure have actually and necessarily been incurred by
the contractor in accordance with the requircments of the terms of reference of the contract.

On the basis of its verification, the auditor submits to the contractor an expenditure verification
report in accordance with the model in Annex VII.
28.4.The contractor grants the auditor all access rights mentioned in Article 25.

28.5.The contracting authority reserves the right to require that the auditor be replaced if
considerations, which were unknown when the contract was signed, cast doubt on the
auditor's independence or professional standards.

ARTICLE 29. PAYMENT AND INTEREST ON LATE PAYMENT

29.1 Payments will be made in accardance with. cue of the aptions helow, as identified in the
special conditions.

Option 1: Fee-based contracl:

The contracting authority will make payments to the contractor in the following manner:

1. A first payment of pre-financing, if requested by the contractor, of an amount up to
maximum 20% of the maximum contract value stated in point 2 of the contract,
within 30 days of receipt by the contracting authority of an invoice, of the contract
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signed by both parties, and of a financial guarantee if requested, as defined in
Article 30.

Six-monthly further interim payments, as indicated in the special conditions, within
60 days of the contracting authority receiving an invoice accompanied by an interim
progress report and an expenditure verification report, subject to approval of those
reports in accordance with Article 27. Such interim payments shall be of an amount
equivalent to the costs incurred on the basis of the expenditure verification reports.
When 80 % of the maximum contract value stated in point 2 of the contract has been
paid (pre-financing and interim payments) the amounts due to the contractor shall be
deducted from the pre-financing payment until it is completely reimbursed before
any additional payment is made.

The invoices must be paid such that the sum of payments does not exceed 90% of
the maximum contract value stated in point 2 of the contract; the 10% being the
minimum final payment.

The balance of the final value of the contract after verification, subject to the
maximum contract value stated in point 2 of the contract, after deduction of the
amounts already paid, within 90 days of the contracting authority receiving a final
invoice accompanied by the final progress report and a final expenditure verification
report, subject to approval of those reports in accordance with Article 27.

Option 2: Global price contract:

If the contract is not divided between different outputs that the contracting authority can
approve independently, or has a duration of less than two years, the contracting authority
will make payments to the contractor in the following manner:

1.

a pre-financing payment if requested by the contractor, of an amount up to 40% of
the contract value stated in point 2 of the contract within 30 days of receipt by the
contracting authority of an invoice, of the contract signed by both parties, and of a
financial guarantee if requested, as defined in Article 30;

the balance of the contract value stated in point 2 of the contract within 90 days of
the contracting authority receiving a final invoice accompanied by the final progress
report, subject to approval of that report in accordance with Article 27.

If the contract has a daration of at least two years and if e tudges is divided berween
different outputs that the contracting authority can approve independently, the
contracting authority will make payments to the contractor in the following manner:

1.

a pre-financing payment if requested by the contractor, of an amount up to 40% of
the contract value stated in point 2 of the contract within 30 days of receipt by the
contracting authority of an invoice, of the contract signed by both parties, and of a
financial guaramiee 11 requesied, as defmed m Aricle 390,

one interim payment at the end of each 12 months of implementation of the contract,
of an amount comresponding to the outputs delivered, within 60 days of the
contracting authority receiving an invoice accompanied by an interim progress
report, subject to approval of this report in accordance with Article 27;

The invoices must be paid such that the sum of payments does not exceed 90% of
the maximum contract value stated in point 2 of the contract; the 10% being the
minimum final payment.

the balance of the contract value stated in point 2 of the contract within 90 days of
the contracting authority receiving a final invoice accompanied by the final progress
report, subject to approval of that report in accordance with Article 27.

29.2.The date of payment shall be the date on which the paying account is debited. The invoice
shall not be admissible if one or more essential requirements are not met. Without
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prejudice to Article 36.2, the contracting authority may halt the countdown towards this
deadline for any part of the invoiced amount disputed by the project manager by
notifying the contractor that part of the invoice is inadmissible, cither because the
amount in question is not due or because the relevant report cannot be approved and the
contracting authority thinks it necessary to conduct further checks. In such cases, the
contracting authority shall not unreasonably withhold any undisputed part of the invoiced
amount but may request clarification, alteration or additional information, which shall be
produced within 30 days of the request. The countdown towards the deadline shall
resume on the date on which a correctly formulated invoice is received by the contracting
authority. If part of the invoice is disputed, the undisputed amount of the invoice shall
not be withheld and must be paid according to the payment schedule set in Article 29.1.

29.3.0nce the deadline referred to above has expired, the contractor - unless it is a government

department or public body in an EU Member State - shall, within two months of
receiving late paymaent, receive default interest:

at the rate applied by the European Central Bank to its main refinancing transactions in euro,
as published in the Official Journal of the European Union, C series, where payments are in
euro,

at the rediscount rate applied by the central bank of the country of the contracting authority
if payments are in the currency of that country,

on the first day of the month in which the time-limit expired, plus eight percentage points. The
interest be payable for the time elapses between the expiry of the payment deadline (exclusive) and
the date on which the contracting authority’s account is debited (inclusive).

By way of exception, when the interest calculated in accordance with the first subparagraph is
lower than or equal to EUR 200, it shall be paid to the creditor only upon a demand submitted
within two months of receiving late payment.

29.4 Payments due by the contracting authority shall be made into the bank account mentioned

on the financial identification form completed by the contractor. A new financial
identification form must be used to report any change of bank account and must be
attached to the invoice.

29.5.Payments shall be made in euro or in the national currency as specified in the special

conditions. The special conditions shall lay down the administrative or technical
conditions governing payments of pre-financing, interim and/or final payments made in
accordance with the general conditions. Where payment is in Euro, for the purposes of
the provision [or incidental expenditure, actual expenditure shall be converted into Euro
at the rate published on the Infor-Euro on the first working day of the month in which the
invoice is dated. Where payment is in the national currency, it shall be converted into the
national currency at the rate published on the Infor-Euro on the first working day of the
month in which the payment is made.

29.6.For fee-based contracts, invoices shall be accompanied by copies of, or extracts from, the

corresponding approved timesheets referred to in Article 24.2 to verify the amount
invoiced for the tirne input of the experts. A minimum of 7 hours worked are deemed to
be equivalent to one day worked. For all experts, their time input must be rounded to the
nearest whole number of days worked for the purposes of invoicing.

29.7.Payment of the final balance shall be subject to performance by the contractor of all its
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obligations relating to the implementation of all phases or parts of the services and to the
approval by the contracting authority of the final phase or part of the services. Final
payment shall be made only after the final progress report and a final statement,
identified as such, shall have been submitted by the contractor and approved as
satisfactory by the contracting authority.
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29.8.The payment obligations of the European Commission under the contract shall cease at most
18 months after the end of the period of implementation of the tasks, unless the contract
is terminated in accordance with these gencral conditions.

29.9.Prior to, or instead of, terminating the contract as provided for in Article 36, the contracting
authority may suspend payments as a precautionary measure without prior notice. A
payment may be suspended for the duration of an audit or an OLAF investigation.

29.10. Where the award procedure or the performance of the contract proves to have been
subject to breach of obligations, irregularities or fraud attributable to the contractor, the
contracting authority may in addition to the possibility to suspend the performance of the
comtract in accordance with Article 35.2 and terminate the contract as provided for in
Article 36, suspend payments and/or recover amounts already paid, in proportion to the
seriousness of the breach of obligations, irregularities or fraud. In addition to measures
referred above, the: contracting authority may reduce the contract value in proportion to
the seriousness of the irregularities, fraud or of the breach of obligations, including
where the activities concerned were not implemented or were implemented poorly,
partially or late.

29.11. If the contract is terminated for any reason whatsoever, the guarantee securing the pre-
financing may be invoked forthwith in order to repay the balance of the pre-financing
still owed by the contractor, and the guarantor shall not delay payment or raise objection
for any reason whatever.

ARTICLE 30. FINANCIAL GUARANTEE

30.1.Unless atherwise provided for in the special conditions, the contractor shall provide a
financial guarantee for the full amount of the pre-financing payment. The financial
guarantee shall be in the format provided for in the contract and may be provided in the
form of a bank guarantee, a banker's draft, a certified cheque, a bond provided by an
insurance and/or bonding company, an itrevocable letter of credit or a cash deposit made
with the contracting authority. If the financial guarantee is to be provided in the form of a
bank guarantee, a banker's draft, a certified cheque or a bond, it shall be issued by a bank
or bonding and/or ‘insurance company approved by the contracting authority. This
financial guarantee shall remain valid until it is released by the contracting authority in
accordance with Auticle 30.5 or Article 30.6, as appropriate. Where the contractor is a
public body the obligation for a financial guarantee may be waived depending on a risk
assessment made.

30.2.The financial guarantze shall be provided on the letterhead of the financial institution using
the template provided in Annex VL

30.3.During the execution of the contract, if the natural or legal person providing the guarantee
(i) is not able or willing to abide by its commitments, (ii) is not authorised to issue
guarantees (o contracting authorities, or (iii) appears not to be financially reliable, or the
financial guarantee ceases to be valid, and the contractor fails to replace it, either a
deduction equal to the amount of the pre-financing may be made by the contracting
authority from future payments due to the contractor under the contract, or the
contracting authority shall give formal notice to the contractor to provide a new
guarantee on the same terms as the previous one. Should the contractor fail to provide a
new guarantee, the contracting authority may terminate the contract.

30.4.1If the contract is terminated for any reason whatsoever, the financial guarantee may be
invoked forthwith :in order to repay any balance still owed to the contracting authority by
the contractor, and the guarantor shall not delay payment or raise objection for any
reason whatsoever.

30.5.For fee-based contracts, the financial guarantee shall be released when the pre-financing is
reimbursed in accordance with Article 29.1.

30.6.For global price contracts, (i) if the contract is not divided between different outputs that the
contracting authority can approve independently, or has a duration of less than two years,
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the financial guarantee shall remain in force until the final payment has been made, and
(ii) if the contract has a duration of at least two years and if the budget is divided
between different outputs that the contracting authority can approve independently, the
financial guarantee shall be released when the pre-financing is reimbursed in accordance
with Article 29.1.

ARTICLE 31. RECOVERY OF DEBTS FROM THE CONTRACTOR

31.1.The contractor undertakes to repay any amounts paid in excess of the final amount due to
the contracting authority before the deadline indicated in the debit note which is 45 days
from the issuing of that notc.

31.2.Should the contractor fail to make repayment within the above deadline; the contracting
authority may (unless the contractor is a government departinent or public body of an EU
Member State) increase the amounts due by adding interest:

(a) at the rediscount rate applied by the central bank of the country of the contracting authority if
payments are in the currency of that country,

(b) at the rate applied by the European Central Bank to its main refinancing transactions in euro,
as published in the Official Journal of the European Union, C series, where payments are in
euro,

on the first day of the month in which the time-1imit expired, plus €ight percentage points.
The default interest shall be incurred over the time which elapses between the date of the
payment deadline, and the date on which the payment is actually made. Any partial
payments shall ficst cover the interest thus established.

31.3. Amounts to be repaid to the contracting authority may be offset against amounts of any kind
due to the contractor. This shall not affect the party's right to agree on payment in
installments.

31.4.Bank charges arising from the repayment of amounts due to the contracting authority shall
be borne entirely by the contractor.

31.5.Without prejudice to the prerogative of the contracting authority, if necessary, the European
Union may as a donor proceed itself to the recovery by any means.

ARTICLE 32. REVISION OF PRICES
32.1.The contract shall be at fixed prices, which shall not be revised.

ARTICLE 33. PAYMENT TO THIRD PARTIES

33_1.0rders for payments to third parties may be carried out only after an assignment made in
accordance with Article 3. The assignment shall be notified to the contracting authority.

33.2.Notification of beneficiaries of the assignment shall be the sole responsibility of the
contractor.

33.3.In the event of a legallly binding attachment of the property of the contractor affecting
payments due to it under the contract and without prejudice to the time limit laid down in
Article 29, the contracting authority shall have 30 days, starting from the day when it
receives notification of the definitive lifting of the obstacle to payment, to resume
payments to the contractor.

BREACH OF CONTRACT, SUSPENSION AND TERMINATION
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ARTICLE 34. BREACH OF CONTRACT

34.1.Either party commits a breach of contract where it fails to perform its obligations in
accordance with the provisions of the contract.

34.2.Where a breach of contract occurs, the party injured by the breach is entitled to the
following remedies:

a) damages; and/or
b) termination of the contract.

34.3. Damages may be either:

a) general damages; or
b) liquidated damages.

34.4.Should the contractor fail to perform any of its obligations in accordance with the
provisions of the contract, the contracting authority is without prejudice to its right under
article 34.2, also entitled to the following remedies;

a) suspension of payments; and/or
b) reduction or recovery of payments in proportion to the failure's extent.

34.5. Where the contracting authority is entitled to damages, it may deduct such damages from
any sums due to the contractor or call on the appropriate guarantee.

34.6.The contracting authority shall be entitled to compensation for any damage which comes to
light after the contract is completed in accordance with the law governing the contract.

ARTICLE 35. SUSPENSION OF THE CONTRACT

35.1.The contractor shall, on the order of the contracting authority, suspend the exccution of the
contract or any part thereof for such time or times and in such manner as the contracting
authority may consider necessary. The suspension shall take effect on the day the
contractor receives the order or at a later date when the order so provides.

35.2.Suspension of the contract in the event of presumed breach of obligations or irregularities or
fraud: The contract may be suspended in order to verify whether presumed breach of
obligations or irregularities or fraud occurred during the award procedure or the
performance of the contract. Tf these are not confirmed, performance of the contract shall
resume as soon as possible.

35.3.During the period of suspension, the contractor shall take such protective measures as may
be necessary.

35.4.Additional expenses incurred in connection with such protective measures may be added to
the contract price, unless:

a) otherwise provided for in the contract; or
b) such suspension is necessary by reason of some breach or default of the contractor; or

¢) the presumed breach of obligations or irregularities or fraud mentioned in article 35.2 are
confirmed and attributable to the contractor.

35.5.The contractor shall only be entitled to such additions to the contract price if it notifies the
project manager, within 30 days after receipt of the order to suspend execution of the
contract, of its intention to claim them.

35.6.The contracting authority, after consulting the contractor, shall determine such additions to
the contract price and/or extension of the period of performance to be granted to the
contractor in respect of such claim as shall, in the opinion of the contracting authority be
fair and reasonable.

35.7.The contracting authority shall, as soon as possible, order the contractor to resume the
contract suspended or inform the contractor that it terminates the contract. If the period
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of suspension exceeds 90 days and the suspension is not due to the contractor's breach or
default, the contractor may, by notice to the contracting authority, request to proceed
with the contract within 30 days, or terminate the contract.

ARTICLE 36. TERMINATION BY THE CONTRACTING AUTHORITY

36.1.The contracting authority may, at any time and with immediate effect, subject to Article

36.8, terminate the contract, except as provided for under Article 36.2.

36.2.Subject to any other provision of these general conditions the contracting authority may, by
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giving seven days' notice to the contractor, terminate the contract in any of the following
cases where:

the contractor is in serious breach of contract for failure to perform its contractual obligations;

the contractor fails to comply within a reasonable time with the notice given by the project
manager requiring it to make good the neglect or failure to perform its obligations under the
contract which seriously affects the proper and timely performance of the services;

the contractor refuses or neglects to carry out any administrative orders given by the project
manager;

the contractor assigns the contract or subcontracts without the authorisation of the contracting
authority;

the contractor is bankrupt, subject to insolvency or winding up procedures, is having its assets
administered by a liquidator or by the courts, has entered into an arrangement with creditors,
has suspended business activities, or is in any analogous situation arising from a similar
procedure provided for under any national law or regulations relevant to that contractor;

any organisational modification occurs involving a change in the legal personality, nature or
control of the contractor, unless such modification is recorded in an addendum to the contract;

any other legal disability hindering performance of the contract occurs;

the contractor fails to provide the required guarantees or insurance, or the person providing
the earlier guarantee or insurance is not able to abide by its commitments;

the contractor has been guilty of grave professional misconduct or has committed an
irregularity proven by any means which the contracting authority can justify, withia the
meaning of Article 10.1(a) (b);

it has been established by a final judgment or a final administrative decision or by proof in
possession of the contracting authority that the contractor has been guilty of fraud, corruption,
involvement in a criminal organisation, moncy laundering or tcrrorist financing, terrorist
related offences, child labour or other forms of trafficking in human beings, circumventing
fiscal, social or any other applicable legal obligations, including thraungh the creation of an
entity for this purpose.

the contractor, in the performance of another contract financed by the EU budget/EDF funds,
Fas been declaved % be in serious breach of contract, which has led to its early termination or
the application of liquidated damages or other contractual penalties or which has been
discovered following checks, audits or investigations by the European Commission, the
contracting authority, OLAF or the Court of Auditors;

after the award of the contract, the award procedure or the performance of the contract proves
to have been subject to breach of obligations, irregularities or fraud;

the award procedure or the performance of another contract financed by the EU budget/EDF
funds proves to have been subject to breach of obligations, irregularities or fraud which are
likely to affect the performance of the present contract;

the contractor fails to perform its obligation in accordance with Article 8 and Article 9;
the contractor is unable to provide a suitable replacement to an expert, the absence of which

affects the proper performance of the contract.
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(p) the contractor is in breach of the data protection obligations resulting from Article 42 of these
general conditions.

The cases of termination under points (), (1), (j), (1), (m) and (n) may refer also to persons who are
members of the administrative, management or supervisory body of the contractor and/or to
persons having powers of representation, decision or control with regard to the contractor.

The cases of termination under points (a), (e), (f), (g), (i), (), (k), (1), (m) and (n) may refer also to
persons jointly and severally liable for the performance of the contract.

The cases under points (e), (i), (§), (k), (1), {m), (n) and (p) may refer also to subcontractors.

36.3.Termination shall be without prejudice to any other rights or powers under the contract of
the contracting authority and the contractor. The contracting authority may, thereafter,
complete the services itself, or conclude any other contract with a third party, at the
contractor's own expense. The contractor's liability for delay in completion shall
immediately cease when the contracting authority terminates the contract without
prejudice to any liability thereunder that may already have arisen.

36.4.Upon termination of the contract or when it has received notice thereof, the contractor shall
take immediate steps to bring the services to a close in a prompt and orderly manner and
to reduce expenditure 1o a minimum.

36.5.The project manager shall, as soon as possible after termination, certify the value of the
services and all sums due to the contractor as at the date of termination.

36.6.The contracting authority shall not be obliged to make any further payments to the
contractor until the services are completed. After the services are completed, the
contracting authority shall recover from the contractor the extra costs, if any, of
completing the services, ur Snall pay any 'balance sill doe {0 the conracior.

36.7.If the contracting authority terminates the contract pursuant to Article 36.2, it shall, in
addition to the extra costs for completion of the contract and without prejudice to its
other remedies under the contract, be entitled to recover from the contractor any loss it
has suffered up to the value of the services which have not been satisfactorily completed
unless otherwise provided for in the special conditions.

36.8.Where the termination is not due to an act or omission of the contractor, force majeure or
other circumstances beyond the control of the contracting authority, the contractor shall
be entitled to claim in addition to sums owed to it for work already performed, an
indemnity for loss suffered.

36.9.This contract shall be automatically terminated if it has not given rise to any payment in the
two years following its signing by both parties.

ARTICLE 37. TERMINATION BY THE CONTRACTOR

37.1.The contractor may, after giving 14 days’ notice to the contracting authority, terminate the
contract if the contracting authority:

a) fails for more than 120 days to pay the contractor the amounts due after the expiry of the time
limit stated in Article 29; or

b) consistently fails to meet its obligations after repeated reminders; or

¢) suspends the progress of the services or any part thereof for more than 90 days for reasons not
specified in the contract, or not attributable to the contractor's breach or default.

37.2.Such termination shall be without prejudice to any other rights of the contracting authority
or the contractor acquired under the contract.

37.3.In the event of such te rmination, the contracting authority shall pay the contractor for any
loss or damage the contractor may have suffered. Such additional payment must not be
such that the total payments exceed the amount specified in Article 2 of the contract.
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ARTICLE 38. FORCE MAJEURE

38.1.Neither party shall be considered to be in defanlt or in breach of its abligations uadec the
contract if the performance of such obligations is prevented by any circumstances of
force majeure, which arise after the date of notification of award or the date when the
contract becomes eiffective.

38.2.The term force majeure, as used herein covers any unforeseeable events, not within the
control of either party and which by the exercise of due diligence neither party is able to
overcome such as acts of God, strikes, lock-outs or other industrial disturbances, acts of
the public enemy, wars whether declared or not, blockades, insurrection, riots, epidemics,
landslides, earthquakes, storms, lightning, floods, washouts, civil disturbances,
explosions, ... A decision of the European Union to suspend the cooperation with the
partner country is considered to be a case of force majeure when it implies suspension of
funding the contract.

38.3.Notwithstanding the provisions of Article 19 and Article 36, the contractor shall not be
liable for liquidated damages or termination for breach or default if, and to the extent
that, its delay in performance or other failure to perform its obligations under the contract
is the result of an event of force majeure. The contracting authority shall similarly not be
liable, notwithstanding the provisions of Article 29 and Article 37, for payment of
interest on delayed payments, for non-performance or for termination by the contractor
for breach or default, if, and to the extent that, the contracting authority's delay or other
failure to perform its obligations is the result of force majeure.

38.4.If either party considers that any circumstances of force majeure have occurred which may
affect performance of its obligations it shall promptly notify the other party and the
project manager giving details of the nature, the probable duration and the likely effect of
the circumstances. Unless otherwise directed by the project manager in writing, the
contractor shall continue to perform its obligations under the contract as far as is
reasonably practicable, and shall seek all reasonable alternative means for performance
of its obligations, which are not prevented by the force majeure event. The contractor
shall not put into effect such alternative means unless directed so to do by the project
manager.

38.5.For a fee-based contract, if the contractor incurs additional costs in complying with the
project manager's directions or using alternative means under Article 38.4 the amount
thereof shall be certified by the project manager.

38.6.1If circumstances of force majeure have occurred and continue for a period of 180 days then,
notwithstanding any extension of time for completion of the contract that the contractor
may by reason thereof have been granted, either party shall be entitled to serve upon the
other 30 days' notice to terminate the contract. If at the expiry of the period of 30 days
the sitnation of force majeure persists, the contract shall be terminated and, in
consequence, thereof under the law governing the contract, the parties shall be released
from further performance of the contract.

ARTICLE 39. DECEASE

39.1.1If the contractor is a natural person, the contract shall be antomatically terminated if that
person dies. However, the contracting authority shall examine any proposal made by its
heirs or beneficiaries if they have notified their wish to continue the contract.

39.2.Where the contractor consists of a number of natural persons and one or more of them die, a
report shall be agreed between the parties on the progress of the contract and the
contracting authority shall decide whether to terminate or continue the contract in

accordance with the undertaking given by the survivors and by the heirs or beneficiaries,
as the case may be.

39.3.In the cases provided for in Articles 39.1 and 39.2, persons offering to continue to
implement the contract shall notify the contracting authority thereof within 15 days of the
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date of decease. The decision of the contracting authority shall be notified to those
concerned within 30 days of receipt of such a proposal

39.4.Such persons shall be jointly and severally liable for the proper implementation of the
contract to the same extent as the deceased contractor. Continuation of the contract shall
be subject to the rules relating to establishment of any guarantee provided for in the
contract.

SETTLEMENT OF DISPUTES AND APPLICABLE LAW

ARTICLE 40. SETTLEMENT OF DISPUTES

40.1.The parties shall make every effort 1o settle anmcably any dispute refating to the contract,
which may arise between them.

40.2.0nce a dispute has arisen, a party shall notify the other party of the dispute, stating its
position on the dispate and 2oy solution, which, it envisages, and requasiing an amicable
settlement. The other party shall respond to this request for amicable scttlement within
30 days, stating its position on the dispute. Unless the parties agree otherwise, the
maximum time period laid down for reaching an amicable settlement shall be 120 days
from the date of the notification requesting such a procedure. Should a party not agree to
the other party's request for amicable settlement, should a party not respond in time to
that request or should no amicable settlement be reached within the maximum time
period, the amicable settlement procedure is considered to have failed.

40.3.Tn the absence of an amicable settlement, a party may notify the other party requesting a
settlement through conciliation by a third person. If the European Commission is not a
party to the contract, it may accept to intervene as conciliator. The other party shall
respond to the request for conciliation within 30 days. Unless the parties agree otherwise,
the maximum time pertod laid down for reaching a settlement through conciliation shall
be 120 days from the notification tequesting such a procedure. Should a party not agree
to the other party's request for conciliation, should a party not respond in time to that
request or should no settlement be reached within the maximum time period, the
conciliation procedure is considered to have failed.

40.4.If the amicable settlement procedure and, if so requested, the conciliation procedure fails,
each party may refer the dispute to either the decision of a national jurisdiction or
arbitration, as specified in the special conditions.

ARTICLE 41. APPLICABLE LAW

41.1.This contract shall be governed by the law of the country of the contracting authority or,
where the contracting authority is the European Commission, by the applicable European
Union law complemented where necessary by the law of Belgium.

DATA PROTECTION

ARTICLE 42. DATA PROTECTION
42.1.Processing of personal data by the confracting antharity

Any personal data included in or relating to the contract, including its implementation, shall be
processed in accordance with Regulation (EU) 2018/1725. Such data shall be processed solely
for the purposes of the implementation, management and monitoring of the contract by the data
controller.
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The contractor or any other person whose personal data is processed by the data controller in
relation to this contract has specific rights as a data subject under Chapter III (Articles 14-25) of
Regulation (EU) 2018/1725, in particular the right to access, rectify or erase their personal data
and the right to restrict the processing of their personal data or, where applicable, the right to
object to processing or the right to data portability.

Should the contractor or any other person whose personal data is processed in relation to this
contract have any queries concerning the processing of its personal data, it shall address itself to
the data controller. They may also address themselves to the Data Protection Officer of the data
controller. They have the right to lodge a complaint at any time to the European Data Protection
Supervisor.

Details concerning the processing of personal data are available in the data protection notice
referred to in the special comditions.

42.2 Processing of personal data by the contractor

The processing of personal data by the contractor shall meet the requirements of the general
conditions and be processed solely for the purposes set out by the controller.

The contractor shall assist the controller for the fulfilment of the controller’s obligation to
respond to requests for exercising rights of person whose personal data is processed in relation to
this contract as laid down in Chapter Il (Articles 14-25) of Regulation (EU) 2018/1725. The
contractor shall inform without delay the controller about such requests.

The contractor may act only on documented written instructions and under the supervision of the
controller, in particular with regard to the purposes of the processing, the categories of data that
may be processed, the recipients of the data and the means by which the data subject may
exercise its rights.

The contractor shall grant personnel access to the data to the extent strictly necessary for the
implementation, management and monitoring of the contract. The contractor must ensure that
personnel authorised to process personal data has committed itself to confidentiality or is under
appropriate statutory obligation of confidentiality in accordance with the provisions of Article
7.6 of these general conditions.

The contractor shall adopt appropriate technical and organisational security measures, giving due
regard to the risks inherent in the processing and to the nature, scope, context and purposes of
processing, in order to ensure, in particular, as appropriate:

(a) the pseudonymisation and encryption of personal data;

(b) the ability to ensure the ongoing confidentialily, integrity, availability and resilience of
processing systems and services;

(c) the ability to restore the availability and access o peisonal dafia in 2 Bmely mammer n the event
of a physical or technical incident;

(d) a process for regularly testing, assessing and evaluating the effectiveness of technical and
organisational measures for ensuring the security of the processing;

(e) measures to protect personal data from accidental or unlawful destruction, loss, alteration,
unauthorised disclosure of or access to personal data transmitted, stored or otherwise processed.
The contractor shall notify relevant personal data breaches to the controller without undue delay
and at the latest within 48 hours after the contractor becomes aware of the breach. In such cases,
the contractor shall provide the controller with at least the following information:

(2) navare of the persomal data breach including where possible, the categories and approximate
number of data subjects concerned and the categories and approximate number of personal data
records concerned;

(b) likely consequences of the breach;
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(c) measures taken or proposed to be taken to address the breach, including, where appropriate,
measures to mitigate its possible adverse effects.

The contractor shall immediately inform the data controller if, in its opinion, an instruction
infringes Regulation (EU) 2018/1725, Regulation (EU) 2016/679, or other Union or Member
State or third country applicable data protection provisions as referred to in the tender
specifications.

The contractor shall assist the controller for the fulfilment of its obligations pursuant to Article
33 to 41 under Regulation (EU) 2018/1725 to:

(a) ensure compliance with its data protection obligations regarding the security of the processing,
and the confidentiality of electronic communications and directories of users;

(b) notify a personal data breach to the European Data Protection Supervisor;

(c) communicate a personal data breach without undue delay to the data subject, where applicable;

(d) carry out data protection impact assessments and prior consultations as necessary.

The contractor shall maintain a record of all data processing operations carried on behalf of the
controller, transfers of personal data, security breaches, responses to requests for exercising
rights of people whose personal data is processed and requests for access to personal data by
third parties.

The contracting authority is subject to Protocol 7 of the Treaty on the Functioning of the
European Union on the privileges and immunities of the European Union, particularly as regards
the inviolability of archives (including the physical location of data and services) and data
security, which includes personal data held on behalf of the contracting authority in the premises
of the contractor or subcontractor.

The contractor shall notify the contracting authority without delay of any legally binding request
for disclosure of the personal data processed on behalf of the contracting authority made by any
national public authority, including an authority from a third country. The contractor may not
give such access without the prior written authorisation of the contracting authority.

The duration of processing of personal data by the contractor will not exceed the period referred
to in Article 7.9 of these general conditions. Upon expiry of this period, the contractor shall, at
the choice of the controller, return, without any undue delay in a commonly agreed format, all
personal data processed on benalf of the controfier and the copies thereof or sl effectively
delete all personal data unless Union or national law requires a longer storage of personal data.

For the purpose of Articlee 4 of these general conditions, if part or all of the processing of
personal data is subcontracted to a third party, the contractor shall pass on the obligations
referred to in the present article in writing to those parties, including subcontractors. At the
request of the contracting authority, the contractor shall provide a document providing evidence
of this commitment.

* % ¥
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1. BACKGROUND INFORMATION

1.1. Partner country
Myauamar and Vietnam

1.2. Contracting authority

AICS Yangon — Italian Agency for Development Cooperation, Yangon Office

1.3. Country background

Myanmar is a country under transition after 50 years of military regime (the military junta has ruled the
country between 1962 and 2011), which have caused the country’s isolation worsened by the international
sanctions and poor economic development. The country is ethnically mixed, with about 100 different
languages spoken by 135 officially recognized ethnic groups. The major ethnic group is represented by
the Bamar (from which the name Burma) which represents about 68% of the population.

Vietnam is the country with the best economic and social index among the Sud-East Asian countries.
Starting from 1986 the country has begun a period of reforms that allowed to rise the number of people
above the poverty threshold by 40 million in 20 years, reaching the level of an average middle-low
income Country. Over the past few years the country has experienced an outstanding economic grown,
despite the global economic crisis.

The Yangon Office of the Italian .Agency for Development Cooperation (AICS) was established on
January 1s(, 2016 based on the Italian law 125/2014. The AICS Yangon office replaced the former Local
Technical Unit, which started its operation in 2013 along with the beginning of the democratization
process in Myanmar and the transition from thc military regime to a civil government.

AICS has granted its presence in Vietnam since 1990 when the first Financial Technical Cooperation
Agreement between Italy and Vietnam was signed. In 1998 the Italian Development Cooperation office
was opened in Hanoi. Starting from 2007 the Office is also responsible for cooperation activities in
Cambodia and Laos. Starting from November 1st, 2020 AICS Yangon will take over activities carried out
oy the former AYCS Hano1 Office.

1.4. Current situation in the sector

AICS Yangon Head of Office, with Decree n. AICS.Int.0012286.28-10-2020 (Determina a contrarre)
foresaw the need of acquiring, from an external company specialized in outsourcing services, the service
of outsourcing of:

- two (2) Burmese staff with proven experience in logistics and administration (1 Junior Finance
and Logistics Assistant) and in secretary services (1 Junior Executive Assistant), to be outsourced

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
WW yangon Jics gow. it
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in Myanmar (Yangon) in order to ensure the correct management of AICS Yangon activities and
support the Office;

- two (2) Burmese cleaning staff and three (3) Burmese maintenance staff to be outsourced in
Myanmar (Yangon) in order to ensure cleaning activities at AICS Yangon Office, keeping proper
hygienic and working standards and provide technical and logistic assistance to the AICS Yangon
Office compound;

- two (2) or three (3) executivie and auxiliary staff to be outsourced in Vietnam {(Hanoi) in order to
ensure the correct management of AICS Hanoi activities and support the Vietnamese Office.

2. OBIJECTIVE, PURPOSE & EXPECTED RESULTS

2.1. Overall objective
The overall objective of the project of which this contract will be a part is as follows:

Overall Objective: To support the socio-economic development of the countries under the responsibility
of AICS Yangon and strengthening the peace process and social inclusion, through an efficient, effective
and transparent management of development cooperation initiatives financed by the Italian Government.

AID 11758 “Cluster fund For Technical Assistance - MYANMAR”

CAP 2171 — Budget Year 2021 “Funzionamento”

AID 11121 “Coordination and projects Implementation fund - VIETNAM”
2.2. Purpose

The purpose of this contract is as follows:

- Enable AICS Yangon Office to take due care of the Office premises and to correctly manage
projects’ activities, logistics, accountancy and secretary services and the related administrative
procedures through skilled staff hired in loco.

2.3. Results to be achieved by the contractor

- Outsource in loco (Myanmar and Vietnam) pre-selected staff in order to ensure the correct
management of AICS Yangon activities and support the Office of Yangon and of Hanoi.

3. ASSUMPTIONS & RISKS

3.1. Assumptions underlying the project

MYANMAR - YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
WwWw.yangorn.aics goviit
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The Ttalian Agency for Development Cooperation — Yangon Office is a State-Owned Agency set up under
the Ttalian Law n.125 of 2014 and operating under the political control of the Italian Ministry of Foreign
Affairs and International Cooperation It complies with applicable rules and regulations, as per the
applicable Italian, Myanmar and Vietnam Law.

4. SCOPE OF THE WORK
4.1. General

4.1.1. Description of the assignment

The contractor shall ensure the correct contract management of pre-selected staff to be hired in loco that
will ensure the correct management of AICS Yangon activitics and support thc AICS Offices of Yangon
and of Hanoi.

4.1.2. Geographical area to be covered

AICS Yangon Country Office and Hanoi Project Office.
4.1.3. Target groups

AICS — Agenzia Italiana per la Cooperazione allo Sviluppo

AICS Yangon Country Office and AICS Hanoi Project Office in coordination with AICS Roma when
requested.

4.2. Specific work

4.2.1 Service of recruiting of pre-selected staff, to be employed as per applicable relevant laws
and regulations.

The Service provider shall draft and enter in a contract compliant with applicable laws and regulation
with the pre-selected staff to be outsourced, as per terms and conditions set below.

Staft to be outsourced:

« AID 11758 - MYANMAR
o N.l1 Jumior Finance and Logistics Assistant:
= Nationality: Burmese.
= Workplace: AICS Yangon Office — 41-27 Inya Myaing, Shwe Taung Gone,
Bahan Township, Yangon.
=  Working hours: 9am - 5pm (1-hour lunch break), from Monday to Friday.
= Applicable Law: Myanmar.
= Insurance to be provided: Health insurance + Accidents at work.

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
wWww yangon.sics. gov. it
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Net salary: 500 Euro/month

Length of contract: 12 months, starting from 1% January 2021

Terms of reference: Under the supervision of the Administrative Assistant and
ATCS Yangon Archivist-Logistician:

e Copy, scan and archive logistics and administrative documents;

e Cooperate with the Administrative Assistant to prepare, collect and
manage documents related to payments procedures and procurements
(requests for quotations, invoices etc);

e Carry out small purchasing procedures when requested by the AICSY
Administration;

e Cooperate with the Administrative Assistant in order to manage punctual
payment of office utilities (e.g. electricity bills, phone bills, internet bill
etc);

o  Assist AICS Yangon Administration to keep good relations with the
suppliers (market surveys, request for quotations etc.) following internal
procedures;

e Support AICS Yangon Administration in managing inventories and
stocks;

e Carry out reception tasks, such as: greeting visitors in a kind and
respectful manner, offering beverages and food, directing visitors to their
scheduled appointments etc.

e Organize logistics support for meetings, seminars and projects, when
requested;

e Provide other administrative support and carry out general office
management duties as required;

e Support the AICS Yangon Office in carrying out Projects’ activities.

o N. 1 Junior Executive Assistant:

Nationality: Burmese.

Workplace: AICS Yangon Office — 41-27 Inya Myaing, Shwe Taung Gone,
Bahan Township, Yangon.

Working hours: 9am - 5pm (1-hour Tunch break), from Monday to Friday.
Applicable Law: Myaomar.

Insurance fo be provided: Health insurance + Accidents at work

Net salary: 650 Euro/month

Length of contract: 12 months, starting from 1% January 2021

Terms of reference: Under the supervision of AICS Yangon Archivist-
Logistician, the Adminisuation Cffice and e Prevutive ard Head of Office
Assistant:

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria_yangon@aics.gov.it
wWww .g.‘mgﬂn.mc".,gmﬂll
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e Organize, rescrve, amend, confirm and purchase travel needs for the
office;

¢ Hotel reservations;

e Arrangement for airport pick-up;

» Flight reservation;

e Travel authorization, VISAS etc.

e Manage basic administrative procedures related to travel;

e Collect and process AICS Yangon staff Order of Mission/Travel
requests:

o Conduct market surveys for travel logistics;

e Acquire quotations and place purchase orders for travel. Ensure
availability of budget with Administration office;

e Collect and duly check invoices for the travel services provided, manage
reconciliation of settlements to be paid by the Administration office;

e Follow-up with contracted travel agents to ensure provision of high
quality professional service and the most competitive price;

e Provide information to staff on travel including entitlements, travel route
and hotel arrangement;

e DProcess travel authorization and travel claims in line with travel
entitlements for staff in coordination with Administrative staff;

e Answer phone calls and direct them to the appropriate staff member, take
messages and notes and handle in-out corrcspondence (letter, parcels
etc.);

e Support the Executive and Head of Office Assistant to organize meetings
andl take/manage appointments when requested;

@ Support the Executive and Head of Office Assistant to manage and
follow up on VISA procedures for expat staff;

e Translate received Burmese documents to English and vice versa, when
requested;

e Provide other executive support services and carry out general office
management duties as required;

e Support AICS Yangon Office in carrying out Projects’ activities;

o Registration, reporting and archiving of human resources’ leave requests,
overtime, holidays.

s CAP 2171 -MYANMAR

o N.1 Cleaner — supervisor:
= Nationality: Burmcsc.

MYANMAR - YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria yangan@aics.gov.it
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Workplace: AICS Yangon Office — 41-27 Inya Myaing, Shwe Taung Gone,
Bahan Township, Yangon.

Working hours: 9am - 5pm (1-hour lunch break), from Monday to Friday.
Applicable Law: Myanmar.

Insurance to be provided: Health insurance + Accidents at work

Net salary: 350 Euro/month (or equivalent in MMK at contract signature — to be
discussed with staff to be outsourced and with contracting authority)

Length of contract: 12 months, starting from 1% January 2021.

Terms of reference: Under the supervision of AICS Yangon Archivist-
Logistician:

e Coordinate and manage the cleaning team,

e Manage hygiene materials and detergent stock;

e  Promptly request AICSY Administrative and Logistic staif to restore
stock, when needed.

e Ensure cleaning activities at AICS Yangon Office, keeping proper
hygienic and working standards. In particular:

e Daily sweeping and swabbing, scrubbing using detergent (vacuum
cleaners included).

e Daily wiping and cleaning of office fumiture & fixtures, equipment,
computers and accessories, doors and windows.

e Daily cleaning of all waste paper, wastage and garbage from in and
around the offices and their disposal outside the building in a proper and
environment friendly manner at the roadside dustbin or at the designated
places(s), as per on the spot instructions. All waste papers must be
shredded before disposal.

e Daily sweeping, swabbing, scrubbing and cleaning of toilet floors,
pan/comimode, urinals and wash basins.

e In coordination with the Logistic and Administrative staff keep under
control the presence of pests in the office premiscs.

o N.1 Cleaner:

Nationality: Burmese.

Workplace: AICS Yangon Office — 41-27 Inya Myaing, Shwe Taung Gone,
Bahan Township, Yangon.

‘Working hours: 9am - 5pm (1-hour lunch break), from Monday to Friday.
Applicable Law: Myanmar.

Insurance to be provided: Health insurance + Accidents at work

Net salary: 250 Basofmonth (or eqguivalent v MME 26 vontrach shgnaliare — to be
discussed with staff to be outsourced and with contracting authority).

MYANMAR —YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
WWW. YaNgon. AICs. fow. It
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Length of contract: 12 months, starting from 1% January 2021
Terms of reference: Under the supervision of AICS Yangon Cleaner supervisor:

e Ensure cleaning activities at AICS Yangon Office, keeping proper
hygienic and working standards. In particular:

+ Daily sweeping and swabbing, scrubbing using detergent (vacuum
cleaners included).

e Daily wiping and cleaning of office fumiture & fixtures, equipment,
computers and accessories, doors and windows.

e Daily cleaning of all waste paper, wastage and garbage from in and
around the offices and their disposal outside the building in a proper and
environment friendly manner at the roadside dustbin or at the designated
places(s), as per on-the-spot instructions. All waste papers must be
shredded before disposal.

e Daily sweeping, swabbing, scrubbing and cleaning of toilet floors,
pan/commode, urinals and wash basins.

o N. 3 Maintenance workers:

Nationality: Burmese.
Workplace: AICS Yangon Office — 41-27 Inya Myaing, Shwe Taung Goue,
Bahan Township, Y angon.
Working hours: 8 hours/shift — rotation (hours to be covered: 7 am. — 8 p.m. —
from Monday to Saturday).
Applicahle Law: Myanmar.
Insurance to be provided: Health insurance + Accidents at work
Net salary: 250 Euro/month (or equivalent in MMK at contract signature — to be
discussed with staff to be outsourced and with contracting authority).
Length of contract: 12 months, starting from 1 January 2021
Terms of reference: Under the supervision of AICS Yangon Archivist-
Logistician:
e provide technical and logistic assistance to the AICS Yangon Office
compound,
e assure the AICS Yangon office building and compound are regularly
maintained (extemal and internal);
e cooperate with the Security Company and AICSY staff for welcoming
guests and following hygienic entrance procedures;
+ Correctly collect and deliver to AICSY staff mail, letters and parcels;
s do routine clean-ups of the compound: inspect and make sure the office
surroundings are kept clean and no trash is seen around the Office:,

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
www.yangon.alcs.gov.it
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e do routine roof clean-ups of the Office Building: inspect and make sure
that the office surroundings are kept clean and no trash is seen around the
Office;

e do routine painting of the Office Building/compound, upon request;

e assure the generators start in case of outage;

e verify the correct functioning of the water system and the septic tank of
the compound and promptly inform AICSY staff in case it malfunctions;

¢ oversee the office parking;

e ensure the safety and security of the office building and organizational
assets within the office premises during non-working hours, weekends,
and holidays by ensuring proper: i. locking of doors and windows ii.
Switching off electrical lights and appliances after use. iii. Switching on
office veranda and surrounding lights during night and turning off in the
morning.

* manage gardening activities (including trees and plants);

e Folllow the given assignments and implement the necessary operations as
asked by the AICS Yangon’s staff.

e AID 11121 - VIETNAM:
o N.1 Government Liaison Officer:

Nationality: Vietnamese.
Workpface: AICS Hanoi Office — Casa Italia, 18 Le Phung Hieu, Hanoi,
Vietnam.
Applicable Law: Vietnam.
‘Working hours: 9am - 5pm (i -hour tunch break), from Monday to Friday.
Insurance to be provided: Health insurance + Accidents at work
Net salary: 1.900 Euro/month.
Length of contract: 6 months, starting from 1 January 2021
Terms of reference: The Government Liaison Officer will facilitate dialogue
between AICS Hanoi Office and Vietnam/Laos/Cambodia governmental partners
on all aspects of project cycle management (formulation, implementation,
monitoring and evaluation) of AICS funded projects. The main operational
counterparts which the Government Liaison Officer will have to deal with are the
following:

e Ministry of Planning and Investment;

e Ministry of Finance;

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria.yangon@aics.gov.it
wWww.angon.alcs. gowvit
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o Ministry of Natural Resources and Environment, and Hanoi Hydro
Meteorological Service;

e Ministry of Agriculture and Rural development;

e CaMau People’s Committees (PC), Project Management Unit (PMU);

¢ Quang Nam PC, PMU and WS;

« Binh Thuan PC, PMU;

e Tay Ninh PC, PMU and WS;

@ Any other local institutions that, as part of those specific sectors, is or
will be involved in the initiatives of the Italian Cooperation.

The Government Liaison Officer, working under the overall supervision of the
Head of Office, the direct guidance of the Head of Programs and in close
coordination with the technical and administrative staff of AICS Hanoi Office,
will have the following duties and responsibilities:

e Providing technical and institutional support to the above counterparts in
order to strengthen their ownership and facilitate the smooth
management of AICS funded projects;

= Engaging with senior levels of government and project stakeholders to
ensure that AICS projects are in line with national and sub-national
priorities as well as national development assistance policies and
regulations, and are developed and sustained in a consultative manner;

e Facilitating the articulation and the mainstreaming of AICS procedures
and strategy towards and across national and sub-national partners;

e Ensuring compliance analysis of the activities carried out against
approved project documentation and beneficiaries’ nceds asscssments;

e Mapping Govermnmental National and Sub-national stakeholders and
providing timely updates to AICS regarding any change in Governmental
structure;

* Ensuring overall technical assistance for project cycle management
related to the implementation of AICS’ portfolio in Vietnam;

e Participating in meetings between AICS and Counterparties’
Representatives/Staff;

» Ensuring smooth communication between AICS and Counterparties’
Representatives/Staff;

o Monitoring and Evaluation: qualitative and quantitative analysis of
ongoing activities or those that will be undertaken;

e Supporting the preparation and management of tenders;

e Translation of technical and administrative documents from Vietnamese
to English, and vice versa;

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
E-mail: segreteria yangon@aics. gov.it
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e Technical and logistical support to missions sent by AICS; Act as
positive representation of AICS to all Government and Local
stakeholders;

e Any other additional duty, in line with this job description, if need be.

o N. 1 Driver/Logistician:
= Nationality: Vietnamese.
= Workplace: AICS Hanoi Office — Casa [talia, 18 Le Phung Hieu, Hanoi,
Vietnam.

Working hours: 9am - 5pm (1-hour lunch break), from Monday to Friday.
= Applicable Law: Vietnam.

= Insurance to be provided: Health insurance + Accidents at work

= Net salary: 1.000 Euro/month.

= Length of contract: 6 months, starting as soon as possible, preferably within 15
December 2020

= Terms of reference:

e Carry out driving duties as instructed by the Supervisor. No service
vehicle will be driven unless authorized by the supervising personnel.
Unauthorized persons should never be taken into an AICS vehicle.

e Check velitle sthediele for the Office (missions, trarspor weeds),
prep are necessary plans/ arrangements and report on changes.

e Maintain the relevant forms (Vehicle Logbook and Vehicle Fuel Forms)
assigned to each vehicle and submit them to Administration at the end of
each month.

e Cartry mobile phone at all times, switched on and charged, when on duty.

e Ensure that the vehicle(s) allocated is/are checked on a daily basis
(Monday to Friday) conceming fuel, water, oil and other fluids, tyre
pressure and any damage/ repair requirements (which are to be reported
to Administration for action).

e Suggest and report on appropriate services or repairs.

= Ensure that all vehicles’ equipment and accessories are in good order.

¢ Ensures that allocated vehicles are kept clean and the interiors tidy.

e The driver is responsible for all loading and unloading of goods into the
vehicle and ensuring their security and condition while in the vehicle.

e Report any accident or driving incident, even minor, to the Supervisor
and to Administration as quickly as possible and complete necessary
reports.

e Obey all road traffic regulations, including the wearing of seat belts. The
driver must ensure that he is in possession of a driving licence when on

MYANMAR —YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
Tel. (+95.1) 7538730, 7538732
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driving duty. The payment of speeding, parking and other road traffic
offence fines is the driver's responsibility. The driver should note that
when he is personally responsible for an accident, a sanction could be
imposed.

¢ Assist the Office with clerical/administrative duties as required;
howvever, driving duties or tasks take priority.

e Carry out any delivery or collection duties as may be necessary (letters
cheques, visas, minor procurements, etc...).

e Supervise minor maintenance jobs carried out at the office by external
parties (electricians, painters, plumbers).

e Ensure that the fulfilment of his tasks is carried out with full care
preserving the confidentiality of all matters related to AICS operations.

e Carry out any other duties that may reasonably or exceptionally be
rcquired to ensure the smooth operation of AICS work and optimize the
functioning of the office, such as replacing absent colleagues, carrying
out administrative tasks, etc.

o N.1 Administrative-Accounting Assistant: **

Nationality: Vietnamese or Foreigner (AICS shall support for VISA).
‘Workplace: AICS Hanoi Office — Casa Ttalia, 18 Le Phung Hieu, Hanoi,
Vietnam.
Working hours: 9am - 5pm (1-hour lunch break), from Monday to Friday.
Applicable Law: Vietnam.
Insurance to be provided: Health insurance + Accidents at work
Net salary: 1.500 Euro/month.
Length of contract: 6 months, starting from 1 January 2021
Terms of reference: Under the general supervision of the AICS Yangon Head of
Administration and direct supervision of AICS Hanoi Administrative Officer and
in cooperation with the Vietnam Head of Programs:
s Prepare, collect and manage documents related to payments procedures
and procurements (requests for quotations, invoices etc);
e Manage punctual payment of office utilities (e.g. electricity bills, phone
bills, internet bill etc);
e Prepare/process payments through internet banking;
= Fulfii PRIMA NOTA files and prepare supporting documents in
accordance with intemal procedures;
» Archive invoices and documents related to all financial transactions;

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
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e Kcep accurate recordings of cxpenditures and financial transactions,
allocating expenses according to funding sources and budget codes, as
per internal procedure;

e Manage relations with local banks (cheque fulfilling, international
transfer, cash withdrawal, bank account opening and closing etc.), in
cooperation with the auxiliary staff;

e Manage bank reconciliation, cash flow and follow up on outstanding
payments;

* Keep good relations with suppliers, providers and partners, in
cooperation with the auxiliary staff;

e Organize logistics support for mectings, scminars and projects, as
requested;

e Assist the Office with administrative procedures related to human
rcsources (insurance, pay slips ctc.);

s  Assist the office with inventory management;

e Archive documents according to Office procedurc (including DOCUMIT
procedure), under the supervision of AICS Yangon Focal Point;

e Assist the office with travel duty logistics (VISA, tickets, reservations
etc.);

e Provide other administrative support and camry out general office
management duties if required.

** The staff to be outsourced is not. sure at present. However, it shall be included in the contractor offer.
The contracting authority will inform the awarded contractor on whether to proceed or not with the
concerned staff outsourcing.

Names and personal details of pre-selected staff to be outsourced will be provided to the service provider
by AICS-Y after contract awarding. Pre-selected staff have been selected based on previous working
experiences with AICS.

4.2.2 Service of contract management of the aforementioned staff to be outsourced, as per
applicable relevant laws and regulations.

The Service Provider shall provide the following services:

a) Ensure, through Medical Check-up, that pre-selected staff are fit for employment. AICS-
Y must be provided with certificates/declarations stating that outsourced staff are fit for
work.

MYANMAR — YANGON OFFICE
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b) Set Hcalth and Accidents at work and insurance for all the outsourced staff, to be covered
from starting to ending date of working contracts. Compensations in case of injury or
death shall be included.

¢) Ensure general management of outsourced staff contracts’ in compliance with relevant
applicable laws and regulations.

d) Provide Payroll service for outsourced staff;

e) Timely pay, on monthly basis, salaries, applicable income taxation, social security,
statutory benefits (if any) and/or any other additional cost that may be ncccssary as per
applicable laws and regulations;

f) Manage and supervise outsourced staff” working hours, weekly rests, holidays, paid and
unpaid leaves, sick leaves, in compliance with relevant labour laws and regulations;

g) Supervise outsourced staff Office attendance and provide temporary staffing as a
replacement for the absent employee, if needed (whether requested by the Contract
Authority).

o The service provider is solely responsible for payment of services, tax, insurance (medical,
against accidents at the work) and all other taxes and government dues as may be applicable. In
no case AICSY will be responsible to pay taxes due by the Service provider for the execution of
present Service Contract.

e It is clear and understood that outsourced staff remain personnel employed or hired by the
outsourcing company for all intents and purposes and that there is no employment relationship
between said staff and the Italian Agency for Development Cooperation.

s The service provider shall be solely responsible for providing all the statutory benefits (as per
applicable relevant laws) to the eligible outsourced staff and shall be solely responsible for
payment of compensation (as per Myanmar/Vietnam relevant laws) in case of injury or death of
such personnel.

Outsourcing staff must have the features of expertise, decorum, confidence, experience and
professionalism.

AICSY reserves itself the right to request the replacement of the outsourced staff if one of the following
circumstances will occur:

e disseminating (directly and indirectly) of knowledge or information acquired during service
and related to the work that has been done;

e putting into action behaviours which may involve criminal acts (corruption, fraud, misuse of
office equipment and funds, use or distribution of illegal substances);
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e demonstrating misconduct, proved incompetence, hicrarchical insubordination, unjustified
abscnce from work, failure to comply with schedules and work assignments, voluntary
damage of the Office property.

s guality of the work provided by the outsourced staff not considered satisfactory by AICSY

The contestation of charge will be notified by AICSY to the service provider which will proceed with the
replacement of the personnel deemed unsuitable.

Whether the outsourcing-employment termination is requested by the outsourced staff, the service
provider will notify immediately his/her notice to AICSY. In case the Contracting Authority will decide
to rcplace such staff, the Service Provider will be responsible of the selection of the new staff, in
coordination with AICS Yangon. The Service Provider could be requested to submit a List of pre-selected
candidates to AICS Yangon. AICS Yangon will have the right to choose from the short-listed candidates.
The selection services will be performed under the general budget of the contract. However, the
Contracting Authority shall decide not to replace resigning staff.

The Contractor shall inform and update the outsourced staff about COVID-19 prevention hygiene and
behavior rules and regulations and support AICS Yangon monitoring the full observance of AICSY
Office Orders.

4.3. Project management
4.3.1. Responsible body

AICS Yangon Country Office, represented by its Head of Office, is responsible for the management of
the present contract.

4.3.2. Management structure

AICS Yangon Head of Office is the person in charge for managing the present contract and all issues
related to the concerned service/actions. For specific tasks, AICS Yangon Country Head of Office may
delegate AICS Yangon Administrative department.

5. LOGISTICS AND TIMING
5.1. Location
The operational base for the project are:

a) Italian Agency for Development Cooperation (AICS) — Yangon Office, 41-27, Inya Myaing,
Shwe Taung Gone, Bahan Township, Yangon, Myanmar;

b) Italian Agency for Development Cooperation (AICS) — Hanoi Project Office, 18 Le Phung Hieu,
Hanoi, Vietnam;
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c) Contractor’s premises.
The Service will be performed by the Contractor in its own premises.
5.2. Start date & period of implementation of tasks

The intended start date is 1% of December 2020 and the period of implementation of the contract will be
15 months from this date. Please see Articles 19.1 and 19.2 of the special conditions for the actual start
date and period of implementation.

The implementation period could be extended in case of clarification or integration related to the Service
are requested from the Contracting Authority or AICS. Moreover, the implementation period can be
extended based on a previous approval from AICS.

In case of significant changes necessary for a) unexpected changing of applicable laws and regulations
(e.g. Labour Law) b) change of AICS Office structure, c) unforeseen need to extend the contract of the
staff, the price of the contract can be resettled for a maximum of 10% of the initial contractual amount. In
no cases the overall final contractual amount can exceed the threshold of 125.000,00 EUR

Depending on the outcome of the initial contract, the Contracting Authority shall award a contract for
additional services.

6. REQUIREMENTS

6.1. Staff

Note that civil servants and other staff of the public administration of the partner country, or of
international/regional organisations based in the country, shall only be approved to work as experts if well
justified. The justification should be submitted with the tender and shall include information on the added
value the expert will bring as well as proof that the expert is seconded or on personal leave.

6.1.1. Other experts, support staff & backstopping

The contractor shall select and hire other experts as required according to the needs. The selection
procedures used by the contractor to select these other experts shall be transparent, and shall be based on
pre-defined criteria, including professional qualifications, language skills and work experience.

The costs for backstopping and support staff, as needed, are considered to be included in the tenderer's
financial offer.

6.2. Office accommodation
Office accommeodation for each expert working on the contract is to be provided by the contractor.

6.3. Facilities to be provided by the contractor

MYANMAR — YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
Bahan Township, Yangon
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The contractor shall ensure that experts are adequately supported and equipped. In particular, it must
ensure that there is sufficient administrative, secretarial and interpreting provision to enable experts to
concentrate on their primary responsibilities. It must also transfer funds as necessary to support their work
under the contract and to ensure that its employees are paid regularly and in a timely fashion.

6.4. Equipment

No equipment is to be purchased on behalf of the contracting authority / partner country as part of this
service contract or transferred to the contracting authority / partner country at the end of this contract.
Any equipment related to this contract which is to be acquired by the partner country must be purchased
by means of a separate supply tender procedure.

MYANMAR —YANGON OFFICE
41-27 Inya Myaing, Shwe Taung Gone
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E-mail: segreteria.yangon@aics.gov.it



WINCOM

WORKFORCE SOLUTIONS

WinCom Workforce Solutions Co. Ltd.
43/44, 2nd Floor, MMM Building, Strand Road.
Ahlonc Tawnship, Yangon, Myannar.

Phone - 09 2627 88800

‘to: Kalion Agency for Development Cooperation {AICS) — Yangon Office
41-27, Inya Myaing, Shwe Taung Gone
Baluen Township, Yangon

ORGANISATION & METHODOLOGY

Ref:

AID 11758 “Cluster fund For Technical Assistance - MYANMAR”

CAP 2171 — Budget Year 2021 “Funzionamento”

AID 11121 “Coordination and projects Implementation fund - VIETNAM”

Date 16/11/2020

With reference to the project memioned above, below is a summary of the Organisation and
Methodology that shall suppart the execution of the contract.

I. RATIONALE

WinCom Workforce Solutions Co. Ltd. (WinCom), a company registered in Myanmar, along with
its partner Adecco Vietnam Joint Stock Company (Adecco Vietnam), a company registered in
Vietnam, shall provide outsourcing services covering Myanmar and Vietnam for the scope of this
project.

WinCom and Adecco Vietnam are established outsourcing service providers in Myanmar and
Victnam respectively and shall work as a consortium in order to perform contract inanagement of
pre-selected staff for AICS Y angon.

WinCom, based in Myanmar shall perform the lead role in the consortium and shall coordinate
directly with A1CS Yangon office for all administrative and other purposes to enable the exccution
of the services provided both in Myanmar and Vietnam. WinCom shall perform contract
management services for the preselected staff in Yangon in compliance with the laws and
regulations of Myanmar. Adecco Vietnam shall coordinate with WinCom and provide contract
management services in Hanoi, Vietnam for the pre-selected staff in compliance with all the laws
and regulations of Vietnam.

As per Section 4.2.2 of Annex II - Terms of Reference, WinCom as a leader of the consortium shall

be responsible for all the services to be provided to AICS Yangon Office and shall subcontract the

execution of the services in Vietnam to Adecco Vietnam. All monthly invoices for Vietnam and

Myanmar shall be compiled and submitted to AICS Yangon Office by WinCom along with the
r supporting documents.
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Considering the current global situation of the pandemic, we could encounter some delays in
execution of some of the key activities as mentioned in the terms of reference:

« Medical Check-up —~ Depending on the local restrictions by the Government in Myanmar and
Vietnam, the hospitals may restrict regular medical check-ups or provide appointments with
delays in order to reduce overcrowding on any specific day. Hence, we may expect some delays
to conduct a medical check-up for the outsourced staff. This could mean that we would have to
appoint them prior {0 ascerlaining their Gitness for employment in such a scenario.

e Full Coverage lnsurance — based on our expericnce during this time of pandemic, we also
foresec some delays in being able to sign up and receive insurance cards for the full coverage
insurance from the start date of the outsourced staff. The underwriters are taking time to finalise
insurance policies. However we shall try 1o expedite this process by regular communication with
the insurance company and get the insurance signup as quickly as possible.

The risk associated with the exccution of the contract depends on the spread of pandemic in
Myanmar and Vietnam and office working hours may have to be adjusted in accordance with the
directions from the respective governments of Myanmar and Vietnam. This may impact the normal
attendance of the outsourced staff, however any changes or modifications to the attendance or
availability of outsourced staff in the office will be discuss and agreed with the contracting
authority prior to implementation as per local govemment regulations.

2. STRATEGY

WinCom along with its partner Adecco Vietnam has a well-defined strategy for implementation of
the contract based on our experience. As requested the details of the key activities are mentioned
below for the respective outsourced stafT —

Ref: AID 11758 “Cluster fund For Technical Assistance - MYANMAR?”

i.  Full Coverage Insurance (Medical) — as per request in the terms of reference, WinCom has
proposed a full coverage insurance to cover accidents at work and any hospitalisation. The
medical insurance covers

- Total coverage of USD 200,000

- Inpatient Coverage including pre/ post hospitalisation

- Cashless Qutpaticnt Coverage of visits to the doctors at selected hospitals as per the
policy attached with a mimimal co-payment.

Kindly refer to Auachment A —Proposed Foreign Medical Insurance Coverage Nov 2020
for the proposed medical insurance policy coverage.
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Injury or Death Compensation Insurance — as per request in the terms of reference, WinCom
has proposed the below compensation for injusry or death with 10 units of Basic Cover. The
Insurance covers -
- Hospitalisation coverage in case or injury of MMK 100,000/ day (approx. USD 75/
day) for 60 days maximum.
- Compensation for Death of MMK 10,000,000 (approx. USD 7,500).

Kindly refer to Attachment B — Proposed Myanmar Insurance Coverage Nov 2020 for the
proposed insurance policy coverage.

Medical Check-Up — Medical check-up shall be conducted at Pun Hlaing Hospital in
Yangon, Myanmar with the selection of a suitable package as per the age of the outsourced
staff.

Kindly refer to Attachment C — Proposed Medical Check Up which mentions the tests
required to be conducted for the outsourced staff.

All other benefits relating to the Social Sccurity Board (SSB) shall be provided to the
outsourced staff as per laws of Myanmar. All leaves and other employment benefits shall be
provided as per the relevant laws upon discussion with the contracting authority.

Kindly refer to Attachment D — Myanmar EC the employment contract as per Myanmar
Labour Laws which shall be signed between the contractor and outsourced staff.

Ref: CAP 2171 — Budget Year 2021 “Funzionamento”

vi.

Vii.

/

Medical Insurance — as per request in the terms of reference, WinCom has proposed an
insurance to cover accidents at work, hospitalisation and death based on Myanmar Insurance
Palicy. The medical insurance covers -

- Surgical Operations coverage up to MMK 1,500,000 (approx. USD {,140)

- Miscarriage coverage of up to MMK 300,000 (approx. USD 220)

- General Doctor visits at selected hospitals for MMK 25,000 per visit (up to 4 visits).

Kindly refer to Attachment B - Proposed Myanmar Insurance Coverage Nov 2020 for the
proposed medical insurance policy coverage.

Injury or Death Compensation Insurance — as per request in the terms of reference, WinCom
has proposed the below compensation for injusry or death with 10 units of Basic Cover. The
insurance covers -

- Hospitalisation coverage in case or injury of MMK 100,000/ day (approx. USD 75/

day) for 60 days maximum,

- Compensation for Death of MMK 10,000,000 (approx. USD 7,500).
Page | 3
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Kindty refer to Attach ment B — Proposed Myanmar Insurance Coverage Nov 2020 for the
proposed insurance policy coverage.

Medical Check-Up — Medical check-up shall be conducted at Pun Hiaing Hospital in
Yangon, Myanmar with the selection of a suitable package as per the age of the outsourced
staff.

Kindly refer to Attachment € — Proposed Medical Check Up which mentions the tests
required to be conducted for the outsourced staff.

All other benefits relating to the Social Security Board (SSB) shall be provided to the
outsourced staff as per laws of Myanmar. All leaves and other employment benefits shall be
provided as per the relevant laws upon discussion with the contracting authority.

Kindly refer to Attachment D — Myvanmar EC the employment contract as per Myanmar
Labour Laws which shall be signed between the contractor and outsourced staft.

Ref: AID 11121 “Coordination and projects Implementation fund - VIETNAM”

X1

Xil.

Full Coverage Insurance (Medical) — as per request in the terms of reference, Adecco
Vietnam has proposed a fuli coverage insurance to cover accidents at work and any
hospitalisation. The medical insurance covers
- Inpatient Coverage including pre/ post hospitalisation
- Ambulance service included
- Cashless Qutpatient Coverage of visits 1o the doctors at selected hospitals as per the
policy

Kindly rcfer to Attachment E -- Generali Private Insurance 2020 — Plan A for the proposed
medical insurance policy coverage.

Injury or Death Compensation Insurance — as per request in the terms of reference, Adecco
has proposed the below compensation for injusry or death
- Hospitalisation coverage in case or injury of VND 5,750,000 / day (approx. EUR
210/ day)
- Compensation for Death of 30 times Basic Monthly Salary (approx. EUR 32,000).

Kindly refer to Attachment E — Generali Private 1nsurance 2020 — Plan A for the proposed
insurance policy coverage.
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Medical Check-Up -~ Medical check-up shall be conducted at a selected hospital in Adecco’s
vendor list, with the sclection of a suitable package as per the age of the outsourced staff.

Kindly refer to Attachment I~ Proposed Medical Check 1p which mentions the tests
regutsed W be conducted for the owtsoarced saff.

All other benefits relating to Vietnam Social Insurance (social insurance, medical insurance
and uncmplioyment insurance) shall be provided to the outsourced staff as per laws of
Vietnam. All leaves and other employment benefits shall be provided as per the relevant
laws upon discussion with the contracting authority.

Kindly refer to Attachment G - Labor Contract Template. the ecmployment contract as per
Vietnam Labour Code which shall be signed between the contractor and outsourced staff.

TIMETABLE OF WORK

As per the terms of reference below mentioned timetable of work shall be performed by WinCom in
order to execute all key tasks —

Sr. | Task | Frequeney | Date) | Remarks
No. Timeline
I | Medical Check-Up Once for Within 2 | Depends on current
(Myanmar & Vietnam) contract weeks pandemic situation, may
duration take longer to get
appointment from hospital
| 2 | Contract Signingwith |  Oncefor | Within | i
outsourced staff’ contract week
(Myanmar & Victnam) duration
3 | Full Coverage Insurance Once for Within 2 Depends on Insurance
sign up (Myanmar & contract weeks provider response due to
Vietnam) duration pandemic, could take a few
weeks.
4 | Check Monthly Monthly 21% of each - ]
Attendance (Myanmar & month
Vietnam)
5 | Prepare payroll (Victnam |  Monthly 22" of each |
' outsourced staff) — salary month
and all other statutory
calculations and send to
Page| 5
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6 | Preparc payroll Monthly | 22*ofeach | i
(Myanmar outsourced | \ month |
staff) — salary and other |
statutory calculations. ‘ * \
7 | Send Payroll calculations |  Monthly ’ 23 of each | 3
for Vietnam and month .
Myanmar outsourced \ ) |
staff to contracting |
authority for verfication | l \ J
8 | Process paymentto | Monthly | 25" of each | =
outsourced staff in month
Myanmar and Vietnam ||
(upon confirmation from
contracting autnority)
9 | Submission of Invoice for [_ Monthly 27" of each i
Outsourcing Services month
(Myanmar and Vietnam)
to contracting auntority
| for the month with
| relevant supporting
documents attached.
10 | Process statutory and Monthly Within First }
Income Tax payments to week of
Govt. Offices. (Myanmar following
and Vietnam) wonth
11 | WinCom to receive Monthly 10" of -
payment from contracting following
authority in Myanmar for month
Qutsourcing Services
(Myanmar and Vietnam)
provided in the month.
12 | WinCom to remit funds |  Monthly | 12%of |
to Vietnam for following
Qutsourcing Services month
provided in the month. |
Note ~
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i. Ifany dates fall on public holidays, the tasks shall be executed on either the day preceding
the above mentioned date or the day after which shall be duly communicated to the
contracting authority.

1. If timelines of any tasks would have to be adjusted due to the ongoing pandemic, the same
shall be discussed and agrecd with the contracting authority.

4. INVOLVEMENT OF ALL MEMBERS OF THE CONSORTIUM AND OF CAPACITY PROVIDING
ENTITIES

As per the requirements of the project and as mentioned in the Section 1 - Rationale of this
document, the project shall be executed through the collaboration of WinCom and Adecco Vietnam
as a consortium. Tasks and Responsibilitics of each member of the consortium is as mentioned
below -

| Sr. | Scope of Work WinCom Workforce Co. Ltd. Adecco Vietnam Joint Stock 1
No. P (Myanmar) Company (Vietnam)

i rAs the lead member of the |
1 Coniracting | consortium, sign the contract
with the contracting awthority.
!

Sign a service agreement with |
Adecco Vietnam Joint Stock

Company as a sub-contractor to |
| provide contract management
| and outsourcing  services in

Vietnam for the project.

| 2 | Sub-Contracting

‘ Manage all administrative tasks
' |and coordipation with the
| contracting anhorty  office
‘ based in Myanmar.

| Coordinate ~ with  Adecco
) Vietham for all documents
Administrative required 1o be subsitted to
Coordination for contracting authority as and
Coniract [ required. |

‘ Maintain constant and eflective

commurication among
| contracting authorify and sub-
f conlractor for efficient
Lexeostion  of  omsouwrcing
| services in  Myanmar and

Pagc |7
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Medical Check Up

! | Employment
‘ Contracts with
Qutsourced Staff

| || Insurance Coverage

Vietnam

Assign a dedicated singly point
of contact client services |
manager for the successful
execution of the contract |

|
Amange for medical! check-up
for pre-selected staff by
contracting authority in |
Myanmar.

Upon receipt of results of
medical  check-up  provide
certificates/declarations stating
if outsourced staffs are fit for
work.

Arrange for medical check-up
for pre-selected staff by
contracting authority in
Victnam.

Upon receipt of results of
medical  check-up  provide
certificates/declarations stating
if outsourced staffs are fit for
work.

Sign employment contracts with
outsourced  staff based in
Myanmar. .in. .compliance with |

local ‘laws 'and ' regulations of |
Myanmar.

|
General management of

outsourced stafl contracts in
| comphiance with  applicable
laws and regulations of
] Mpyanmar throughout the project

term.

Procure Health and Accidents at |
work  Insurances for all |
| outsourced staff in Myanmar.

Sign employment contracts with
outsourced staff based in
Vietnam . in  compliance  with

Vietnam.

General management of
outsourced staff contracts in
compliance with  applicable |
laws and regulations of Vietnam fl
throughout the project term.

Procure Health and Accidents at
work  Insurances for all
outsourced staff in Viemnam.

Statutory
‘ Registrations

Monthly Payroll
Processing

|

| Register outsourced staff with |
ilocal regulatory  authorities
(Income Tax  Department,
Social Security Board - SSB) |

etc. as required
!

Calculate Monthly Payroll
based on the monthly
attendance  including  any
expenses, allowances, tax and
deductions for outsourced staft |
in Myanmar.

salaries, applicable income
taxation, social security,
statutory benefits (if any) and/or

Calculate Monthly Payroll j

Register outsourced stafl with |
focal regulatory authorities
(Income Tax  Decpartment.
Social Insurance) etc. as
required

based on tbe  monthly
attendance  including  any
expenses, allowances, tax and
deductions for outsourced staft
n Vietnam.

Timely pay, on monthly basis,
salaries, applicable income
taxation, social security,
statutory benefits (if any) and/or

43/44. 2 Floor. MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar

Ph: 09 2627 88800/ 09 4300 97422

Wavw wwincam solulions com
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Qutsourced Staff
Management

Statutory Payments

Replacement of
Outsourced Staff

any other additicnai cost that any other additional cost that
may be necessary as per  may be necessary as per
applicable laws and regulations | applicable laws and regulations

for  outsourced staff in | for outsourced staff in Vietnam.
Myanmar.

Send payslips i all outsourced ' Send payslips 1o all outsourced
staff in Myanmar. | staff in Vietnam.
|

Manage and supervise | Manage and supervise
outsourced  staff  working | outsourced staff® working hours,
hours, weekly rests, holidays, | weekly rests, holidays, paid and
‘paid and unpaid leaves, sick | unpaid leaves, sick leaves, in
leaves, in compliance with | compliance with relevant labour
relevant labour laws and | laws and regulations for
regulations for outsourced staff | outsourced staff in Vietnam.

in Myanmar.

Supervise outsourced  staff | Supervise  outsourced staiﬁ
office attendance and provide | office attendance and provide
temporary  staffing as a|temporary staffing as a
replacement for the absent | replacement for the absem'
cmployee, if nceded (whether | employee, if needed (whether
requested by the Contracting ' requesied by the Contracting
Authority) in Myanmar. Authority) in Vietnam.

| Maintain up 1o date employee Maintain up to date employec
files for all outsourced staff in  files for all outsourced staff in
Myanmar. | Vietnam.

Payment of taxes and other | Payment of taxes and other
statutory payments to relevant | statutory payments to relevant
government  departments  in | government  departments  in
Myanmar. Vietnam.

Filing of copies of all payment | Filing of copies of all payment
,l receipts in employee files | receipts in employee files

| Upon request from contracting ’ Upon request from contracting
authority, provide list of | authority, provide list of
shorllisted  candidates  for | shortlisted  candidates  for
replacement of  specified | replacement  of  specified
outsourcing staff in Myanmar. l outsourcing staff in Vietnam.

Monthly Invoicing
for Outsourcing
Services

Invoicing to

43744, 2 Floor. MMM Building. Strand Road, Ahione Township, Yangon. Myanmar,

| Prepare  monthly  invoice
1 relating o owsourcing, services |
| in Vietnam with all relevant |
supporting  documents  to
l' WinCom (Sub-contracting

| authority)

Prepare finzl monthly invoice | |
| = !

Page |9
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Contracting for oulsourcing services in |
Authority Myanmar and Vielpam and |
submit to contracting authority
as per agreed timelines each
month with relevant supporting
documents. |

Receive monthly payment from
| contracting authority for invoice |
Funds Remittance | issued and remit funds to
to Vietnam subcontractor in Vietnam for
| | execution of services in

I Vietnam. _ J

Professional and Technical Capabilitics of Adecco Vietnam Joint Stock Company (Adecco
Vietnam) -

AdeccoVietnam Joint Stock Company was incorporated in Vietnam in 2011 and is fully owned and
funded by The Adecco Group AG, head quarter based in Switzerland. Since incorporation, Adecco
Vietnam has served over 500 clients providing executive recruitment, staffing, payroll outsourcing,
contract management and training services. Below mentioned supporting documents are provided to
support the capability and commitment of Adecco Vietnam in providing the services under this
project as a sub-contractor to WinCom.

A summary of the experience of Adecco Vietnam is provided in Attachment H - Summary of
Experience.

A statement of commitment of Adecco Vietnam is provided in Attachment I - Letter of
Commitment.

Yours sincerely,
For WinCom Workirce Solutions Company Lid.

Mr. Kshitij CRandhary (KC)

Director & Authorized Signatory
Email — Lo v 1solutions.
Mobile - +95 9797 004 700

Page | 10
43/44, 2™ Floor, MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar.
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@

WinCom Workforce Solutions Co. Ltd.
43/44, 2nd Floor, MMM Building, Strand Road,
Ahlone Township, Yangon, Myanmar.

Phone - 09 2627 83800

To: lalian Agency for Devclopment Cooperation {AKCS) — Yargos Office
41-27, lnya Myaing, Shwe Taung Gone
Bahan Township, Yangon

BUDGET

Ref: AID 11758 “Cluster fund For Techrical Assistance - MYANMAR?”
CAP 2171 - Budget Year 2821 “Fnazionamento”
AID 11121 “Coordination and projects Implementation fund - VIETNAM”

Date 16/11/2020
Global price: [EUR] <105.757>
| Description Total price (lomp sam) |[Euro] |
AID 11758 - MYANMAR 19.494
- N.1 Jun!or Fmanct? and L?glsucs Asststant: ANNEX V.A
- N. 1 Junior Executive Assistant
‘ - Maximum value: EUR 28.000
. CAP 2171 - MYANMAR 23.258
- N. 1 Cleaner — Supervisor ANNEX V.B
| - N. 1 Cleaner
- N.3 Maintenance worker Maximum value: EUR 27.000 ]
AID 11121 - VIETNAM 605 l
| - N.1- G'ovemme-nt_L‘lalson Officer | ANNEXV.C
- N. I- Driver Logistician )
- N. I- Administrative-Accounting Assistant: ** Maximum value: EUR 70.000
Name | Mr. Kshitij Chaudhary J
[ a \
' Firm and Position WinCom Wortorce Sobition: Co.lad
ll Director ‘
‘ Signature
| ==
Date 16/11/2020
| k=
Page 1
43/44, 2™ Floor, MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar.
/ Ph: 09 2627 88800/ 09 4500 97422
www.wincomsolutions.com
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WORKFORCE SOLUTIONS
ANNEX V.A - BUDGET AID 11758 @

1. Recruitment/hiring of pre-selected staff, to be outsourced to AICS Yangon

The Sexvice provider shall draft and enler in a contract compliant with applicable laws and regulation with
the pre-selected staff to be outsourced, as per terms and conditions set in Annex 11 - Terms of Reference.

, Recraitment/hiriag '
Staff to be outsourced \ Total price lump sum) ||
S B | (EUR) |
AID 11758 - MYANMAR |
- N. 1 Junior Finance and Logistics Assistant
. N . 1.150
- N. 1 Junior Exccutive Assistant I
2. Contract management of pre-selected staff, (o be outsourced to AICS Yangon

Management fees cannot exceed 20% on the outsourced staff gross salary (coloumn B) and shall include
bank transfer fees and any fee not specifically mentioned in the present budget.

Stafftobe ' N.Moatks | Monthly Gross | Managemen | Monthly | Total price for n. |
ouisomurced  of comfraci salary t Fees cost for | of months
(EUR) 13% of contract considered
Gross Salary | management (EUR)
T e | ®UR) (EUR)
| A B C D=B+C E=(D*A)
|AID 11758 | T
Junior
Finance and 12 520 68 588 7.036
' Logissi
Assistant
AID 11758 B
Junior 12 685 89 774 9.288
Executive
] Assistant
‘ TOTAL
1.205 157 1.362 | 16.344
| N - |_ 4
Page |2

43/44, 2™ Floor, MMM Buding. Strand Road, Ahtone Township, Yangon. Myanmar.
Ph: 09 2627 83801¥ 09 4500 97422
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WORKFORCE SOLUTIONS

Medical check-up
Medical check-up for outsourced staff will be provided by the Outsourcing Company, certifying that
such staff is fit for the employment.
Payment of the medical check-up costs to the Qutsourcing Company will be made upon submission
to AICS Yangon of Fit-for-employment centificates of the outsourced staff considered.
Saaff to be outsouyved | N. of staff Unit price | Total price (lump
considered (EUR) ! sum)
- B f i (EUR)
| | A | B . C=A*B
AlID 11758 - MYANMAR
- N. 1 Junior l-‘it.m!ee 2 100 200
and Logistics
l Assistant: ‘
- N.1 lunior Executive | |
Assistant ' ‘
Insurance
The Outsourcing Company will set a private Health Insurance and Insurance against Accidents at
work for all the culsourced staff, to be covered from starting to ending date of working contracts.
Payment of insurance costs to the Outsowcing Company will be made upon submission to AICS
Yangon of Insurance proof of subscription for the outsouced staff considered.
StafT to be outsourced N.ofstaff |  Unit price Tota} price (lump
considered | (EUR) sum)
. S . (EURY |
- A | B | C=A*B
AID 11758 - MYANMAR 'I
| - N. 1 Junior Finance |
and Logistics |
Assistant: . 200 1.800
- N. 1 Junior Executive ]
Assistant
Page |3
43/44, 2™ Floor, MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar.
Ph: 09 2627 88800/ 09 4500 97422
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S. Total amount of the Economic Offer — AID 11758

Item | Description . Ameoast |Euro}
1 | Recruitment/hiring of pxe-sclectad staff, w0 be 1130
outsourced to AICS Yangon

2 Contract management of pre-selected staff, to be | 16.344
- outsourced to AICS Yangon e N | ‘" m |
3 ] Medical Checlk-up 200

4 , Insurance 1.800

| e S | |
{ TOTAL AMOUNT OF THE ECONOMIC | 19494 [
OFFER - AID 11758 | [Maximum Eur 28.000,00]

Particulars of the quotation —
i.  Social Security Board (Employee Contribution) = 2% of income with 2 maximum of MMK 6,000

(approx. EUR 4,00)

ii.  Personal Income Tax = calculated as per Myanmar Labor Laws for a period of 12 months contract.

iii.  Health Insurance Premium = please find in the attached document reference to Plan 3 with
international insurance company (A+) and Basic Cover -10 units with local insurance company
(GGI)

iv.  Medical Check Up = please refer to the attaached document reference

r = e e ———

Name Mr.Kshitij Chaudhary
Firm and Position 1| WinCom Workforce Solutic;s Co.,Ltd
Director
Signature | :
|
Date 16/11/2020

ANNEX V.B - BUDGET CAP 2171

1. Recruitment/hiring of pre-selected staff, to be outsourced to AICS Yangon
8 " Recruitment/hiring i
| Staff to be outsourced | Total price (lump sum)
. | | | (EUR) .
CAP 2171 — MYANMAR |
- N.1 Cleaner — Supervisor -
1.350
- N. I Cleaner - l N s
Page | 4
S 43/44, 2™ Floor, MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar.

Ph: 09 2627 88800/ 09 4500 97422
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- N.3 Maintenance worker | ] @

2 Contract management of pre-selected stafl, te be outsonrced to AICS Yangon

Management fees cannot exceed 20% on the outsourced staff gross salary (coloumn B) and shall include
bank transfer fees and any fee not specifically mentioned in the present budget.

Stafftobe | N. Monthiy Gress  Masasemes Mawnthly Total price for n
|I outsourced | Months | Salary tFess cost for of monihs
of 18% of contract considered
| | contract | Gress Salary | masacement
\ '| {EUR) EUR)y
I | (EUR) | (EUR)
‘ : o — - — —n —_— - - S
& A B | C | D =B+C E= (D*A)
|
| CAP217T1 \ o Y s |
‘ Cleanct ‘ 12 365 66 431 5.172
Supervisor
| |
CAP 2171 - 2 gy ' ' b
) Cleaner ] 12 260 47 307 | 3.684
l CAP21T1 | '
Maintenance | 12 | 260 ; 47 | 307 3.684
worker ‘ |
CAP 2171 ‘ i B ; ‘I = N
Maintenance 12 260 47 307 3684
worker 1
CAP 2171 ' i j ‘ s B
Maintenance 12 260 47 307 3.684
worker |
‘. . 5
TOTAL |
' I 1.405 254 | 1.659 19.968
| :
|
Page | §
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3. Medical check-up
Medical check-up for outsourced staff will be provided by the Outsourcing Company, certifying that
such staff is fit for the employement.
Payment of the medical check-up cosis to the Outseurcing Company will be made upon submission
to AICS Yangon of Fit-for-employement certificates of the outsourced staff considered.
Staff to be outsourced N. of staff Unitprice | Total price (lamp
comsidered (EUR) sum)
I B g - (EUR)
== A B _ C=A*B
CAP 2171 - MYANMAKR
g - Nt Cewa - 5 120 600
Supervisor
- N. 1 Cleaner ’
- N. 3 Maintenance ‘
worker |
1
4. Insurance

5.

f_"

The Outsourcing Company will set a private Health Insurance and Insurance against Accidents at
work for all the outsourced stafT, to be covered from starting to ending date of working contracts.

Payment of insurance costs to the Outsourcing Company will be made upon submission to AICS
Yangon of Insurance proof of subscription for the outsouced staff considered.

Staff to be outsosreed N. of staff Unit price Total price Qump
cousidered (EUR) sam)
T . (EUR)
A B L CAB

CAP 2171 - MYANMAR 3 -

| - N. t Cleaner - l " |

‘ ) ;’, Cl;:lrer 5 280 1400 |
- WN. 3 Mantenance |

l worker

Total amount of the Economic Offer — CAP 2171

| tem | Description | Amount [Euro|
1I Recruitment/hiring of pre-selected staff, to be]I 1350

| outsourced to AICS Yangon

|2 |Contract management of pie-sclecied staff, to be | /9.908

Page | 6
43/44, 2™ Fioor, MMM Building, Strand Road, Ahlone Township, Yangon, Myanmar,
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(]

| outsourced to AICS Yangon
Medical Check-up 660

|
| | | TN | S =
4 Insurance 1.400 [

TOTAL AMOUNT OF THE ECONOMIC 23258 '
'| OFFER - CAP 2171 [Maximum Eur 27.000,00]

Particulars of the quotation —
i.  Social Security Board (Employee Contribution) = 2% of income with a2 maximum of MMK 6,000
(approx. EUR 4)
ii.  Personal Income Tax = calculated as per Myanmar Labor Laws for a period of 12 months contract.
iii.  Health Insurance Premium = please find in the attached document reference to Basic Cover -10
units, Insurance cover 1 — 3 units, Insurance cover 2 — 10 units with local insurance company (GGl)
Bencfit for GGI insurance as below:
For Basic insurance cover
= for hospitalization ~ MMK 100,000 per day (60 days maximum)
o for death < MMK 10,000,000 MMK
For Insurance cover |
e far surgical operations with general or spina! ancsthesia = Actual Cost (OR) minimum
1,500,000 MMK
o for miscarriage = MMK 300,000 (Regardless of the units bought}

(Maximum benefit amount of surgical operation and miscamage cannot exceed MMK
500,000 multiplied by purchased unit)
For Insurance cover 2
» for clinic/hospital out-patient treatment = MMK 25,000 per visit (up to 4 visits)
iv.  Medical Check Up = please refer to the attaached document reference

Name Mr. KshmJ Chaudhary

Firm and Position | WinCom Workforce Solutions Co.,Ltd

! Director

|
Fr ——

Signature ' {y’

Date - 16/11/2020

Page |7
43/44, 2 Floor, MMM Building, Stcand Road, Ahlone Township, Yangon, Myanmar
Ph: 09 2627 88800/ 09 4500 97422
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ANNEX V.C - BUDGET AID 1112}

WINCOM
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| Recrutment/biring of pre-selected stafl, to be outsourced to AICS Yangon

Rccruitment/hir_ing |

| Staff to be outsourced Total price (lump sum)
. (EUR)
AID 11121 — VIETNAM
- N.1-Government Liatson Officer
11.450

- N. - Driver Logistictan
- N. I- Administrative-Accounting Assistant: ** |

** The staff to be outsourced is not sure at present. However, it shall be included in the contractor offer. The

contracting authority will inforra the awarded contsactor on wheiher fo proceed or Dot with the concerned

staff outsourcing.

2. Contract management of pre-selected staff, to be outsourced to AICS Yangon

Management fees cannot exceed 28% on the outsourced s1aff gross salary (coloumn B) and shall include
bank transfer fees and any fee not specifically mentioned in the present budget.

|

[ Staff to be [ N. | Monthly Gross | Managemen | Monthly | Total price for . |
outsourced | Moaths Salary t Fees cast for of months
i of 17% of contract considered
| contract | Gross Salary | mmanagemrent
| (EUR) (EUR)
3 [ A B C D=B+C | E=-(D*A)
AID 11121~ | -
ORISRt o7 3.016 513 3.529 21174
Liaison |
Officer |
AID 11121 — ,'
Driver/Logis 6 | 1.666 283 1.949 ‘ 11.694
tician ‘ ‘
Page |8
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AID 11121 - | ‘
Accousting |

\ and
Amdinistrati
ve Assistaat

ik

6 } 2.399 } 408 2.807 16.842

.' ‘ __}

‘ TOTAL | ‘ [
| 7.081 | 1.204 8.285 | 49.710 l

: .| '

** The staff to be outsourced is not sure at presend. H'c;mrva',i shall be incloded in the commactor ofter. The

contracting authority will inform the awarded contractor on whether to proceed or not with the concerned
staff outsourcing.

3. Medical check-up

Medical check-up for outsourced staff will be provided by the Quisourcing Company, certifying that
such staff is fit for the employement.

Payment of the medical check-up costs to the Outsourcing Company will be made upon submission
to AICS Yangon of Fit-for-employement certificates of the outsourced staff considered.

Staf¥ to be outsourced N. of staff | Unit price Total price (lump
considered (EUR) sum) _‘
| (EUR)
S A B C=A"B
FA]D 11121 - VIETNAM |
- N. 1 - Government
Liaison Officer n. 3 people |
- N L. !- Driver (n. 2 Vietnam fand 65 195
Logistician n. 1 Foreigner] |
‘ - N. {- Administrative- citizens) ‘

Accounting - | ‘
Assistant: ** | l
i

** The staff to be outsourced is not sure at present. However, it shall be included in the contractor offer. The
contracting authority will inform the awarded contractor on whether to proceed or not with the concerned
staff outsourcing.

4. Insurance
The Outsourcing Company will set a private Health Insurance and Insurance against Accidents at
work for all the outsourced staff, to be covered from starting to ending date of working contracts.

Page | 9
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Payment of insurance costs to the Oulsourcing Company will be made upon submission to AICS .
Yangon of Insurance proof of subscription for the outsourced staff considered.

Staff to be outsourced i N. of staff | Unit price N Totsl price (lump
considered (EUR) sum)
| (EUR)
A B C=A*B

"AID 11121 — VIETNAM
| - N. I — Govemmem

Liaison Officer : n. 3 people
- N 1- Driver :
| Logistician n 2 Vzetnqm [fand 550 1.650
| . N, I Administrative. | ™ L Foreigmer/
A. - ﬁngmx e- citizens)
| Assistant: **
|

** The staff to be outsourced is rot sure at present. However, it shall be included in the contractor offer. The
contracting authority will inform the awarded contractor on whether to proceed or not with the concerned
staff outsourcing.

5. Total amount of the Econsmic Offer — ATID 11121

Item | Description | Amount |Eure|
1 | Recruitment/hiring of pre-selected staff, to be | /1.450
outsourced to AICS Yangon

2 | Contract management of pre-selected staff, to be . 49.710
| outsourced to AICS Yangon

3 | Medical Check-up == | 195
{

(4 | Insurance | 1.650

"TOTAL. AMOUNT OF THE ECONOMIC | 63.005

OFFER — AID 11121 ‘ [Maximum Eur 70.000,00]
[ | B -
Name Mr. Kshitij Chaudhary
Firm and | WinCom Workforce Solutions Co_Ltd
Position Director ‘ |
Signature m{
' Date 16/11/2020 *

Page: 10
43/44, 2™ Floor, MMM Building, Strand Road. Ahlone ‘Township. Yangon, Myanmar
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ORIGINAL

PLEASE COMPLETE AND SIGN THIS FORM AND ATTACH COPIES OF OFFICIAL SUPFORTING
== DOCUMENTS [REGISTER]S) OF COMPANIES, OFFICIAL GAZETTE, VAT REGISTRATION, ETC.)

(149

i

LEGAL ENTITY

PRIVACY STATEMENT e /782 AU Ot St G DU ST

Please use CAPITAL LETTERS and LATIN CHARACTERS when fiffing in the form.
PRIVATE/PUBLIC LAW BODY WITH LEGAL FORM

S cardipiteaad antitse el ertipn i atimit

OFFICALNAME @ || WINCOM WORKFORCE SOLUTIONS CO_LTD

[

e S R

NonFORPROFIT [ ] Neo @ ves[ | no [ ]

[
sUsESs NAME | WINCOM WORKFORCE SOLUTIONS CO.,LTD
(if different) |
ABBRTVIATION [#ieCOM WORKFORCE 1
(tecAL FoRM [corPORATION |
FOR PROFIT
IORGANISATION TVPE

MAIN REGISTRATION NUMBER @) 102426169

SECONDARY REGISTRATION NUMBER l

({1 appiicabie}
PLACE OF MAIN ary [YANGON |
REGISTRATION COUNTRY [MYANMAR ]

DATE OF MAIN REGISTRATION
YYYY

DD MM
VAT NUMBER [A KHA/740{2020-2021) |
ADDRESS OF [NO. 43/44, MMM BUNDING, STRAND ROAD, AHLONE TOWNSHIP, }
HEAD OFFICE [YANGON, MYANMAR_ ]
POSTCODE P.0. BOX [AHL | orv [vanGon i |
COUNTRY  (MYANMAR | PHONE [+95 92627 888 00 ]
|

lE-MAIL [KC@WlNCOMSOLUTIONS.COM

DATE 16/11/2020 SYAME

SIGNATURE OF AUTHORISED REPRESENTATIVE

L e

@ Natianal denomination and its translation in EN or FR if existing.
(@) NGO = Non Gover | Organk 10 be cempheed if KFRD i tndaced.

@",‘ C ber in the national register of rsongaries. See tadée with carresponding field denomination by country.



| g a——
'ORIGINAY |
TABLE WITH CORRESPONDING FIELD DENOMINATION BY COUNTRY @

I1SO CODE MAIN REGISTRATION NUMBER

Firmenbuchnummer (FN)

AT ZentraleVereinregister (ZVR-Zahl}
Ordnungsnummer
Rumeéno d'entreprisz

BE Ondemermangsnemmer
Untermehmensnummer
byacray {Gustat Code)

BG Emaoiess anesinguesaynone xog {ENK/TINN)
Undhed identiication Code {LI0)

o Apsdpig Eyypadeic
AgBdt Marpuon

«@ identiftadni o (IK0]
Hendelsregnter

DE Genossenschaftsregister (Nummers de Firma)
Vereinsregister (Nummer des Vereins)
Mummer der PartnerschaRt (Partnerschaftsregister)

DK Det centrale virksombedsregister {{VR-nummer)

EE Regustrikood

ES HOJA number
Yritys-ia yhteisotunniss (Y-tunnus)

R Foretzgs- och arganisationsnummer {FO-nummer)
Business identity code {Business 1))

R Immatriculation au Registre de Commerce et de Saciétés (RCS)
Systéme Informatique du Répertoire des Entreprises (SIRENE)

GB Company number

GR APIOMOZ I.E.MH { Fevixot [pnopucol Mmipiou)
Axnyopkas ZUAoyos ABrvidv (A2 A)
MatiZni broj obrta (MBO)
Registarski Broj kakladnog

|3 Py
Grouping registration number in Ireland

T Repertorio Economico Amministrativo (REA)

(1) Kodas
Registre de commerce et des sociétés ACS

w Numérp d'immatriculation
Handeisregssiermummer

w Vienotais Registracijas Numurs




Registration number

MT Register of Voluntary Organisation (ldentification number)
Kamer van Koophandet (XvK-nummer)
NL
Dossiernummer
PL REGON
4 Numero de identificagao de prssoa colectiva (NIPC)
RO Numar de ordine In registnd comertului
Numarul inscrierid in registrul special
SE Organisationsnummer
St Matifna ftevilka
SK Identifikaéné &slo (ICO)
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FINANCIAL IDENTIFICATION

i the form

ACCOUNT MAME 3 [\ INCOM WORKFORCE SOLUTIONS €O 7D

e ——————— ==

ADDRESS OF BANK BRANCH

STREET & NUMBER

TOWN/CITY

COUNTRY

REMARK

BANK STAMP + SIGNATURE OF BANK REPRESENTATIVE ) | [pATE (Obligatary) B

[SIGNATURE OF ACCOUNT HOLDER (Obligatory)

@ This does not refev to the type of account. The account name Js usually the one of the account holder. However, the account holder
may have chosen to give a different name to its bank account,
@ Fill in the 1BAN Code (1 lonal Bank A Number) if it exists in the country where your bank is estabdlished
@ Only applicable for US {ABA code), for AU/NZ (8SB code] and for CA (Transit code). Does not apply for other countries.
@ ftis preferable to attach a copy el RECENT bank statement. Please note that the bank statement has to confirm all the
information listed above under 'ACCOUNT NAME', 'ACCOUNT NUMBER/IBAN" and 'BANX NAME'. With an attached statement,
the stamp of the bank and the sig of the bank's repr are not irad. The sigs of the -holder
and the date are ALWAYS mandatory.
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@GGI

INSURANCE - 2009
Health Insurance
Aim
To ease the cost of medical treatment to a certain degree through health insurance cover.
Who can insure

Myanmar dlizens and foreigners residing in Myanmar for various reasons

Age limit
The age of the insured must be belween 6 and 75,
Persons between ages from 6 to 18 years can be insured onfy through their parents or

the guardian.

Insurance period

One year beginning from the date of premium payment

Types of cover

Sr. | insurance cover [ Benefits [ Units available ‘

1. | Basic cover l Hospitalization due %o iliness [From one to fen
| Hospitafizston due o accident | units |
I Death l

| Insurance cover 1 | Surgery . ; From one to ten
{Mrbge | units
insurance cover 2 | Going o hospalciinic | From one to ten’

J [ units ]

2

3

s



Premium payment

For corporate customers — every month; every three months; biannually or in lump sum
Individuals — biannually or in lump sum

Premium rate

Sr. | Age Individuals Corporate customers
| group ‘
| Biannual Premium in | Monthly " Quarterty | Biannual | Premium in
. premium lump sum | premium 'l premium | premium | lump sum
Basic cover (one unit)
[1. [630 [5600 [ 11,000 | 1,000 [ 2,800 [5300 [10500
2. (3140 | 7300 14,300 | 1,200 ;3,600 6900 | 13,600
(3. [ 41-50 ]‘9’,0’60 Sl | 17,600 | 1,500 | 4400  |8,600 16,700
4 151-60 | 14,600 28,600 [2.500 |7100 | 13900 |27,200
5. 60175 31,400 61,600 5300 15,400 29,800 | 58,500
“Optional cover-1 (one unit) '
[1, | 675 |s,4oo —] 16,500 |"1',4‘db ' |'iz','26'o N |' 8,000 i15,700 |
Optional cover-2 (one unit)
’Ws_ [i,soo_ Ts.aoo |800 Jz,zoo ‘4.300 [8.400 ]

Scope of insurance cover

Local: underngo treatment at 2 hospital or a clinic or by a doctor, officially recognized by the
Ministry of Health and Sports

Abroad: undergo freatment at a hospital or a dlinic officially recognized by the relevant
department by the doctor holding the official permit issued by the relevant department

Benefits

For Basic insurance cover
- K 10,000 per day for hospitalization (maximum period: 60 days)
- K 1,000,000 for death



Optional insurance covers

Insurance cover 1

Actual cost or mimamum K 500,000 per unit for siwgical operation performed under anesthetic
Regardiess of the units boughl, K 300,000 for undergoing treatment at clinic/hospital for

nuscamage

Maximum benefit for surgical operation and miscarriage (k 500,000 x number of units)

Insurance cover 2
K 2,500 for one clinic treatment
Maximum benefit (K 10,000 x humber of units})

Exclusions

No claim payment shall be made for any mjury, iiness, hospitalization, surgical operation,
medical reatmem and death directly or indirectly caused by anyone of the foflowing cases:

0}

(@it)

(i)
)
v)

(i)
(vi)

(®
()
(x)
(xii)
(xiii)
(v}

(xv)

Persons undergcing medical treatment and are recammended by a physician for
medical treatrerst, and peseons already showing syropoms of #iness

Surgical operation relaied to delivery, caesarean section and child bith. But
hospitziization or undergoing swrgery due to pregnancy-related diseases after
taking insurance cover (including poisoning, hypertension, and diabetes) during
pregnancy are inclusive. Moreover, miscarriage is inclusive in optional insurance
cover-1

Psychosis and other mental disorders

Hospitalization for diagnosis or rest

Hospitalization or undergoing surgery for fertility

Any dental treatment except from accidently injury

Eye test, visual disorders, eye Featment and eyesight improvement therapy
except from accidently injury

Treatment for beautification

Treatment in connection with earphone wearing

Physical defect or infirmity

Drug abuse

Commifting crime

AIDS/HIV infection

Tervorism, riot, war o7 wartike situation

Less than three-day hospitalization for disease treatment

227



{xvi) False claims

(vid) Suicxde or self-inflicied injury
Aside from the abovementioned poinis, the mswred shall lose all the benefits stated in the policy
for any careless mistakes, intentional presentation of false statements, withholding information,
or any falsehood in the proposal.

Persons entitied for benefits

Parents or guardians are entitled io the insurance benefits if the age of the policy holder is
between six and 18. Any policy holder whose age reaches 18 is entitled to the insurance
benefits. if the policy holder dies, penehciary named T e policy is entibed.

How to get health insurance
Please contact the head office of the Grand Guardian Insurance Public Co., Ltd or its branches
or agents of this company.

GGl staff or the agents will provide optimurn semvices in filling and forwarding the proposal,
facilitating premium payment and issuing policy through easy and simple procedures

Claim procedures
Send an initial notification to GGl
Make a claim together with all necessary documents after been discharged from hospital

Make a claim together with the Beense number of the physician who gave treatment if medical
care was taken at a clinic

GGl staff will provide the most excellent quality services in quickest means as soon as the claim
request is accepted.
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Employment Contract
ogpbaapob: -
Contract No.:
Bntes BB S s 3
qoagoh codn 32905 (_ ) oz8 egadeom 33(\281\8330&

e R e B N e

(e380g8 "anepligf ‘el fopfgiflr aobroommbopBanfip:
#edgfoioiitopbelagdoifop S moffpoporbobopbofopboitopeprSuapbeiBam
opbfecosgoopiend cpbofeoontiny aerpdd  cogproSubuSenapuSafemeay:  doSoopSen
$050pq0p51) ondech

Employer (name) , holder of citizenship scrutiny card No./passport no.

Registered office address at no. . Street/Road,

Ward/Township , Oty . region/state 2

Repubﬁcofﬂ\eUnionofMyam)ar(rheexprmm‘Empbyer"shall in case of a sole proprietor,

pormership/joint-venture, privaete entorprise or deceased Employer, include any successors or legal
representative),

3t

and
:m\?f)oammoé 1 §E&oom: Bobeeponobfgraagdd P 00poh %ﬁécr).moggos
005 (0§0E0pE "mac0ba0u:" *o§00&: "uned sBupSfgbff: cof:oom: qbopt

pooqpopiigben wqupdigbeoscgbepbodboqabiearn mrpbarypn vpolepicops:

rQr\Rf\'\'\gu qvnFmF ]s_&wsl?\ fr\nwf‘mgqu-ms ?g%l_:%cﬂ_sy_\ mrnn tﬁggyg ?P\ﬁ

W@M) oRogd

2501 cot qOOGH
agepolaonoeifjdeatéimapbofomigeftepaoconappqoierggBsbBisBondaodyoten:
PropoaRiogaioogd-
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Employee (name) , Citizenship scrutiny card No./passport no.

MThn ovememnmion Mmmlacant foe syimedome febe ) chall fmalicda anmvanbican ~mAd Frmirmvyme  ada mbdeae
NI CAMILIIIDNT Ciniopeas AV PTUIANT 7 0D S DI IUEE 11 st CURPULIIULLD UL Wi wD, vl (oLl ier

Paid or unpaid, but exclude co-resident family members of the Employee who are dependent on
the Employee).

o mepOmOREIREOn
1. Typeoflob

() cobofsndangS;

(a) Enterprise Description:
() cpboforpSopep:

(b} Location of Enterprise:
(@) epop/mosot:

{c) Designation/Level:
() op¢:

(d) Department:

(c) omofmons:

(e) Summary of Duties:

— e e e o . # e

Suma'yofJobDeszipﬁmnaybeanamedasanAnnexmmeBwbymenthrm.

J 050 00 ) aacgboosboSeqpobobirsy

2. Probation Period/Date of Commencement of Employment

(@) oc8afmboogh adesved @) oofgpdopler  qobegmdd
avobafomeofgboosty

(a) The Probation Period is three months, starting from the date of appaintment of the
Employee on to the date of

CSismurcww ~F Inkh Nocrvirdion ~R T e T Tty T PR, UL ~ g | ~JN 8
s r=w (.1 Ehg vt ) gl miwriy

() mt\pﬁow&&cqxﬁ:néc;qxﬁ__ 30 o1 qo3fgda0p5
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(b) The date of commencement of the employment is ;

9o 3008gEe mobioforco wegendopogeodananongdy (sagont:)
o§odizifg Bod§oSokaad8EaopS
Note: If the Employer deems a Probation Period unnecessary, the Employer may

annnint the Emnlouac dirarty ac (normanent) ciaff,

A S A - = Vemg e

o c\PS:»/moo
3. Wage/Salary

(o3} sgont {o3t/88&mcg)

(a) Daily Wage (MMK/FC)}

©) 355 (o §Eeg)
{b) PeceRate (MMK/FC)

(@) oo (ox0/§Ecigrag)
() Monthly Salary (MMK/FC)

() cPbocencd cpbolsl  mrpaown: ogdio0eomop  2005p0boonionpd comgl
eSecroqoipoEcgtmfiamnban ogeeSoRbegSedogt s
ooy wapbyfsbaanpbooumoly pBfadaomopalpbicd 200bpoi§Eonphs (choB
200bpchepagt agisatrzoadoiieg 2005p05qolqps¢ weofoyfaos)

(d)  Wage/salary shall be maid in aconmiance with the agreement between the Emnkover
and the Employee. Depending an the Employee’s performance (and subject to the
Mmsmum Wage Rules), the wage/salary may upon mutual agreement between the
Employer and Employee be amended from time to time.

©) cpbacvomeueepsfodbaocsd  opSdacpboounpueagpisaopd  sorpbglst

20500300 cﬁcﬁ.p’x\?&;wa&cpé|
(e) With regard to the payment of wage/salary, the Emplayer and the Employee shall
Comply with the prevailing labor laws.
¢ scpdaacorpSepep
4.  Location of the Enterprise
Gonges SRbicaoofPy/ sy BupoS:
(G]E)Ogtﬁ/cnazg)/oﬁﬁgﬁ)r c0dH 92905 ( )|
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b

D
Registered office address at no. , street/road,

Ward/villane ftnumchinfinductrial xona , City , Pagionictata
Republic of the Union of Myanmar.

ogB00500b:

Contract Term

(m)  oJoocomooegyd 20050061¢n o365 §056$,3203 ( )b
( Yoo ( ) 6](‘8 Eﬁmél

(@) The term of the Employment Contradt is from the date of
to the date of

(9) =cpbodegPrnedy oqodzaqodyp:o} eoodgoigtfdma] soeomopesgyd
wcbbomo  dheolfagh  dpo  mcybefort oot
erm s o SRR ol
(b) The term of the Employment Contract may be extended, provided that the Employee
s not inn breach of any provision of this contract. The Employer shall not refuse the
extension of the term of the Employment Contract without valid reasons.
(@)  =fgordofoolaourrcd  mfobaacgboow: wigh  shmbafdor eaqf
20030360 cgbefs sacpSonuniplfoochycioncomo dgomrbigcbiBagd
() If the Employee is already employed as a permanent Employee or Staff of the Em-
ployer, the term of the Employment Contract may be extended by negatiation and upon
mutual agreement between the Empiover and the Employee.

(@) sepbaafiodimcpdy mcpdpar opgedl pbefiogt mcgBoostolerpo
pogoed orbeosbopSisten reicaodapid axpbefgeqogdbectqupbs
(d) The Employer shall take nto acoount the length of continuous service of the
Employee, starting from the date of commencement of employment at the current
factory/workshop/enterprise/company.

mn-SRE

=rar
Working Hours
P9$rpidio} ©30053088: 2008¢d5A00a5-
The regular working hours are as follows:
(o) =cpbh b #8§oBoBdd
(@) Working time from to
Page 4 of 19



Mo

SIN

271
(® sxcob§§ 80303 803088 O

{(b)  Boct Yme from 0
(0) ISR 50803080 830338
(© Meal time from to

(cpbedraromome  ancpbgfiaacpbaounipbBisbocdodls:  § poessfancd
2o0ffop o8 B PepRF el Econyor3egEospn

(Working hours may be amended depending on the nature of the enterprise and
in accordance with the applicable labour faws by negotiation and upon mutual
agreement between the Employer and the Employee; provided that any amend-

ment of the working hours shall be submitted to the relevant authorities for ap-
proval.)

#2903 0pSBoboBpEpdaod

Lo . el e m Pt e

o e O
LAy, 1 IO iR LTDVC LAy

() goepin qpboogocd odBocbogé cosufand3é oopbogep.od oS
Hfgbeupdieomnta cpbofiancomoomosd cgepesmat 0cay ojbmaq onBucSoyd
opbgnapd 0bapSol  mcobglst  mcpbaoes: el oosomopd godiet
opSreomné:a00bpcb§Easpds b opfangbed mpboowapoeagprptanpd cpbe
coed0gEfoopSs

(@) Rest days -Gidinaiily, Suiday siian D€ designated as the weekly iest day;
alternatively, de- pending on the nature of the enterprise and Yocal customs, the
Employer and the Employee may upon mutual agreement designate any other
day of the week as the weekly rest day. Wage/salary for the rest day shall be
emoyed in accordance with the applicable labor taws.

(®) =0pb80bgod
(b) Holidays

() pSocontpabar  $Bofmth dpigpergiodyoiomsan  axp:
[gpSoparpbB05qa qp: ogt cpBocvenmafolfaf mocommupS

{1} The Employee shafl enjoy full payment of wage/salary on public holidays
@s prescribed annually Dy notfication of the Union Government.

() sorcdgmqprigpboqaopbBoiandsl qpdoogruobsngbBed quichabale
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(o)

©

e maqpipSopengbBobandanfg ooSyodauphs

(2} Where 3 public heliday and a rast dav coincide, cuch day chall ha concid.

ered a public holiday.

geapdapa mapbooumpuesganpd gojbfopayf eamncbidmdit: gt
50213880005

Leave Days: Leave days may be enjoyed in accordance with the applicable labor
laws upon request of the Employee as follows:

(o) eeplorololmmmpbomt  ofsmodaodlesacbe o1 sk

s r 1

ogpfooalpt € qod}  cpbecoen  afplgf  soopt  Gooph
oocbaleppbaacgl:  gloogog®  BgSodfgudoopdi  oofféegt o
5a0053q loenglefdi mofgupSaopdesby cdE:0bsem:98u

(1) Casual Leave: the Employee shall be entitled to six days of casual leave
with payment of basic salary/wage for every twelve months of employ- ment
from the date of commencement of the employment. Casual leave shall
expire if not enjoyed within the relevant year and may not be spent for
more than three consecutive days at a time. Casual Leave may not be
enjoyed in conjunction with any other type of leave.

() cpbancdgls cpbaodbo, ooBeononghigpdfy  coofamspliey:  acpd
whaod o qd§dor  mefgdcpberoerdd corch  upSaopodody
wdoopbmaafgdegoyciyfigbondsboge  0obeoudqod  onsonbonpSiden:gd
§ropSra}.cpogBocpbfimcgbooent aasomopaSaoiatopbaondpt 0ob
2003 >0} 39 SoxpBigetodpdr jo qrimigpdecgiec codiiimcgad

(2) Earned Leave: the Employee shall enjoy ten days of eamed leave (consec-
utively or separately) per annum at basic salary/wage or basic daily wage
excluding any allowances, provided that the Employee has completed
twelve months of service with a minimum of twenty working days per month.
Upon mutual agreement between the Employer and Employee, earned leave
may be enjoyed at less than ten days per instance. For each month without
the minimum of twenty working days, the Employer shall deduct one day
from the eamed leave entitiernent of the Employee.

Page 6 of 19



() csopds opbooch (€) cofgpiffropoopd wefgacom [EonBsBoggBosc:
#8963 (po) deopf fopSial qpogBangpSiopiogBoncs (B)oofel
sBocyaapangfascrnonioobgobooaligbapsafibieg s
ReResFROCIRqo ol mnodncpbooundgbdmwt:  pocaddengd
sao‘l’)&ém:g@ﬁmél

(3) Medical Leave: upon completion of six months of service, the Employee
shalf be entitled to enjoy 30 days of medical leave per annum with basic pay.

In case of service of less than six months, the Employee shall enjoy medical
leave: withaut nav. If the Emplovee is insured under the Social Se- airity Law
{(2012), the Employee shall enjoy medical leave as provided therein.

() Sxpgfs  opbaoo (€) coffcffropovps s0ofGbeoonss Bogd (8) och
Sl o5 SogBiors

(4) Maternity Leave: upon completion of six months of service, the Employee
shaubeenﬁuedmeﬁoysb(weeksofmamrnityleavebefaedeﬁveryand
eight weeks after delivery with basic pay.

& :Qt\rv('}weu:u'i 5::0.;:?05 u?guueuﬂ 3;1_)@%1:0%9@5&)&‘:335 J)?é-d}:
oclpyagy [Foeomnogiufde ogge 998 iepdsh mepBBobapbane
gocamq  Songlingh  sacpbunaiposadgbioxgopfatidiogt
coodgtaaalyt pi§Esonptfooph

(5) Funeral Leave: in the event of the death of a family member or the par-
ents of the Employee, the Employee shall be entitled to enjay funeral lsave
as presaribed under the Leave and Holidays Act (1951) without any deduc-
tion from minimum wage. If the statutory leave entitlement has been ex-
hausted, the Enployee shall enjoy teave without pay by negotiation and upon
mutual agreement between the Employer and Employee.

v e
pbe§ionsomonomogpmoed goosSy opdgstarnpbasurioncomnop pSgoblat

posschpdSqobop: 3 2§§3cpboBEgoopts  w§hpband  coaSeBSep
eossmqw@éomméc}coa@moﬁ& GRodgo5G0aEaS
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8.

@I

0.

201
i1,

Overtime

Dependngonﬂﬁrnmredmeenha'prise,meﬁmbyerandﬁluoyeemay
mmanyagteemme&meemkingovaﬁmemamdanoemmmeappliable
IabalawsThepaymtofwe'mlepaymallbecunputedMamordamewimme
formula prescribed by the applicable tabor laws.

§/o8 GopecdigeldaoBifpraadighsoopsi)

Provision of Meals during Working Hours
Frowiced/not proviged {if provided, may be described separately It desired. )

Gpepaplat:
o ¢ ﬁ%ﬁ“’s@ﬁﬂmw‘sa’éﬂ

Aronennnriatinn
Provided/not provided (If provided, may be described separately if desired.)

Ga0:Ghopoofgs

Medical Treatment

() Joog b PPRCPGeFo0es5E saojpeoleomn sacxgﬁa)w:ep::no: @3ND
0330305 macpBeal cpforyedod (8 ceomdoqonah Bof auqepS-

(a) For any Employee not aovered by the Social Security Law (2012}, the Employer
shdil provide at s ovwn expense medikai regmen tin e foifowing cases:

(0) cpbopglaBiciandepaiy

(1) Workplace injury;

() codofgeiiep opdafiy
(2) Work-related disease; and/or

() cpbefigbaacgl: qprgog

(3) Sickness at te workpiace.

Page 8 of 19



(®

(b)

©

Jo2J 756 cpgpepeqposssl soajpobean sanpboowupangeb wo5aBSep
poe2 $fap8 ceosdkopoogEfiooghs

Any Employee covered by the Sodial Security Law (2012) shall enjoy medical
treatment in accordance with the applicable law.

ﬁ'\---‘-—-‘-.’ll‘-—"lm' m'\'\---n e O] ’-\‘c-ﬂ\

P WY csgeeesgimofpecteon soploengx mopd
wopboncoid  Bfoaclepagapranogch  cocBeBBep  aacpbadun
S T S N

Waork-related injuries of Employees not covered by the Social Security Law
(£012) shall be hanaled m accordance with the applicable Workmen's Compen-
sation Act (1923).

o =opigtd T fonfBooofgt sfroprounfat:

i

BiaB ¢ &'\;‘lfrxrvﬂr w\qﬂm'ﬁr m‘;&" RF’YY‘DSI

LY

12. Ferry Arrangement to/from the Workplace
Provided/not provided (If provided, may be described separately if desired.)

opr  wopbooweprefo’qopbepSiondeayodep:
mawm:qp:cﬁcﬁpquéoé:m&w eInAIMRE:  Fpmon: 3
nopobdmaqopgaentetand mofegoobeodbopqpoiab ofierqgbogé copSogt: qibed

20p5s

13. Employment Rules

Employment Rules, specifying different categories of misconduct and levels of
discipiinary action, are attached to this Employment Contract as annexures and shall be
comphied with by the Employee:

(@) 6§p0B3a005a3(M) mu%w:;@sneqwq

(@)
(=

IeS)
Wy

Annexure A: Ordinary misconduct and disciplinary action; and/or

G§'>c5;woo$og(o) % croiean(gbyypepEmceapg

UIC U \.nu'c IIIIMIIUU\-‘ ul tu UINMIHC‘ ’ IJLI.I\J t.

g5 oobgafopbapadffamacoooiipio  sppoplls  cpbofiacaam
oonobololelyy  oooiycflooght  cpbchgbogSionbpcd  amcgyd
0pboounesBecSoB§EdoodbechiEoopt

Mote: Bmployment Rules may be presaribed in accordance with the nature of the en-
terprise (taking the code of conduct issued by the Industrial Zone as reference). The
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Employer and Employee may upon mutual agreement prescribe Workplace @

Panula.

g

tions.

g wepbyfeocgabaopbontorga oxcbespaidmastosimfundiespaiasch
20050005
omofacasmafamapboenmonsonagBoopbomaom§.aoobnd(aton)

14.  Training and Bond Period after Training

(@)  aoboofedy wegdaaciisl opfeoytyl Prokroadagipocomq $bBaseamoy

(a) Training may be carried out in accordance with the Employment and Skills
Devel- opment Law {2013) upon mutual agreement between the
Employer and Empioyee.

@) pSchpoyloglealep abonfonSeepdiatpt obegfg cosmmop enggah
poeapta Sfrgbadaspl
(b) A separate agreement shall be executed in accordance with the applicable
TalOr faws 1 nespre O sy ToniExg.
ogr 32005y §0begaifatipt aacoBy GBREE:
15. Resignation and Termination
) 390909" W" PGS
@) Resignation
(0) mméﬁo%,_om:cmcq&mm:ooé cpbomody  §05ogodSBdon
malonélon: o0} c0ohadaprpbedid amobaponaod mcpbed ouunoh
oepqp 9B.00p05 Bompbagiagaied, mspbratonBooorty malopt:
oprauels
¢} Upon confirmation of employment, the Employee shall, if desirous of re-

o o7 PIRON [ Sy G SN P S ——dle At . A e A AL —
DIYUNIY TV VWU R, YIVE aL 1I€adt OiE NOOuis Nouce in agvaie W uie

Employer, Manager or Administrator.

() =cpby ooep:o€ §oSogaiallqepapt mapbaowniang 88w aoobeo:
00012009 0D 0§oodxmoh cpbe§apiogabus8 B§omgp:o’ @Sm_pé
eua:&qoém@&&%mo$w:wémq&q:ucgc@:qm geS:qproBoopd:

3a0pgfadl, ogbonry Pofgriovmbeerhs
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(®)

(2)

C))

3

)

@

Upon confirmation of resignation, the Employee shall retum the salary

c2ard, omnlrwoo rard  wnrl ralatad MIIII’\I’"!C"I" matariale arrvvlnfc man.

5 = Aty . S A =tk —84 SRS IS, SRS

eys and assets entrusted to Employer.

opboownioogh  mepbipgobagaeldorondeofontdmeioiioiiqun

S8R ensfiof.. .-...-" R P P PTPL. Pl o) - JUUK PRI PRGN g
A AN St S s T TR S Sy

§950g00g¢laeps

The Empioyee shall give at least one months’ prior notice to the Employer if
the Empioyee is desirous of resigning trom work. the Employer shall permit
the resignation with disbursement of any outstanding salary/wage for the
days actually warked and remaining eamed leave days, but shall not be
required to pay severance pay to the Employee.

ook () denols oy yobogodgilepost sydt o
R§orgodRfgiactonfiorbaepaiooniaopimnpbomniypisogos
:epdbmaRe §5<>’a5'0}]899§-03=0)0’56q. pucad 320BE: aaontgoSaupd

Any Employee who attended training paid for by the Employer shall be
subject to the relevant provision of the Employment and Skills Develop-
ment Law (2013) in the event of a resignation from work in accordance
with the above sub-sub-paragraph (3).

300 q&‘)@ﬁaogoSocﬁ@&

)

(@)
(1)

'l)ﬂ:f)l‘:rc’\'l’é -:-n:fnm: mnftfmhnﬁ{ﬁa;ﬂ .?-Sn:m:qn
wppbiggedfs  podonbpoSepqpeantygobandfle  grea8feoal
E  Ropd  mepbefchSensomolfopers  coddpcboepelad
PopSaowmrn cuflyp DpOpaddaepb Jacpbaounmn: 2cpde qoofgta
u\xf_nxi.ﬂﬁg: d%:: .uxu?:.ué uyﬁ,ﬁuﬁw; UJJ%uJén

TerminaD

If the Emplover terminates the employment of the Emplayee, the Employ-
er or @ person on behalf of the Employer shall sign and give the Employee
an official notice and keep records of the reason for the termination. The

Page 11 of 19
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AL

&,
Employer shall solely be responsible for all matters regarding the termina-
tion or dismissal of the Employee.

) mﬁgoﬁmcmoé:m&qxﬁqp:cﬁ conodgobogieg§aopd  rpSoown:
s ooffiyqprmogd  cownfs efgfoodterfis oo
SfFborfgt 2oceofga oxBasfoR ofsmcBeodipobon oBaofge:
ol wdBaofsf: o PRRreifiecd o) o 308 macpSademangS
oHgby}  coBioqpegfdept  macpbgboosS  gbpoefFeoraf
oo§Rmhy q60 FEopSronufigbyonbe oyreg§ffedon o gomopts
egpohaotigby oborbeporgpfliafoqtisben cxcBamiBs opeps
Hoioo (2,)) comogt: cobboreg§ifEiofeyEgiae cgorpegiiaom
Ibyaamncipol soopbity cqepbeciqepts

(2)  If the Employees violates the prescribed rules, the Employee shall - for or-
dinary misconduct — be given a written warning for the first violation, a
written wamning for the second violation and sign an undertaking for the third
violatior. In the event of any further violation within twetve months after the
third violation, the Employer may terminate the employment of the
Employee without payment of severance pay/compensation. If the Employee
does not comwnit any further violation within tweive months from the
third vioiation, or # no other violation is committed within twetve months after
a case of ordinary mvisconduct, al previously committed viola- tions shall be
aGancelled.

&) m“[’:&gm(ﬁ(s}ymo BWOPOLOIGPIE: oopbatpuGal $pdipoesr
opbgepbionbigpiptagd  mopbefor  obeoffot  sclopbiapg
wobpobarzaopigbpocoFoof  wopby  qBbREapS  ofepogh
poedfa o’ cpbots cpbppligpipbeofiogt§  sacposmmm:  2acyd
opodfgl-geofgbeocy

(3)  Other than in accordance with above sub-sub-paragraph (1), the Employer
may terminate the empioyneit by giving at east une monitn’ prior e
to the Employee and payment of severance pay in accordance with the
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applicable sbowr laws. The Employee shall however not be dismissed in

contravantion of nrwicinne of baur and ranulatinne

@) cpbunmergpafif mopbodwmon  mopbpqibfgiiokmoged  acpbgh
2058 socgfaoumny ssopSfidon scgbooemeqe cpbefplfte
PR A o oS Surfime e e 8 oSy
528, 300p5:00 0YSenipoBsl macpboownmegep opoe§pd§EeerenBuo’d
dboBoSoncpcSofrading  macpbabaBucpch amcgbef  oBeSenipeSys
eS§BiacorEapiopgts

(1) In Owe absenoe of @ tebour Organizativi, e Tinpioyer silaii Cowditaie
with a Labour Affairs Negotiation Work Commiittee in respect of redundan-
cies and termination of employment of Employees. If a Labour Organiza- tion
has been formed, a representative of the Labour Organization and a
representative of the Labour Affairs Negotiation Work Committee shall jointly
negotiate with the Employer or his representative. |

o3g0abd{gEn

16. Tenmination of Employment Contract

y

¢
~

cso3degodepssipt 30comagexyt qbd§Eass -

The Employment Contract may be terminated for the following
reasons:

(%) oodRyaopiy epbGH opgeh RocqobadiEs
(a) Winding up of the factory/workshop;

(®)  wogfyf:§Ben GBebofait cgbef: qbaiiopiita

0} Cocsation of tho Emnlouar’s hurcinacr bw rascon of Lnfroracaashia auante: andios;

(0)  Fcpbooweasdigs
{c) Death of the Empioyee.
P s PO SN WL S SRR -
gt Aarirontnced S

P ar s urata
i

Contractual Obligations
(00) acpbgfail omofogrepsps
(@) Obligations of the Employer:
(0) =083 08{gdgr pdpr om0 o/ F20005mgoSopfgig
@edgonpS § s sooSatfgs orfopmglaeerocofiiotad ofgoobey
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1} The Emnlower chall not dicrriminate ar donv amal treatment tn tha

Employee based on union membership, race, religion, gender or age;

() [en§es] cnaapaiannpBopboEasgh §8efGmron: scpbefpa [Poibop
groopgbmsh Pomgofpend GRelRad oS posaqge
Copeory
$¢ oacoaibap:od arorenicdagnqeat

(2) Foreign Employers, supervisors, professionals and family members shall
YRR Gind QUAR: L) GIC OPPRIUALG 1aWS G5 WEN a5 11 Culune i CUStuins
of the Re- public of the Union of Myanmar;

(?) oopSadmcpSoouwraezep pueayp:md=ot [Ginfiea oopSabaafgn: poesqp:
% eeomPbyauty

3 The Employer shall respect and comply with the applicable laws of the
Republic of the Union of Myanmar;

@) poeasbeapd ooppalalabooepgelalbatiiouots

(4) The Employer shall have the right to sue and be sued in accordance with
the applicable laws;

@ oopbgbood  scgboowompral  oBEglupn  SoafEalepipt
0505

munm e 1’&'\1&11) -nﬁ%mnrmmcu
(5) The Employer shail mfosmn the Employee about their rights and benefits of
the empicyment; and

(%] m?ﬂqﬁnm%‘;&wﬁ:r&ﬁm‘}gﬁmn n‘)f)cgzuaﬁcmzz:quﬁ m&n&mn%

Fogrencocntgoiqupds
(6) The Employer shall give special priority to workplace safety and health in

(=

axrdance with the needs of the business.

(a) mnpquﬁono&g;q)qx
O soogimeegd copuibqpion cpffamean gt
090 359peS mbigfiaq: Bhep ffoTrelepioh GobpeacnBgaiaesSy
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257
1) The Employee shall comply with instructions issued in accordance with O
naaric nf tha nnh:w‘nrica mr\rarninc tha umrlr.r\lzrn c:Fnh‘r anAd ha:lH-\'v

() opOchigl macpic} woleepad pbekic8mbed 32 2005p0Soomean
cpdehigl asommagaSeuaer ogpSupiod ogbonoyocSeotauph

2) Before entering the workplace, the Employee shall wear workplace

SGTELY CYUIPIICHIL ab PIesu IUEU 1 dliur Uainiue witil i Ul duulidi Heeus Ul e

Employer;

f~\ r\'\fv-sv\Sss-rv\ ﬁsw“s— xm\Srmn ﬂvvwa M-nm nvnm-nﬂ

L L 23

piBApEBaambopoboygimgepeiantits ofaScborSarpes oxpegh
O

(3) The Employee shal refrein from consuming intoxicants or causing harassment,

UGG UL A1y 50a.01 1101 10 USKEOYUTS G MRS WU AHOLS i G MY WUR RIIY L RALLD,

(§)  =cpbgofootploromaad  off gobasbeom 2000€=aagq0iecoaiypio?
ke codoippeantdidiqud =glm8fedd cpbehisbedloan
oecdenmGiun el woBanbianod  coobsoSmeaddulata  oddfata
oS onpobacitn ostoqembopiEPulie

{4) The Employee shall not, without permission, disclose confidential information of
the Emolover. The Emplovee shall not extract. use. coov, remave, delete and/or

carry outside any documents, acoounts and/or records related to the business
of the Employer;

@) 5090858  Facpbodudiadeboncpalyp:  p3§8:0060maopad  conioopimed

(5) The Employee shall abide by the rules and regulations issued from time to time
upon mutual agreement between representatives of the Employer and Employ-
ee;

€)  3pBoownoopd oopbedpocagpraodh: aopSobeureanntaupl wg§eaqpo}
a:o&,;oﬁ%mrq:mo}& cuseaonEaupd

(6) The Employee shall pay taxes and fees in accordance with the applicable laws;
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(7) The Employee shall respect and comply with the applicable labour laws; and

(©)  oeasbanps oxpfplst oopRcPs§Est Gupds
3 TheEmpbyethavememmweaﬂbewedhamda:mmme

Annlinahin e
P s oS

o0y EMWWWM@ 2060
58548

18. Cancellation of the Emplovment Contrect bv mutual aoreement between the Emaiover and
Employee

0gbaBst sacpboounsBipbocd conomopeliE gromiciamzcar megbofonsy
B8epoocomogeliych eoqiamiapioiatoscty
Mﬂrpbynmmnmumﬂﬁymmnaybemoeuedupon mutual agreement
between the Employer and Employee.

o fprobgqbiep: (opiglsbamrpboommafiiapgupiaetit)

19. Other matters (resolution of disputes between Employer and Employee)

Popbals macpboowrgproafgligepradadabion 388:38005 p3§EyfolgoopSspSfat
ofgiqeeh ®ooSq dgropBemnt EgtEEEEuidm oo o mepbodemeep
Slebprgoldatroppoeast onBedpoeaipmnadss cigiemmtgaiauptn

Any dispute arising mm-mwmmmmmm
tion. If a resolution cannot be achieved, the dispute shall be resofved in aacordance with
the applicable fabour laws (induding the Labour Disputes Resolution Law (2012).

i M,,..s‘mt:.m“_ R B ARy LRSS e S-S RER

4 J (=] (SN W W W

20. Regulation, modification and addition of contract terms

Borgifgrocdydbecadffpecm sacpbefomgBiep cemogplybemeghod wodelbep
Bpcd wopbnctfst mopboouppagespippl codfiRepScoligonSamcyianen:
goeaqpepbaapdfibeotiGis tiaobertitignebclddos  moplgfsfanybuoengbinbocs
e3§Erocgrop{gEoctigolygoiBrapaineld cocomapeegimabod copSooiigqucde

The signed Employment Contract shall be sent to the relevant Township Labour Office. Any

Mm#ﬂmmmrmrmmmmmmm-

cable labour laws, be negotiated by the Employer and Empioyee and sent to the relevant
Township Labour Office.

C
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21 Micrallanan e

(@) 33cpboowiaogd  @ecpboowntpucast sochebogodeanpocagrogf  AoBangd
RSP ommogeSy sofpdomgiamsagiod sortgSfoogS:

(@) The Employee shali be entitled to enjoy all rights, protections and benefits provided
by the applicable labour law and other retated laws.

©  Goaddompbipocaqpfomfryenn codsdep cpbefgianomnamng apoiigh
comaspSorfimBfySoncpbyfmapticfoiioal opSwoSebisf  qBSglepiod
QDWMJOMQ-D@BO?OOWGP&M

(b) Any employment manual of the Employer prescribing work place regulations and
rights, which does not contravene prevailing laws, shall be deemed a part of this Em-
ployment Contract.

(@ socyﬁo%ow:ﬂ#&pwemo‘?éq(ﬁmql&m (\?Bc%doocmmmomq onphed
smepbaoonpoesqpidaalstamgbmogqpomn’ opoSenpibodd wafGaSeS
Reepofpoepiapislase woiadbep oohiacpdy amepdepp opgedt cpbofip
20oebel g0 epgfioodbeoyenn  macgBoswsgpial  s06omopEl OB
[GBe08{3o3gosBangdy

(0) The Employment Contract may upon mutual agreement between the Employer and

the majority of Employees be amended in acoordance with the nature of the enter- prise
and subject to the applicable lahour laws and internatinnal standards.
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(0§.00p05)
coa33coodu¢é/Employee

oBpd (Sign)
apb (Name) .

nBfpgai(fenydh)
§Eeopic0ndpoimgod (NRC/Passport)

qﬁi e e A

socpBoowsaaBaoaiem

Witness for the Employee

20p0q8(a3 c0p08)

ofagqp (§ecpod)
83538 qgSag/Employer

codeeh (o) ———
N
0)05%}332?05{3':2&:?05)
$Eeaironigobmedd

ock/Pd S
ﬁ N s e

amcpBansoonian

Witness for the Employer
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moph:

oRE/ B#eS Bbimoepd
wepbaoerpghlomioadbigs
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Physical Exammation
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u'ﬁ Package MALE
M
o s
A
of SRR
lﬂmﬂlﬁﬂhﬂnluﬂ -"'3*\‘11’““3-
Vesuadt ArvAy bF e "h"“"#’ )
Fasting Biood Sud.t (R S Vel 47
WN\\M Lot vyt Ik"w".'*’#‘
Urine RE Stool Rt Bekebcnly: J
Total Cholestrod .;
4
J
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J
mapSegicartphebeg A
:
4
Qest i} quopiyeicaE ¥
4
alsslemocepdnienf
Faecal Ocrukt Biood g crdndniestE
apsgnfrafeggpdidagl
Total Biirubin
Alkaline Phosphatase aggleatybelend:
GGT
TR; 10 _
tric Acd corpePonky e (o) b
PSA (Prostate Cancer) Aot josleft
CEA (G! Cancer)
AFP (Liver Cancer) W
CA 199 (Pancreatic Cancer) dodpeton fuddicaiis
e W
gphthamologist Consuhation | ieprrpifiat g
Exercise Stress Test W
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CT Calcinm Score CT- piegeippeebeng
Cardhologist Consuliation sinamy Py bl
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Folecy o oomatem

Pakcyowner:
Poicy eflective dote.
Ieaser :ENEFRALI
Cusrency.
| lcsasmme i o0 i PLAM A
Geograph:cal scope: B Worldwide u
Sum Assured - Eee . 115,000,000
1 |{Deomn beneft 2t o dicident 100% Sum Assured
2 |Oewtn benefit due to non - accident 100% Sum Assured
3 |Tefal & Fermancn Disabilities beneft 100% Sum Assured
Cosgragtical scape: ateite
Sum Assured 30 BMS
1 |Death benefit due 10 accident 100% Suwwn Assured
", |Acogental Geain bumm«mnnhmnmmmwm n P ——— = -
2 stk bwvpoiston WA Sum Asmred
mmﬂy g to Drsabibies o
4 |Accidentat Bums rding lo Bums. of

rGEWTW limi

Woridwide *

Reimbursement of expenses icctimed 10 ACCIDENT, ILLNESS, MATERNITY AND DENTAL

RCCIDENTAL MEICAL TREATMENT (INFA T ANDOUTEFRTIENT
Maximum Sum Assured
[Inztudes sublimit as below: o
1 |Dady Room and Baard 5,750,000
(n-patient trealment lor Accident 115,000,000
2
Cost of vitarnin, supplements diugs wilch IS prescibed along with 2,300,000
targated medcine, bt not exceed the cost of targeled medicine !
|« ICU Inpatom peasrers N N B
i ’m-um-m 15000000

(Withan 24 bours after Accident octure)

‘Mazinure Sou Assured
tazkudes aub it e Belaar

—}

1 [Dc!waanmrd
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oy 115,000,000
{Erergency dertal Meatmen fio- Atodet
mmlmﬁmm] bt
9 Emagency Matemily treahment for Accidant 115,000,000
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6,900,000




L I Tt |
2 e 30 | B 345,000,000
{1yt Hospitabzat on slloaance | Use State Health: 1,500,000
(x50 ags) | Not Using Staa Hiealih 345,000
5 Dmy-paler: bestrers | 345 000,600
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QUT-PATIENT THEATMENT FDA LINEAS Ther Yese
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[ —_——— e
P‘m?m‘h’m =3 ==
(par One visil of medical examinalion and treatment} inthudng 73,000,000
\copsutiant fee. prescribed medicine, cost of laboratory and :
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@®
CONG HOA XA HOI CHU NGHIA VIET NAM

Déc lap — Tw do — Hanh phiic

SOCIALIST REPUBLIC OF VIETNAM
independence - Freedom - Happiness

Tén cong ty: CONG TY CO PHAN ADECCO VIET NAM
Company name. ADECCQ VIETNAM JOINT STOCK COMPANY
S6 HBLEY Contract ro.: LC_P&S.2020/ | Naay/ Oate:|

HOP BONG LAO BDONG hoic THU VIEC)
LABOUR or PROBATION| CONTRACT

Ching t5i, motbénla:  ONG 55 ANDREE MANGELS Quéc tich:  Birc

Woe are from one side, Nationahty: German

Ho chiéu sé C4KVROWZ3 Cépngay: 06/10/2016

Passpart No. fssued on:

Ngay sinh/ poa 29/12/1974

Chire vy Position: Chii Tich Héi Déng Quén Trif Chaiman

Bai dién cho: CONG TY CO PHAN ADECCO VIET NAM

On behalf of : ADECCO VIETNAM JOINT STOCK COMPANY

bién thoai/ Phone No: +84 (0) 28 3636 5811

Bia chi cong ty: Téng 14, Téa nha E.town Central, s 11 Boan Van Bo, Phuwong 12, Quan 4,
TP.HCM

Company address: 14" Floor, E.town Central Building, 11 Doan Van Ba, Ward 12, District 4, HCMC

Sau day goi la “Céng Ty"
Hersinafter refsrred to as *‘Company”

Va mot bén la: Quéc tich: |

And from other side, Netionslity: |

Ngay sinh/ DOB- Taif n: {

S5 CMND hodc Ho

Chiéw 1D or Passport no: )
Ngay cap/ issued on: Taif At: [ |
Thwr &én i/ Smad

Sé tai kKhadn: Tén NH:

Bark Acoount No.: Bank Name:

Bia chi Ngan hang:

Bank Address:

Sau day goi la “Ngwéi Lao Bong”
Hereinafler referred fo a5 “Employes”

Théa thudin ky két hop déng lac dong nay ("Hop Béng™) va cam két thuc hién nhirng didu khoan theo sau:
Agree to sign this labour contract ("Caniract?) and commi to implemart the folfowing provisions:

Biéu 1: Thoi han va cona vigc hep déng
Article 1: Terms and work contract

1.1. Loai hop ddng lao dong:
Calegonias of labor contract:

1.2. Tir ngay/ From: Pén ngay/ ro: !
1.3. Bia &@ém Jam viéc
Place of worfc

Adecco Vietnam Labour Contract
Page 10f9
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1.5. Mo ta Cong viéc:
Job description:

2 1. Thai gio 1am viec
Tima of Work:
2.2. Nhirng dung cu lam viec

duoc cip phat bao gdm:
FProvision of with work
squipment included

>

Theo ban mbd t3 cang viée duoc cap phat béi Cong Ty.
In accordance with the job description provided by the Company.

Diéu 2: Ché d6 1am viée
Arficie 1= Wosk regime

Theo quy dinh phap luat vé lao ddng hién hanh va theo yéu cAu ban chét
cang viéc theo thaa thudn tai Hop Bang nay.

in accordance witt: the applicable reguletions on labour and as required by the neture of the wark
to be performed as agreed in this Contract.

Biéu 3: Nahia vu, guyén loi, va loi ich cua Nauéi Lao Déng
Article 3: Obligations, rights and benefits of the Employee

31. Quyén va lgi ich/ Rights and Banefits

a) Phwong tién di chuyén:
Means of transport:

b) Mirc krong hodc tién
cong gop:
Gross salary or wages:

c) Phwong thive tra lrong:
Method of psyrolt:

d) Hinh thirc trd frong:
Form of payroii:

e) Cac khodan tién thrdmg:

Tu tic
Own means of transport.

i ) 8bmg/ thang.

i WND/ month.

Chuyeén khodn
Bark Transtar.

Theo chinh séch clia Céng Ty va céc quy dinh phap luat vé& lao ddng hién
hanh.

Bonuses: In accordance with the Company's policies and applicable reguistions on labour.
) Chédor&ugmn:imlg. Theo chinh sach ciia Cong Ty
ré maage in X with the w's pobicies

wuks

g) \Vieccung cap frang bi bdo
hé ¢4 nhan gbm:
Froviding with personal
prolaction equipmer:

h) Thoi gian nghl ngoi (phép
tuan, pheép nam, va cac
ngay L& chinh thirc )

Tmulres((\vsak&have.
eawwal leave and public
hobidays...)

Bdo hiém thea luat dinh:
Statutory insurances:;

~

j) Ché dé dao tao nghé:

Regime for vocations! training:

Theo quy dinh phap luat v& lao dang hién hanh va theo nhw yéu ciu ban chit
cong viéc dugc thoa thuan tai Hop Bang nay.

In accordance with the applicable regulations on labour and as required by the nature of the work
{o e parfarmed as agread in this Coptract.

Theo quy dinh phap Iuat vé lao dong hién hanh. Trong d6 sé ngay nghi phép
nang namia | ingay va Ineo chinh sach ap dung clia Cong Ty.

n accordance with the applicable requiations. Accordmgly. annual Jeaves shallinchude|  |days
and be in eccardance with the applicable palices cf the Company.

Hwding cac ché da BHXH, BHYT va BHTN theo quy dinh phép luat hién hanh,
Entitled to Social inswrance, Heslth insurance and Unemployment insurance in accordance with
applicable egulations.

Phy thudc vao yéu clu cdng viéc. Trong thi gian huén luyén, Ngudi Lao
Bong pha nghiém Wc hoan thanh méi khoa hudn luyén dang thi han va yéu
cdu g3 thoa thuan.

Subjact o the requiremnents of your rale. During the Iraining period, lhe smpioyee must compiele

eachapmmﬂarmmmmsesmdiymlmmdmplywthlhemqmwemagndm
time to time

Labour Contract
Page2of 8§



k)

32

a)

b)

c)

41.

a)
b)
)

:'_\]

Nhirng théa thugn khac:  Cong Ty 52 ki Wi v ke ihai thary cho Mgudh Lao Dong nay wd tw whap
Other agreements ca nhan (néu o6) phat sinh tir tign fong, phu cip, tién thiréng do Cong Ty
chi 1ra theo quy dinh phap luat hién hanh cia Viét Nam.
The Comparty wil deduct and declare, on behalf of the Employee, personal income tax (if any)

arising from Employee’s salary, alfowances and bonuses paid by the Company under applicable
requiations of Vietnam.

Nguoi Lao Bong s& khdng nhan duge so tién luong tinh theo ngay lam viéc
turong Umg va boi thuréng Cong Ty thea quy dinh phap luat néu dom phwrang
ho3c wr y cham dint hop aong rde thivi han ma Mu-ng 30 Wude cho Cong
ty theo thoj han luat dinh hodc khing ban giao day du cong viéc va 1ai san
cho Cong Ty cap phat (néu co).

Employee would not be received the wages of working day and will mdemnily the Company
foliowsng the applicabie regidations if uniateral termination of contract ahead of schedule without
gring nodice o the Company ¥ng to the apph labor regilations or not o hand-over
work completing and property (if any).

Nghita vu ciia Ngw&i Lao B@ng/ Obligations of the Empioyee

Hoan thanh cong viéc da cam keét frong Hop déng Lao ddng nay va cac Phy lyc dwgec lap vao tieng thoi
diém (néu cd).

To Fulfill the job undertaken in this labour contract and is annex made from fime to time (if sny).

Tuan thi cac nghia vu dong Bao higm X3 hai (BHXH), Bdo hidm Y & (BHYT), Blo hiém Thin nghigp

(BHTNJ (néu c6) va Thud Thu nkdp Ca nhan theo phap fuat hién hanh.
Sociai fr Medical b », Unempinyment lnsumoce (i any) and By 1 Taxin rvf weith

appr licable legisiation.

Tuan thd cac chi din horp phép clia nguéi quan ly hodc nguo-l phu trach co thadm quyén, ndi quy lao
dgng va cac quy dinh ndi bg khac clia Cong ty va bén thir ba cé Jien quan den cdng viéc thyee hign theo
Hop ddng nay,

To comply with lawful directions given by the marketing team lead or competent person, internaf fabor nules or other intemal labour
disciplines of the Cempany and any third party relavant {5 the wark under tus Cortract.

Bdi thurong cho Cong Ty do (1) Ngurdi Lao B4ng 13m hur hdng dyng cy, thiét bi hodc c6 hanh vi khac gay
thiét hai 13i san ca Cong Ty thi phai bdi thurdmg thea quy dinh oia phap Wat, vatadc (E) vi phara by it
lao ddng hodc trach nhiém phap ly khac can ci? theo ndi quy [ac djng, B$ Luat Lao Dng Viet Nam hoic
theo cac théa thuan giiva Céng ty va Ngu-(ﬂ Lao Béng.

Compeasa(efhe Companylf(o} the Empioy g lofhewmkloolandequmentaranywdafmonﬁteassetsoﬂhe

in with the lews; and/or violating the labor disciplines or other legal liability pursuant

40

to the intemal laoour rules the Labour Code of Vietnam or as otherwise egmed between the Company and the Empfoyee

Diéu 4: Nghia vu va guyén han cia Céng Ty
Article 4: Obligations and rights of the Company
Nghia v/ Obfigations

Bao dam viéc lam vadépmigdnmgnghiawmeol-b'pdongLaodéngnayvaphapluathtenhanh
To provide employment to the employee and meet its obligations under the lsbour and
B6ng BHXH, BHYT va BHTN theo phap luat hién hanh.

To pay Social insurance. Health Insurance and Un-"nm snen! InSWRnee n SFooordance with applcablo lagisistion

Thanh toan day d0 va ding thii han 131 ca cac ché df va quyén lgi khac cho Nguoi Lac Bjng ndy theo
Hop dong Lao dong nay va thoa thuan chung, néu 6.

To fully and duly pay the employee all remuneration and other fringe benefits of the employee in accordance with the labour confract
and the collective agreement, if any.

“V

2. Quyén han! Rigis

a)

b)

Adecco Vietham

Quan ly Ngw&i Lao Bong nay dé d&m béo riing cac nghia vy ctia anhichi 4y dugc hoan tét theo hegp dbng
lao ddng nay.

To manage the e.mpk:j,vae o enabre that h:sﬂeronnganons are fuffiied in socordance with the labotr mnrra-:f

Tam hoan ho#c cham dut Hop déng Lao dong nay, va ap dung cac hinh thite xtr Iy ky luat theo B Luét
Lao Bgng Viét Nam, Théa Thuan Chung (néu c6) va cac ngi quy clia Cong ty.

To suspend or lenminate the labour contract and spply disciplinary measures in accordance with the L abor Code of Vietnam, the
Collective Agreement (if any) and the Campany’s intemal reguiations

Labour Contract
Page 3 of 9
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Biéu 5: Biéu khoan thwc thi

Articie 5 : Implementation provisx

5.1. Bat ky van dé vé fas ddng nac khdng dugc dinh nghfa trong qu dong Lao Jung nay sé phai duchuyet
dinh theo céc didu khoan clia Thaa rdc Lao dong Chung (néu cb) va quy dinh ctia phap luat vé lao dong
hién hanh.
Any issues redating fo labour matters sci defred i s labcur 2 shafl be determined in accordance with the provisions of the
Labor Coliective Agreewnr (if any) 2= Ippicadis labor regoislions

5.2. Hop ddng nay sé cham dur heo quy Smb cliz phap i vé lao déng hlen hanh. Trong trrdng hop Ngudi
lao ddng lam viéc theo tirng dy an cla Cang ty, khi cac du an nay két thic. cac Bén déng y rang Hop
dbdng néy sé (i) m3c nhién dugc chim dit theo do dira trén thing bao bdng van ban trude it nhat!
ngay cda Cong ty; ho3e (i) i iy theo quy dinh cia WMol guy Lao dong do vhu cau kinh doanh cia Céng
Ty.
This isbour contract shall be terminated in ol with the appécable labour fati n case the Employee works under
chent project of the Company, when such project is terminated, the Parties Bgree that this Iabour contract shall be (1) automatically

lerminated accordingly upon prior o least | natice of the Company; or (i) proceeded in accardance with the Internal Labor
Rudes based on the business demands of the Company.

5.3. Hop dbng fac ddng nay e b thisnk 02 2 b ob 6ia 1 ngang Thas 2 Thianh pivd 1O O Whnh, cd
hleuluctungayl . MEDi Bin s& g mict ban sao. K!nhabenkyketPMluctTnhkemlhequp
déng Lap dong nay, thi noi dmgmaphamr...bcwg sé durpe xem 13 ndi dung cia ban Hap dong Lao
ahng ndy.

This kaboor coriyar? & sade i 02 (ha) copes of equal validily at Hochiminh Cly, and comes into force on | . Each party
shalf keep one copy. Whew fwo porlies Sign an agpertx o s labor 2, the As of Hiat apperadix shal be deerred lo
be contents of this labour contract

Toi, ngudri ky tén dwai day, da ky trong quyen han dugc cho phép vé viéc uy quyén tir Cha tich Hdi ddng
Quan Trj kiém Nguoi Dai dién theo phap luat cla Colng ty Cé Phén Adecco Viét Nam.

f, the undersigned, have signed i1 my capacity of the 1 of the Bosrd of Management and Legal
Representative of Adecco Vietnam Joint Stock Company.

Ngirévi sir dyng lao 39ng/ Empioyer Ngwoi Lao Dong/ Employee

Trwréng phang nhin sw
HR — Admin Teem Lead

Adecco Vietnam Labour Contract
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APPERIEX ¥: CONFIDENTIALITY AGREEMENT
PHY LYC 1: BAD MAT THONG TIN

1. Confidentiality / Tinh bdo mat

1.1.Employee acknowiedges that certain business, financial and operalional information, personal data
and certain data of a secret and proprietary nature (all such information and data being referred to as
“Confidential informaton'y have peen 1 saay De Sstoset ' Ergoyee by Aoettd o 'nas tirswse
come to Employee’s allention. Employee cestifies that such Confidential information wilt be held in
compiete confidence and shall not a1 any fime be disclosed (in whole or in part) without Adecco's prior
written consent to any other person, nor used for any purpose other than the performance of this
Agreement.
Noudi Lao Bng thira nhan réng Adecco hodie bén thiy ba ¢6 lién quan dén cbng viéc thyc hign theo
Hop dbng Lao d§ng da hode oo thé tié! 16 mél s6 thdng tin nhét dinh vé doanh nghiép, 13i chinh, hoat
dfing kinh doanh cda doarih nghiép. diy Béu ca nhén hodc cac loai o lisu khac c6 tinh chat d6c quyén
va bf mét (13t ca chc thong tin va dir #éu 06 duoe goi la "Théng tin M31") hodc bing cach nao @6 cac
théng lin nay da thy hol syrchi y cida Ngudi Lao Béng, Ngudi Lao Bdng xac nhén rang Théng tin Mat
SE duyc gitr bi midl hodn 10&n va khong duoc 11 15 (toan bb hodc mit phan) cho bat cir ngudi nao
néw khong co sy ddng y trsde biing vin ban, cing nhr khong duge st dung cho bat ky myc dich rdo
khac ngoai viéc thyre hign Hop dbng nay.

INCLUDE ONLY FOR COLLEAGUES WORKING IN THE FINANCE DEPARTMENT] Furthermore,
any Confidential information which could be deemed Competitively Sensitive Information (as defined
in the Adecco Group's Antittust Policy) and is related to Sensitive Businesses (as defined in the
Adecco Group's Antitrust Policy), shall be held by the Employee in stiict confidence, and not be
disclosed, in whole o in panl, at any time, to any other person, whether intemal (other than to other
Employees working for Sensitive Businesses) or extemal, nar used for any purpose other than the
performance of this Agreememt. Upon Employee’s change of depattment or termination of the
Agreement, such information shall remain in the division supporting or within the Sensitive Businesses.
[CHI DANH CHO NGUO LAG BONG LAM VIEC TAI BO PHAN KE TOAN] Hor nida, bit cir Thong
tin Bdo mét nao dugc xem 13 Thong tin Canh lranh Nhay cam (theo nhw dinh nghia trong Chinh séch
Chéng dbc quyén cda Tép doan Adecco) va cd fién quan 167 céc Cong viéc Kinh doanh Nhay cam
(theo nhur dinh nghta trong Chinh séch Ching dée quyén ciia Tap doan Adecco) sé duge Ngudi Lao
Bong gitr bi mal luygt ddi va s& khényg duoc tiét 6, do 14 fodn phan hay mél phén, vao bat ki théi ditm
nae. cho bal cir nguti ndo khac, ngay ca Ngudi Lao 84ng ndi b (nhing Ngudi Lao Bng kiidng (3m
nhimg cong viec Kinh doanh Nhay caml hay nguir ngodi, ciing nhar khéng duge sir dung cho bat ky
myc dich nao khic ngoai vi§c thyre hién hop déng nay. Bi vai sy thay doi b3 phan hade chim dirt
Hop dong ctia Ngudi Lao Bfing, nhimg thong tin 36 s& dupce duy tri trong bd phin ho tro hodc trong
cdc Cong vige Kinh doanh nhay cam.

1.2. Employee agrees that no right or license is granted to Employee in relation to Confidential Information
and undertakes not to copy, reproduce or distribute, in whole or in part, any Confidential Information
in documentary of in other tangible form, excepl as may be shiclly necessary o perform this
Agreement. Upon Adecco's request and, in any case, upon termination of the Agreement, Employee
shall relum to Adecco all #s Conbdential lnformation (and any copies thereof) in Emgloyee's
possession or in possession of third parties (o the extent that Employee might be aware of). The latter
might include deleting Adecco's email account or Adecco’s Client email accounts which are accessible
by the Employee through any devices.

Ngteoi Lao Déng chdp nhdn khdng cé quyén hay duge cap gidy phép oé lién quan t6f Thang tin Mét
va cam két khong sao chép, t4i tao hodic phan phdi, todn phéan hodc ban phin, bt cor Thong tin Mat
dudi dang 1ai ligu hodc & dang hitu hinh khéc, tnr trudmg hop c6 thé duwe thuc hign nghiém chinh
mét céch cdn thiét theo nhir hop dbng nay. Theo nhtr yéu céu ctia Adecco, trong bét cii trudmig hop
40, khi chém dut hop déng, Ngudi Lao ong sé trd 1ai Adecca tt ca nhitng Thong tin Mt do (va bat
ki bén sao nao) thudc s6 hiru cua Nguwoi Lac Péng hoiic s& hivu cia bén ther 3 (frong pham vi nhén
thire cia Nguoi Lao Bong). Sau dé c6 thé bao gbm vise xda tai kiiodn email coa Adecco hodc i

khoan email cia cdc Khdch hang cuia Adecco dwge Nguoi Lao Bgng truy cép béng bét cir thiét bj
nao.

2. |Intellectual Property | S¢ hieu tri tué

FO_HR.012/001_Labour Contract
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21 inteflectual Properly inchudes without limitation any reports, studies, patents, copyright, designs, trade
maxk (whether registeren or otherwise), trade names, inventions and improvements, know-how,
Confidential Information, trade secrets, and any other industrial, intellectual property or protected rights
similar to the foregoing, generatad or produced by the Employee during the Period of Employmenl
S& hw trf tug bao gdm nhung khiong gici han bét ki bio cdo, nghién cru, sang ché, ban quyén, thiét ké,
thirong hiéu (d& hodc chiwra ddng ki), nhan hiéu, cic sang ché va cai lién, bi quyé_L Théng tin Mat, bi mal
thuong mai va bat ci. s& hiru cong nghiép, s& hiru tri (ué khac hodic nhitmg quyén duoe bdo vé nhur 03
néu rén, duge Nguti Lao Dong fao ra hoac s3n xuat trong qua trinh lam vige.

2.2.The ownership of all Intellectual Property shall belong exclusively to Adecco.
Quyén so hiru tri tu@ s6 ddc quyén thuéc vé Adecco.

3. Data Protection / Bao vé dir liéu

31. Adecco may collect, use or disclose the Personal Data which Employee provides to Adecco for the
Purpose described in the Adecco Asia Data Protection Policy at liiips Vadecco com vilen/site/privacy,
induding the provision of Services, storage, analytical or dispute resolution purposes, 3s well as, fo comply
with applicable laws, regulations and Adecco’s intemna policies. Capitalized terms used in this form and
not expressly defined shall have the same meaning as set out in the Adecco Asia Data Protection Palicy.
Adecco ¢6 thé thu thap, s dung holic 116t 16 cae théng fin c& nhan ma Noudi Lao Ding cung c4p tho

Adecco cho myc dich duxrc mo 13 trong Chinh séch Bao vé Théng tin ctia Adecco Khu Virc Chéu A fai

hitps fadecco com valvi/stedpivacy, bao gom 131 c& céc muc dich vé cung cp Dich vu, fuu triv. phan

fich hodc gidi quyél tranh chap, chiéu theo Giéu ludi. qey dinh va ehinh sach ciia Adecco. Nhing cum lir
vidt in va khdng duoc dinh ngha rii trong may don nay s€ co y nghia tuong tr vor quy dinh trong Chinh

séch Bao v€ Thing tin cla Adecco A vie Chiu A.

32 This acts as a consent thal Adecco may also transfer your Personal Data to Adecco's employees, officers,

directors, clients (and its agents), suppliers (mainly, [T providers and financial and legal advisors),
autharities and to other Adecco affiliates, based locally or abroad, in order to reasonably achieve the
Purpose. In any case, transfers to third parties will strictly be on a need 1o know basis, in order to comply
with contractual or legal obligations and provided that such third parties have data protection standards
comparable to Adecco’s.
Théa thudn nédy cé nghla la Nguwoi Lao Bdng da dbng y dé Adecco co thé chuyén Dir Libu Ca Nhén cia
Ngurn Lao Bng cho nhén vién, can bg, gidm déc, khdch hang (va chi nhanh clia khéch hang), cac nha
cung cép (chi yéu id cac nha cung cdp CNTT, cb vén tai chinh va phép Iy), chinh quydn nha nwoc (va
cdc phong ban lién quan), va céc chi nhanh khéce cta Adecco ¢o lién quan, ¢6 try sé tai dia purong hodie
ninie ngodi, de dat dug: Myc Bich mét cach hop Iy (ndu cd). Vide chuyén giao chio bén thir ba sé hodn
foan dira trén co s hisu bidt cén gL 8 2da Pl cic nghia vu hep dong hodic phdp Iy va mién 13 céc
bén thir ba do ciing c6 tidu clndin Hio v &b Bsur giding nhwr Adecco.

33 Adecco will securely handle, maintain and store - for a limited period of fime - your Personal Data in
compliance with Adecco Asia Data Proteclion Policy and the applicable laws and regulations. Adecco 56
Xt Iy, duy Iri vé luu triv an todn trong mt khoang thoi gian nhét dinh théng tin cd nhan cua Ngwi Lao
Bjng theo Chinh séch Bdo vé Théng lin ctia Adecco Khu Ve Chau A va theo céc ludt va quy dinh hién
hanh.

34. Adecco relies on your Personal Data to achieve the Purpose; hence, Empioyee shall ensure that the
Personal Data Employee provide is accurate, cormect and complete. If Employee wish to comrect, update
or delete your Personal data, Employee may contact the Adecco Asia Data Protection Officer.

Adecco sé dya vao thong tin ca nhan lién hanh myc dich thye hign dich vu; do do, hay cung cdp thong
lin ¢8 rhén mot cach chinh xéc va déy du. Néu mudn chinh sira, cép nhal hoidc x6a bo thong tin, Nguwroi
Lao Bdng co thé lién hé voi Nbdn vidn Bao vé Théng Tin ciia Adecea Khu Ve Chau A,

35 Employee are entitled 1o withiraw s consert 4 any time by giving notice 10 the Adecco Asia Data

Protection Officer. Employee acknowledge that such withdrawal shall apply prospectively and only affect
Adecco's fulure use or disclosure of your Personal Data.
Nguti Lao Bdng o quyén hiy bo thoa thuén nay bat cir khi nao bing cach dé nghi véi Nhén vién Bao vé
Théing Tin cua Adecco Fhu Vue Chiu A, Luw ¥ ring surhdy b8 nay sé duye dp dimng ké tr khi c6 yéu chu
troy vé sau va chi anh hudmg dén viée Adecco str dung hodc Gét 16 thong tin ca nhén cua Nguwdi Lao O6ng
sau thoi diem co yéu cée.

Adecco Vietnam FO_HR 012/001_Labour Contract
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36. If Employee have any queries regarding Adecco’s treatment of your Personal Data, this cansent form or
any related matter, Employee may refer to Adecco Asia Data Protection Policy or contact Adecco Asia
Data Protechon Officerat. sg SOBCED o
M5es o bl oo koén Bghé o v& e Avscoe SG dung ihing bin ca nihkdn cda Nouoi Lao Bang, vé bdn Sida

Bausn iy oG cic vén 8B W quan Knéc, Naudi Lao Bng cd ihé tham khido Chinh séch Bio vé Th0)
bin cia Adecco Khw Vige Chiau A hojic fién hé Nhan vien Bao vé Théng Tin cia Adecco Khu Ve Chau

theodisctisaur - o

4.

-

Employee represents and warrants that: (i} is eligible to work in Vietnam; (i) has not been convicted of a
crime or is (or expects to be) under criminal investigation; {iii) has provided accurate and true information
to Adecco regarding Employee's educational and professional background, reference checks, medical
condition, etc., in compliance with the applicable fabour regulations.

Ngutn Lao Bong dai dign va ding ca dam bda ding: () e dit didu kifn lam vise & Vist Nam, (i) khdng bi
két dn pham (i hodic bj (hodc sé bj) didu ira 10 pham; (i) cung cip théng tin chinh xdc cho Adecco vé
qua trinh hoc t3p va 1am vigc, xdc minh thong tin tmg vién, diéu kién y 16, van van, theo yéu ciu cia phap
ludt lao d6ng hién hanh.

4.2 Employee shall / Nguwoi Lao Bong sé:

4.2.1 carefully study and fully comply with policies, codes of conduct, handbooks and pracedures of
Adecco and its Chient or any refevant third Pasty relevant in order to provide services in an integrity,
dedicated and professional manner;,
nghién ciu cin thia va thuc hign dly dis cic chinh séch, quy t3c tmg xir, 58 tay va céc thi tuc cva
Adecco va Khach hang cia Adecco hodc bat ky bén thir ba nao lién quan dé thur hién dich vu mot
cach trung thyre, tén tam va chuyén nghiép;

422 fohow instructions and directions of Adecco andfor its Client in retation to the pesformance of its job
duties, provided that such direction is compietely compliant with the applicable laws:;
lam theo hirdng d8n va chi dao cila Adecco vaMode Khich hang ciia Adecco trong viée thue hign
cac cong vige cua minh, midn la cac chi dao nay khéng tréi véi quy dinh phap ludt hién hanh;

4.2.3 devote its entire time and attention to the peformance of this Agreement;
danh toan b{ thai gian va sir chit y cho vige thyrc hién hop ddng nay:

4.2.4 carry out its job duties in a diligent and professional manner;
thyre hign e6ng vige ciia minh mdf cich chuyén cidn va chuyén nghiép;

4.2.5 comply strictly the policies, working nues refevan! 1o any leave and its reason of Adecco and/os its
Chient, which is accorging o the applicabie lows;
tudn thi c4c chinh séch, quay ché 1m visc vé nghi phép va Iy do nghi phép cia Adecco vahodc
Khéch hang cia Adecco, ksan theo guy e cia phap ludt hién hanh;

4.2 maintain, consibute and defend good reputation of Adecco and its Client of any relevant third party;
duy tri, déng gop va bao vé danh litng cifa Adecco ciing nhyr Khdch hing otia Adcooo hay bt ky
mét bén tur ba hén quan;

4.2.7 not engage in any conduct prejudicial to any other employees, customers or candidates of Client or
Adecco or any relevant third party; and
khéng tham gia thyc hién vao bét cir hanh vi g8y ton hai cho nhimg Ngudi Lao Bng khac, céc
khéch hang hodc img vién cla Adecco va bét ky bén nao li8n quan; va

4.2.8 fulfili Clause 4.1 above throughout the term of the Agreement.
thire hién d8y du Didu khoan 4.1 trong sudt thoi han ciia Hop déng.

4.3 Adecca shall be entitled to deduct from Employee’s salary or final salary payment: (i) an amount in
repayment of any advance annual leave that Employee has taken; (iiy any overpayment made by Adecco:;
(iiiy any costs associated with Employee's personal usage of Adecco’s property such as any mabile phane
expenses or any applicable relocation costs.
Adecco sé o quyen khidu In lién luong hodc khoan long thanh todn cudi ciing cia Nguwoi Lao Ddng
néu: (1) Ngudi L.ac Bang da sir dung ngay nghl duve hoong nguyén luong voo! qua théa thuan tai Hop
ding iao dong va chinh sach cia Cang ly. (i) Adecco da Ird du;, (i) b3t ky chi phi kén quan dén viéc chi
tdy cda Nguai Lao Bng yéu cdu Adecco hodic khach bang cua Adecco phai trd cho myc dinh 3 nhin
niim ngoai céng vige, vi du nhw chi phi dién thozi di dong hodc bét ky loai chi phi nao.

5. Termination | Chim dirt hop déng

Adecco Vietnam FO_HR.012/001_Labour Contract
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5.1 In the event of gross negfigence, misconduct, absence without valid reason, breach or negiecting of the

Employee’s job dufies or breach of Clauses 4.1 or 4.2 above, Adecco shall be entiled to unitaterally
terminate this Agreement as per the applicable regulations.
Trong tnadmg hop Ngudi Lao Bdng thire hign cdng vige mot cach cdu tha, co hanh vi sai pham, vang mit
ma khéng c6 ly do chinh déng, vi pham hodic bd bé cong viée dirpc giao hoiic vi pham Biéu khoan 4.1
holic 4.2 6 trén, Adecco c6 quyén don phuong chim did Hop ddng nay theo quiy dinh cua phap luat hién
hanh.

5.2 As Adecco emplayee | hereby ceslify that } have read and fully understand the provisions in the policies
with respect to implement as Adecco standard.
La Ngudn Lao Bong lam viec cho Adecco, 16i xée nhén ring 16i da dpc va hoan toan hibu cic quy Gnh
trong céc chinh sach vé vigc thue hién theo tiéu chudn ciia Adecco.

Ngwii sir dung lao ddng/ Empioyer Nguwi Lao Bong/ Empioyes

| l
Tnrdng phong nhin sy
HR — Admin Team Lead

Adecco Vietnam FO_HR.012/001_Labour Contract
Page 8 of 9



Adecco

APPENDIX 2: DECLARATION OF COMMITMENT

PHY LYC 2: CAM KET THUC HIEN

The Employee have received the ntermal Labour Rules, Code of Conduct, Adecco Asia Data Protection
Policy (st https Uadecco comynlen/site/privacy) . | of the Company (herein after referred to as
‘Employee Documents’) ) soft copy or hard copy before or at the time of sngnmg of this Labour Contract.
*ﬁgmn Lao fng S phae 1Ep tn hzm::q,uyon Ng: Quy Lao Bgng, Quy Tic U'hg Xir, Chinh Sach Bao Vé

Théng Tin Cus Adecco Kho Vye Chau A [t hitps:Vadecco.com.vivvivsil cua Cong
ly (sav ddy goi tél & “Tai Ligu Lao Dong’) bing ban boacbéncmrg!méchoéctaumr didm ky két Hop
dong Lao dong nay.

m&mbymdwwmdvmlymmtmmandundemmmd therefore, commit to strictly
mn;#f\ﬁhm&v;,n vwwee Documents of the

Nguts Loo m:gm.zng;ﬁm-nangrmammwwmaﬁducvaMumva&wmw
tudn ir nghim ngdt cac Tai Ligu Lao Dong ca Céng ly.

Employee’s signature
Ngudi lao &6ng ky tén
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