EnCompass™

REQUEST FOR QUOTATION (RFQ)

RFQ Number: RFQ-10026-001-001-24-01
Issuance Date: July 29, 2024

Description:
Deadline for Questions: 17:00 p.m. local Beirut - Lebanon time on August 7, 2024
Deadline for Quotations: 17:00 p.m. local Beirut - Lebanon time on August 19, 2024

Project/Contract No.: 7200AA20D00011/ TO 72026821F00005

Funded By: USAID
Implemented By: EnCompass LLC
Point of Contact: Hiba Shatila — MEPL HR & Procurement Manager

EnCompass LLC invites qualified firms to submit a quotation to provide support related to preparing
comprehensive and timely monthly reports that focus on the operational and atmospheric contextin Lebanon.

Section 1: Introduction
Background:

The Monitoring and Evaluation Program for Lebanon (MEPL) (Contract # 7200AA20D00011/ Task
Order # 72026821F00005) is an activity implemented by EnCompass LLC.

In August 2021, the United States Agency for International Development (USAID)’s Mission to
Lebanon (USAID/Lebanon) awarded EnCompass LLC the five-year Monitoring and Evaluation
Program for Lebanon (MEPL) Activity. The purpose of this Monitoring and Evaluation (M&E)
contract is to supplement the monitoring and program-management efforts of USAID/Lebanon’s staff
and to verify, monitor, and support USAID’s program performance in the country. The primary goal of
MEPL’s contract is to improve performance management at all levels to help the Mission meet Agency
requirements, make better-informed strategic and management decisions, and advance USAID learning
on practical development approaches.

The expected result of this engagement is to consistently deliver high-quality, informative, and
accurate English-language reports to USAID/Lebanon. These reports will be produced through a
systematic context monitoring exercise. The process will involve the collection of relevant data
throughout a month, culminating in the creation of a report structured in accordance with the approved
format specified by USAID/Lebanon. The report will be submitted to MEPL by the 10" of the month
and include data and analysis about the previous month(s).

These reports will be subject to a review process by MEPL and will be finalized for submission by the
offeror. Once finalized, MEPL will submit to USAID/Lebanon within the specified deadline. Through
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these reports, MEPL aims to contribute valuable insights and information to support USAID/Lebanon
in making informed decisions and enhancing their understanding of the evolving operational and
atmospheric context in Lebanon.

In order to perform this work, EnCompass requires local subcontractor support to collect and analyze
data, draft reports, and submit them to MEPL.

The purpose of this RFQ is to solicit quotations from eligible suppliers for the preparation and
submission of the monthly atmospheric reports.

Section I1: Instructions to Offerors

1.

Offerors are responsible for ensuring that their offers are received by EnCompass in accordance
with the instructions, terms, and conditions described in this RFQ. Failure to adhere with
instructions described in this RFQ may lead to disqualification of an offer from consideration.

Offer Deadline: Offers must be received by email no later than the date and time specified on the
cover page. Emailed offers must be emailed to meplprocurement@encompassworld.com. Offers
received after this time and date will be considered late and will be considered only at the
discretion of EnCompass

Please reference the RFQ number in any response to this RFQ.

Questions regarding the technical or administrative requirements of this RFQ may be submitted by
email no later than the date and time specified on the cover page. Questions must be emailed to
meplprocurement@encompassworld.com. Questions and requests for clarifications and their
responses will be posted as an addendum to this RFQ.

Only the written answers issued by EnCompass will be considered official and carry weight in the
RFQ process and subsequent evaluation. Any verbal information received from employees of
EnCompass or any other entity should not be considered as an official response to any questions
regarding this RFQ.

Quotations: The per-unit pricing in quotations in response to this RFQ must be priced on a fixed
price, all-inclusive basis, including delivery and all other costs including VAT. Pricing must be
presented in United States Dollars.

Offers must remain valid for not less than sixty (60) calendar days after the offer deadline. Prices
quoted must remain fixed for a minimum of 12 months.

Offerors are requested to provide quotations in an Excel spreadsheet with unlocked formulas using
the format outlined in Section 4; in the event this is not possible, offerors may complete the table
and submit on official letterhead.

In addition, offerors responding to this RFQ are requested to submit the following:
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10.

11.

12.

13.

¢ Organizations responding to this RFQ are requested to submit a copy of their official
registration or business license.

e Individuals responding to this RFQ are requested to submit a copy of their identification card.

Source/Nationality/Manufacture: All goods and services offered in response to this RFQ or
supplied under any resulting award must meet USAID Geographic Code 937 in accordance with
the United States Code of Federal Regulations (CFR), 22 CFR 8228. Offerors may not offer or
supply any commodities or services that are manufactured or assembled in, shipped from,
transported through, or otherwise involving any of the following countries: Cuba, Iran, North
Korea, Syria.

Companies or organizations, whether for-profit or non-profit, will be requested to provide a Unique
Entity 1D (UEI) number through the System for Award Management (www.sam.gov) if selected to
receive an award in response to this RFQ valued greater than or equal to USD $30,000.00 (or
equivalent in other currency). If the Offeror does not have a UEI number and is unable to obtain
one before the submission deadline, Offeror shall include a statement noting their intention to
obtain one should it be selected as the successful offeror or reason why a obtaining a UEI is not
possible.

Eligibility: By submitting an offer in response to this RFQ, the offeror certifies that it and its
principal officers are not debarred, suspended, or otherwise considered ineligible for an award by
the U.S. Government. EnCompass will not award a contract to any firm that is debarred,
suspended, or considered to be ineligible by the U.S. Government.

Evaluation and Award: The award will be made to a responsible offeror whose offer follows the
RFQ instructions, meets the eligibility requirements, and is determined via a trade-off analysis to
be the best value based on application of the following evaluation criteria. The relative importance
of each individual criterion is indicated by the number of points below:

e Technical — 60 points: Responsiveness to the technical specifications and requirements
including expertise of assigned personnel, ability to provide requested expertise, ability to
adhere to requested deadline, and previous experience providing similar services.

e Price — 40 points: The overall cost presented in the offer.

Please note that if there are significant deficiencies regarding responsiveness to the requirements of
this RFQ, an offer may be deemed “non-responsive” and thereby disqualified from consideration.
EnCompass reserves the right to waive immaterial deficiencies at its discretion.

Best-offer quotations are requested. It is anticipated that award will be made solely on the basis of
these original quotations. However, EnCompass reserves the right to conduct any of the following:

e EnCompass may conduct negotiations with and/or request clarifications from any offeror
prior to award.
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14.

e While preference will be given to offerors who can address the full technical requirements
of this RFQ, EnCompass may issue a partial award or split the award among various
suppliers.

e EnCompass may cancel this RFQ at any time.

e EnCompass may reject any and all offers, if such action is considered to be in the best
interest of EnCompass.

Please note that in submitting a response to this RFQ, the offeror understands that USAID is not a
party to this solicitation and the offeror agrees that any protest hereunder must be presented —in
writing with full explanations—to EnCompass for consideration, as USAID will not

consider protests regarding procurements carried out by implementing partners.

EnCompass, at its sole discretion, will make a final decision on the protest for this procurement.

Terms and Conditions: This is a Request for Quotations only. Issuance of this RFQ does not in any
way obligate EnCompass or USAID to make an award or pay for costs incurred by potential
offerors in the preparation and submission of an offer.

This solicitation is subject to EnCompass’ standard terms and conditions. Any resultant award will
be governed by these terms and conditions. The proposed terms and conditions can be found in
Attachments A and B of this RFQ. The terms and conditions are subject to change and those
negotiated in the final Purchase Order will apply.

Section 3: Offer Checklist

To assist offerors in preparation of quotations, the following checklist summarizes the documentation
to include an offer in response to this RFQ:

[0 Cover letter, signed by an authorized representative of the offeror which includes Date of Offer,
Validity of Offer, Signature of an Authorized individual.

[0 Official quotation in Excel with unlocked formulas, including specifications of offered services
(see Section 4 for format)

00 Presentation of offeror’s proposed team and the methodology and process proposed (up to five
pages) and CVs of offeror’s proposed team (one page per person).

[0 Document outlining past experience, contractor capacity, and up to three (3) examples of
similar work completed by the offeror (up to five pages in total)

O Copy of offeror’s registration or business license

[0 Subcontractor/Vendor Questionnaire
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Section 4: Specifications and Quotation Requirements

This section contains the specifications and technical/price quotation requirements of the requested
services that may be ordered in response to this RFQ. The specifications listed to below are anticipated
and illustrative. EnCompass may consider alternatives.

The anticipated contract type is: Fixed Unit Price
The anticipated period of performance is: 10/10/2024 -10/09/2025

Below is a list of services with the documentation required per service, and a table that allows for the
provision of prices for each service. Offerors are required to provide quotations using the format
below.

A. Technical Specifications:

EnCompass requires the supplier to provide the following services:

1. Systematic context monitoring, data collection, and data analysis: The process will involve the
collection of relevant data throughout each month, which will then be analyzed and
summarized. The data should be collected across Lebanon and from reliable secondary sources
which will be referenced in the report.

2. Monthly Atmospheric Reporting in English: up to 10 or 15 pages (depending on frequency)
covering the following sectors or development areas:

a. electricity / oil and gas

b. banking and finance

c. foreign assistance

d. food security

e. water and waste management

f. agricultural sector

g. international events / foreign assistance and impact on the economy.

The above themes should reflect the ongoing events that occurred over the reporting month
across Lebanon and include graphics and brief analytical sections addressing the potential
impact on the Lebanese economy. The report should be factual and exclude political analysis or
any other political insights or discussions. The contractor should ensure that the report does not
exceed 15 pages for bi-monthly or quarterly reporting and 10 pages for monthly reporting.

3. Finalization of report after suggested feedback and edits from MEPL and USAID/Lebanon.
In order to evaluate the technical requirements, offerors must provide the following documentation:
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1.

Document #1: A presentation of the offeror’s proposed team to carry out the data collection,
analysis, and reporting work, the methodology and process proposed, and CVs of the
individuals participating in this work (up to five (5) pages plus one (1) page per CV). Please
note that CV pages do not count against the 5 pages designated for the methodology. The
offeror should ensure the following functions or roles are clearly identified within their
proposed team: data collection and analysis, report writing, editing, and graphic design. When
describing methodology, offerors should include suggested secondary sources where data
would be collected from.

Document #2: Document outlining past experience, contractor capacity to complete work, and
up to three (3) examples of similar work completed by offeror (up to five (5) pages). Offeror
should consider highlighting the most relevant experiences in performing contextual
monitoring for Lebanon). The offeror will be evaluated based on the variety of clients, past
performance in analyzing economic impact, and variety of secondary resources utilized in the
past performance.

B. Price Format:

The table below contains the list of services and the units/quantity requested per this RFQ. Offerors are
requested to provide per-unit price quotations in the format below in an Excel spreadsheet with
unlocked formulas. In the event this is not possible, offerors may complete this Section 4 and submit a
signed/stamped version on official letterhead to EnCompass.

Price considerations and assumptions:

EnCompass is expecting to issue a contract for up to 12 reports per year for up to two years.
Frequency of reports requested will be negotiated and finalized before work order signing.
MEPL may request a modification of the frequency throughout the period of performance.
Offerors should provide prices based on 12 reports per year, 6 reports per year, and 4 reports
per year. The report length could reach maximum of 15 pages when reporting on a bi-monthly
or quarterly basis.

Option 1: Price per monthly report

Services Description/Labor | Quantity/Estimated Unit Price Total Price
category Hours

Total price per monthly
report

Option 2: Price per bi-monthly report

Services Description/Labor | Quantity/Estimated Unit Price Total Price
category Hours
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Total price per bi-
monthly report
Option 3: Price per quarterly report

Services Description/Labor | Quantity/Estimated Unit Price Total Price
category Hours

Total price per quarterly
report

Section 5: Offer Cover Letter
The following cover letter must be placed on letterhead and completed/signed/stamped by a
representative authorized to sign on behalf of the offeror:

To: Lebanon MEPL 7200AA20D00011/ TO 72026821F00005
Office Address: Librex Building Bloc 2 3" Floor — Al Arz Street — Zalka — Metn - Lebanon

Reference: RFQ No. 10026-001-001-24-01
To Whom It May Concern:

We, the undersigned, hereby provide the attached offer to perform all work required to complete the
activities and requirements as described in the above-referenced RFQ. Please find our offer attached.
We hereby acknowledge and agree to all terms, conditions, special provisions, and instructions
included in the above-referenced RFQ. We further certify that the below-named firm—as well as the
firm’s principal officers and all commodities and services offered in response to this RFQ—are eligible
to participate in this procurement under the terms of this solicitation and under USAID regulations.

Furthermore, we hereby certify that, to the best of our knowledge and belief:

1 We have no close, familial, or financial relationships with any EnCompass and/or project staff
members;

0 We have no close, familial, or financial relationships with any other offerors submitting
proposals in response to the above-referenced RFQ; and

[ The prices in our offer have been arrived at independently, without any consultation,
communication, or agreement with any other offeror or competitor for the purpose of restricting
competition.

All information in our proposal and all supporting documentation is authentic and accurate.
We understand and agree to EnCompass’ prohibitions against fraud, bribery, and kickbacks.

We hereby certify that the enclosed representations, certifications, and other statements are accurate,

current, and complete.
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Authorized Signature:

Name and Title of Signatory:

Date:

Company Name:

Company Address:

Company Telephone and Website:

Company Registration or Taxpayer ID Number:
Company UEI Number:

Does the company have an active bank account (Yes/No0)?
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EnCompass™

ATTACHMENT A—TERMS AND CONDITIONS

In accepting this Agreement, the Vendor certifies that neither it nor its principals are presently debarred,
suspended, proposed for debarment, declared ineligible or voluntarily excluded from participation in this
type of transaction by any Federal department or agency. Any change in the debarred or suspended status
of the Vendor during the life of this Agreement must be reported immediately to EnCompass. Vendor
will include the Debarment and Suspension certification into any lower-tier vendor agreements that they
may enter into as a part of this Agreement.

Services, Quality and Delivery

Vendor warrants that all services performed under this Agreement will be performed with the standard
of a fully qualified professional, be free from defects, conform to the requirements of the Agreement,
and be performed in strict compliance with any regulatory or international standards. Deliverable
requirements are specified as stated above (the “Services”) and must be submitted to the Project/Activity
Manager or their designee. Vendor’s failure to submit required deliverables or reports when due, or
failure to deliver required work to the reasonable satisfaction of the Project/Activity Manager within the
structures as outlined under this Agreement may result in the withholding of payment until resolved, or
unless such failure arises out of causes beyond the control and without the fault or negligence of the
Vendor.

Vendorshall comply withall specifications, EnCompass and client quality documentsand all subsequent
versions thereof applicable at the time of deliveries. Vendor shall immediately notify EnCompass, in
writing, of any failure of Vendor and/or the Services to comply with the specifications.

Inspection and Acceptance

EnCompass has the right to inspect and test all supplies called for by the Agreement, to the extent
practicable, at all places and times, including the period of manufacture, and in any event before
acceptance in accordance with FAR 52.246-2 “Inspection of Supplies-Fixed Price”. EnCompass shall
perform inspections in a manner that will not unduly delay the work. EnCompass assumes no contractual
obligation to perform any inspection for the benefit of the Vendor unless specifically set forth elsewhere
in this Agreement. EnCompass has the right either to reject or to require correction of nonconforming
Services. Services are nonconforming when they are defective in material or workmanship or are
otherwise not in conformity with contract requirements. If any of the Services do not conform,
EnCompass may require the Vendor to perform the Services again in conformity with contract
requirements for no additional fee.

EnCompass shall accept or reject Services as promptly as practicable after delivery, unless otherwise
provided in the Agreement. EnCompass failure to inspect and accept or reject the Services shall not
relieve the Vendorfrom responsibility, nor impose liability on EnCompass, for nonconforming Services.
EnCompass acceptance of any Services, or payment for, shall not be interpreted or construed to operate
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as a waiver of any right or cause for action arising out of the Vendor’s performance of any Services
under this Agreement.

Payment

Vendor is responsible for all associated bank and/or wire transfer fees and is liable for the payment of
all taxes related to payments issued under this Agreement. EnCompass will not withhold or pay any
amounts for federal, state or municipal income tax, social security, unemployment or workman’s
compensation unless required by law. Vendor shall complete and submit an IRS Form W-9/W-8 and a
Vendor Set Up Form upon acceptance of this Agreement, which must be on file with EnCompass before
payment can be issued. Payment does not constitute final acceptance nor waive any rights or remedies
of EnCompass.

Confidentiality

Vendor agrees to indemnify EnCompass LLC against any claims by third parties arising from conduct
under this Agreement. The Vendor agrees not to disclose information about EnCompass’ business,
including but not limited to proposals, contracts, financial information, personnel information or
business planning, and shall take reasonable steps to protect such information, unless required todisclose
by law.

Ethics and Business Conduct

EnCompass and its employees adhere to high ethical standards and code of conduct through EnCompass
Code of Business Ethics and Conduct in compliance with FAR 52.203-13 — “Contractor Code of
Business Ethics and Conduct” which includes the observance of all applicable U.S. and non-U.S. laws
and regulations. The Vendor is expected to adopt and comply with a code of conduct or policy statement
regarding business conduct, ethics, and compliance that satisfies, at a minimum, these same standards.
Vendor is required to report any violation of the Vendor’s code of ethics and conduct committed by any
employee(s) of either Party, or anyone affiliated with the Vendor, to EnCompass.

Compliance with Laws

Vendor warrants that it shall comply with all national, federal, state, provincial, and local laws,
ordinances, rules, regulations, and Executive Orders applicable to the performance of the Services.
Vendoragrees to cooperate withand support EnCompass and EnCompass’ clients effortsto comply with
all laws, and utilize the tools and systems provided by EnCompass to ensure such compliance. Upon
request, Vendor shall provide EnCompass with information, documentation, and certifications as will
demonstrate Vendor’s compliance with said laws and regulations.

Foreign Corrupt Practices Act
The Vendor shall comply fully with the anti-bribery provisions of the U.S. Foreign Corrupt Practices
Act, asamended (“FCPA”), as well as the a) UN Conventional against Corruption (UNICAC),b) OECD
Convention on the Bribery of Foreign Public Officials (OECD Convention); and c¢) any other applicable
local anticorruption laws, rules, and regulations if any part of this Agreement will be performed outside
of the United States of America.

The Vendor acknowledges and agrees that it is unlawful for the Vendor and/or any officer, director,
employee, or agent of the Vendor to make any kind of offer, payment, promise to pay, or authorization
of the payment of any money, or offer, gift, promise to give, or authorization of the giving of anything
of value to:
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e A foreign official (or foreign political party) for purposes of either influencing any act or decision
of such foreign official in his official capacity.

e A person, that could offer, give or promise monies or something of value, either directly or
indirectly, to any foreign official (or foreign political party), or to any candidate for foreign
political office.

Under this Agreement, a "foreign official” is any appointed, elected, or honorary official or employee of
a foreign government or a public international organization, or any person acting in an official capacity
for or on behalf of any such government or department, agency, or instrumentality, or for or on behalf
of any such public international organization (e.g., the World Bank, UN, DFID, or WHO).

For purposes of this Article, the “government” includes any agency, department, embassy, or other
governmental entity, and any company or other entity owned or controlled by the government. The
Vendor agrees not to interact with any government official, political party or public international
organization on behalf of EnCompass, without prior written authorization, outside of Vendor’s
performance of the Statement of Work.

Combating Trafficking in Persons

EnCompass policy does not tolerate trafficking in persons, including any trafficking-related activities as
prescribed in FAR 52.222-50 — “Combating Trafficking in Persons”. The Vendor and its employees or
agents are required to abide by the provisions set forth in FAR 52.222-50. Any violations of this policy
include but are not limited to termination of this Agreement. If the Vendor obtains any credible
information from any source to a violation of the policy, the Vendor shall report such information (and
may choose to remain anonymous) by either:

a) National Human Trafficking Hotline:
o Call toll-free 24-hour hotline at (1-888-373-7888)
o Textat 233733
o Submit a tip online through the anonymous online reporting form at
https://humantraffickinghotline.org/en/report-trafficking
o Email at help@humantraffickinghotline.org
b) Global Human Trafficking Hotline at 1-844-888-FREE or help@befree.org
c) EnCompass EthicsPoint System:
o Call 24-hour hotline phone number (1-844-719-1427)
o Online reporting form at encompassworld.ethicspoint.com

The hotlines listed above may be used for confidential and anonymous reporting without fear of
retaliation. Additional information regarding trafficking in persons may be found at the website for the
U.S. Department of State's Office to Monitor and Combat Trafficking in Persons at
http://www.state.gov/j/tip/.

Anti-Kickback (for work under Federal Contracts)

As required by the Anti-Kickback Act of 1986 and as referenced in FAR 52.203-7 — “Anti-Kickback
Procedures”, the Vendor warrants that it has not offered or given, or will offer or give, any gratuities,
monies, gifts, things of value, or compensation of any kind for the purpose of securing this Agreement
or favorable treatment under this Agreement.
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Executive Order on Terrorism Financing

U.S. Executive Orders and U.S. law prohibits transactions with, and the provision of resources and
support to, individuals and organizations associated with terrorism. Itis the legal responsibility of the
Vendorto ensure compliance with these Executive Orders and laws. This provision must be included in
all EnCompass approved lower-tier vendors issued under this Agreement.

Export Control

The Vendor agrees to comply with all U.S. Export Control Laws and Regulations, including the
requirement to obtain any export license or agreement, if applicable, Anti-Boycott laws, and the
Department of Treasury Office of Foreign Assets Control (OFAC) regulations. The Vendor also agrees
that he/she will not transfer any export-controlled item, data, or services, to include transfer to foreign
persons employed by or associated with the Vendor, without the authority of an export license,
agreement, or applicable exemption or exception. The Vendor shall be responsible for all losses, costs,
claims, causes of action, damages, liabilities and expense, including attorney’s fees, all expense of
litigation and/or settlement, and court costs, arising from any act or omission of by the Vendor in the
performance of any of its obligations under this Article.

Prohibited Sources

Under no circumstances shall any items or services be procured from a prohibited source. Prohibited
source includes but is not limited to Cuba, Iran, Sudan, Burma, North Korea in accordance with FAR
52.255-13 — “Restrictions on Certain Foreign Purchases”. Additional prohibited sources may be found
through active Sanctions Programs found at the Office of Foreign Assets Control (OFAC) website:
https://home.treasury.gov/policy-issues/financial-sanctions/sanctions-programs-and-country-
information

Limitation on Liability

In no event shall EnCompass be liable to the Vendor in the aggregate for any claim, damage, injury or
loss of any nature arising out of or related to this agreement in excess of the maximum amount which
the Vendor was agreed to be paid for the specified deliverables or services, giving rise to the claim,
damage, injury or loss, or for any incidental, consequential, special, punitive or indirect damages.

Indemnity

The Vendor shall be responsible for all losses, costs, claims, causes of action, damages, liabilities and
expense, including attorney's fees, all expense of litigation and/or settlement, and court costs, arising
from any act or omission, negligence, willful misconduct, violation of statutory duties, or breach of this
Agreement of the Vendor or its employees, officers, directors, or agents in performance of any of its
obligations in connection with the performance of this Agreement.

Disputes

Any dispute arising under this Agreement shall be settled by mutual agreement of the Parties. If the
Parties cannot resolve the dispute amongst themselves within a reasonable time, the Parties may, by
mutual agreement, settle such dispute by arbitration in accordance with the Rules of the American
Avrbitration Association in Maryland, and judgment upon the award rendered by the arbitrators may be
entered in any court having jurisdiction.

Governing Law
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This Agreement shall be construed and interpreted in accordance with the laws of Maryland without
regard to its conflicts or law principles and shall be binding upon EnCompass and the Vendor hereto in
the United States and worldwide.

Taxes

The Vendoris liable forall taxes applicable to the proceeds received as a result of providing services or
deliverables under this Agreement and EnCompass LLC will not withhold nor pay any amounts for
federal, state or municipal income tax, social security, unemployment or workman’s compensation
unless required by law. EnCompass will annually file with the Internal Revenue Service, or any other
tax agency, whether domestic or not, any applicable tax forms reflecting the gross annual payments made
by EnCompass to the Vendor.

Insurance
Vendor certifies that it maintains the following insurance as required by law and in at least the minimum
amounts stated below. Vendor shall produce a copy of evidence of coverage if requested by EnCompass.
The Vendor shall require its lower-tier vendors to maintain insurance at, or in excess of, the limits stated
below:
e Workers’ Compensation and employer’s liability insurance for the jurisdiction where the work
is to be performed.

e Comprehensive automobile and vehicle liability insurance covering claims for injuries to
members of the public and/or damages to property of others arising from use of motor vehicles,
including on-site and off-site operations, and owned, non-owned, or hired vehicles, with
$1,000,000.00 combined single limits.

e Commercial General Liability at $1,000,000.00 combined single limit per occurrence (including
products/completed operations and contractual liability coverage) covering claims for injuries to
members of the public or damage to property of others arising out of any negligent act or omission
by the Vendor or of any of its employees, agents, or lower-tier vendors.

e |If the Vendor is providing professional services, Professional Liability insurance for damages
caused by any acts, errors, or omissions arising out of the Vendor’s performance of professional
services with limits not less than $1,000,000.00 per claim.

Representations and Certifications

As set forth below, Vendor shall provide current, accurate and complete representations and
certifications. It shall be the Vendor’s responsibility to complete the Representations and Certifications
provided by EnCompass, measured from the date the Representations and Certifications were initially
made. Additionally, it is the Vendor’s responsibility to ensure the continued accuracy of Vendor’s
Representations and Certifications. In the event the status of any item which the Vendor represented or
certified changes prior to renewal, the Vendor shall promptly notify EnCompass, within ten (10) business
days after the change in status.

Termination of Agreement
This Agreement shall remain in effect from the date hereof and shall terminate upon the earliest of the
following:
a) For Cause: This Agreement may be terminated for cause at any time, in whole or in part, by
EnCompass upon written notice. If the Vendor fails to comply with Agreement requirements,
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then the Vendor will be given thirty (30) calendar days to remedy the non-compliance before
termination is considered.

b) For Convenience: This Agreement may be terminated for convenience by written notice, in whole
or in part, by EnCompass or if termination is directed by the EnCompass client. If this Agreement
is terminated, the termination conditions, including the effective date and, in the case of partial
termination, the portion to be terminated, will be provided in the notice.

c) Termination Procedures: Upon receipt of, and in accordance with, a termination notice, as
specified in either paragraph above, Vendor will take immediate action to stop work and
minimize all expenditures and obligations financed by this Agreement. The Vendor agrees to
cancel unliquidated obligations whenever possible. EnCompass agrees to reimburse Vendor for
work completed up to the date of termination on behalf of EnCompass.

No Partnership

Nothing in this Agreement shall be construed as establishing or implying any partnership or joint venture
relationship between the Parties, and nothing in this Agreement shall be deemed to create an agency
relationship between the Parties or authorize a Party to commit or bind the other Party in any way
whatsoever.

Ownership

All reports, presentations and other work products related hereto produced by the Vendor under this
Agreement will be considered data, subject to the provisions of FAR 52.227-14, “Rights in Data —
General.” EnCompass and its client shall have the irrevocable, fully paid up right to use, release to others,
reproduce, distribute and publish such data. The Vendor agrees not to include any data which would be
deemed Limited Rights Data to be used under this Agreement.

No Publication

Neither Party shall disclose, publicize, or advertise in any manner the discussions or negotiations
contemplated by the Agreement nor publish or disseminate any information resulting from the work
being performed under this Agreement without the prior written consent of the other Party.

No Assignment

Neither Party may assign or transfer or attempt to assign or transfer all or any portion of its rights,
responsibilities, or obligations due or to become due under this Agreement to any person or entity
without the prior written consent of the other Party. Any such assignment or delegation by Vendor of its
rights, responsibilities, or obligations hereunder without EnCompass’ prior written consent shall be void.
Consent shall not be unreasonably withheld.

No Waiver

No failure of any Party to exercise any right under, or to require compliance with, the Agreement, shall
constitute a waiver by such Party of its rights hereunder. No concession, latitude, or waiver allowed by
either Party to the other at any time shall be deemed a concession, latitude, or waiver with respect to any
rights unless and only to the extent expressly stated in writing, nor shall it prevent such Party from
enforcing any rights in the future under similar circumstances.

Conflicts of Interest
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The Vendor warrants to its best knowledge and belief that there are no relevant facts or circumstances
which could give rise to an actual or potential conflict of interest, as prescribed in FAR Part 9.5, or that
such relevant information has been disclosed in writing by the Vendor to EnCompass. If an actual or
potential conflict of interest is discovered after the execution of this Agreement, the Vendor will make a
full disclosure in writing to the EnCompass Project/Activity Manager. The Vendor will provide a
description of activities it has taken or proposes to take, to avoid, mitigate, or neutralize the actual or
potential conflict.

Modifications
No amendment or modification of any term of this Agreement shall be valid or binding on the Parties
unless made in writing and executed on behalf of each Party by a duly authorized representative.

Excusable Delays

Neither Party shall be in default because of any failure to perform under the terms of this Agreement if
the failure arises from any incident or circumstances beyond the affected Party’s control and without the
fault or negligence of the Party. Examples of these causes are acts of God or of the public enemy, acts
of the Government in either its sovereign or contractual capacity, fires, floods, epidemics, quarantine
restrictions, strikes, freight embargoes, and unusually severe weather (a “Force Majeure Event”). Ineach
instance, the failure to perform must be beyond the control and without the fault or negligence of the
Party. If a failure or delay in performance is caused by an event affecting any of the Vendor’s suppliers,
such failure or delay shall not be excusable unless such event is a Force Majeure Event as defined above.

UnderFederally funded awards, a United States (U.S.) government shutdownand any interruption in the
U.S. government’s operations shall constitute an incident or circumstance beyond the affected Party’s
control. Underthis circumstance, the affected Party shall inform the other Party immediately, specifying
the duration and contingencies. The affected Party shall resolve such contingencies to ensure the
performance of its obligations under this Agreement can be resumed as soon as possible.
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ATTACHMENT B - REPRESENTATIONS AND CERTIFICATIONS

52.204-25 Prohibition on Contracting for Certain Telecommunications and Video Surveillance
Services or Equipment (Nov 2021)

Vendor certifies to the following restrictions:
(@) Definitions. As used in this clause—

Backhaul means intermediate links between the core network, or backbone network, and the small
subnetworks at the edge of the network (e.g., connecting cell phones/towers to the core telephone
network). Backhaul can be wireless (e.g., microwave) or wired (e.g., fiber optic, coaxial cable,
Ethernet).

Covered foreign country means The People’s Republic of China.

Covered telecommunications equipment or services means—

(1) Telecommunications equipment produced by Huawei Technologies Company or ZTE Corporation
(or any subsidiary or affiliate of such entities);

(2) For the purpose of public safety, security of Government facilities, physical security surveillance of
critical infrastructure, and other national security purposes, video surveillance and telecommunications
equipment produced by Hytera Communications Corporation, Hangzhou Hikvision Digital
Technology

Company, or Dahua Technology Company (or any subsidiary or affiliate of such entities);

(3) Telecommunications or video surveillance services provided by such entities or using such
equipment; or

(4) Telecommunications or video surveillance equipment or services produced or provided by an entity
that the Secretary of Defense, in consultation with the Director of National Intelligence or the Director
of the

Federal Bureau of Investigation, reasonably believes to be an entity owned or controlled by, or
otherwise

connected to, the government of a covered foreign country.

Critical technology means—
(1) Defense articles or defense services included on the United States Munitions List set forth in the
International Traffic in Arms Regulations under subchapter M of chapter I of title 22, Code of Federal
Regulations;
(2) Items included on the Commerce Control List set forth in Supplement No. 1 to part 774 of the
Export
Administration Regulations under subchapter C of chapter V11 of title 15, Code of Federal Regulations,
and
controlled-
(i) Pursuant to multilateral regimes, including for reasons relating to national security, chemical
and
biological weapons proliferation, nuclear nonproliferation, or missile technology; or
(i) For reasons relating to regional stability or surreptitious listening;
(3) Specially designed and prepared nuclear equipment, parts and components, materials, software, and
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technology covered by part 810 of title 10, Code of Federal Regulations (relating to assistance to
foreign atomic energy activities);

(4) Nuclear facilities, equipment, and material covered by part 110 of title 10, Code of Federal
Regulations (relating to export and import of nuclear equipment and material);

(5) Select agents and toxins covered by part 331 of title 7, Code of Federal Regulations, part 121 of
title 9 of such Code, or part 73 of title 42 of such Code; or

(6) Emerging and foundational technologies controlled pursuant to section 1758 of the Export Control
Reform Act of 2018 (50 U.S.C. 4817).

Interconnection arrangements means arrangements governing the physical connection of two or more
networks to allow the use of another's network to hand off traffic where it is ultimately delivered (e.g.,
connection of a customer of telephone provider A to a customer of telephone company B) or sharing
data and other information resources.

Reasonable inquiry means an inquiry designed to uncover any information in the entity's possession
about the

identity of the producer or provider of covered telecommunications equipment or services used by the
entity that excludes the need to include an internal or third -party audit.

Roaming means cellular communications services (e.g., voice, video, data) received from a visited
network when unable to connect to the facilities of the home network either because signal coverage is
too weak or because traffic is too high.

Substantial or essential component means any component necessary for the proper function or
performance of a piece of equipment, system, or service.

(b) Prohibition. (1) Section 889(a)(1)(A) of the John S. McCain National Defense Authorization Act
for Fiscal Year 2019 (Pub. L. 115-232) prohibits the head of an executive agency on or after August
13, 2019, from procuring or obtaining, or extending or renewing a contract to procure or obtain, any
equipment, system, or service that uses covered telecommunications equipment or services as a
substantial or essential component of any system, or as critical technology as part of any system. The
Contractor is prohibited from providing to the Government any equipment, system, or service that uses
covered telecommunications equipment or services as a substantial or essential component of any
system, or as critical technology as part of any system, unless an exception at paragraph (c) of this
clause applies or the covered telecommunication equipment or services are covered by a waiver
described in FAR 4.2104.

(2) Section 889(a)(1)(B) of the John S. McCain National Defense Authorization Act for Fiscal Year
2019 (Pub. L.115-232) prohibits the head of an executive agency on or after August 13, 2020, from
entering into a contract, or extending or renewing a contract, with an entity that uses any equipment,
system, or service that uses covered telecommunications equipment or services as a substantial or
essential component of any system, or as critical technology as part of any system, unless an exception
at paragraph (c) of this clause applies or the covered telecommunication equipment or services are
covered by a waiver described in FAR 4.2104. This prohibition applies to the use of covered
telecommunications equipment or services, regardless of whether that use is in performance of work
under a Federal contract.

(c) Exceptions. This clause does not prohibit contractors from providing—
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(1) A service that connects to the facilities of a third-party, such as backhaul, roaming, or
interconnection

arrangements; or

(2) Telecommunications equipment that cannot route or redirect user data traffic or permit visibility
into any user data or packets that such equipment transmits or otherwise handles.

(d) Reporting requirement. (1) In the event the Contractor identifies covered telecommunications
equipment or services used as a substantial or essential component of any system, or as critical
technology as part of any system, during contract performance, or the Contractor is notified of such by
a subcontractor at any tier or by any other source, the Contractor shall report the information in
paragraph (d)(2) of this clause to the Contracting Officer, unless elsewhere in this contract are
established procedures for reporting the information; in the case of the Department of Defense, the
Contractor shall report to the website at https:/dibnet.dod.mil. For indefinite delivery contracts, the
Contractor shall report to the Contracting Officer for the indefinite delivery contract and the
Contracting Officer(s) for any affected order or, in the case of the Department of Defense, identify
both the indefinite delivery contract and any affected orders in the report provided at
https://dibnet.dod.mil.

(2) The Contractor shall report the following information pursuant to paragraph (d)(1) of this clause
(1) Within one business day from the date of such identification or notification: the contract
number; the order number(s), if applicable; supplier name; supplier unique entity identifier (if
known); supplier Commercial and Government Entity (CAGE) code (if known); brand; model
number (original equipment manufacturer number, manufacturer part number, or wholesaler
number); item description; and any readily available information about mitigation actions
undertaken or recommended.

(if) Within 10 business days of submitting the information in paragraph (d)(2)(i) of this clause: any
further

available information about mitigation actions undertaken or recommended. In addition, the
Contractor shall describe the efforts it undertook to prevent use or submission of covered
telecommunications equipment or services, and any additional efforts that will be incorporated to
prevent future use or submission of covered telecommunications equipment or services.

(e) Subcontracts. The Contractor shall insert the substance of this clause, including this paragraph (e)
and excluding paragraph (b)(2), in all subcontracts and other contractual instruments, including
subcontracts for the acquisition of commercial products or commercial services.

(End of clause)

52.222-26 Equal Opportunity (Sept 2016)

Vendor certifies to the following restrictions:
(@) Definition. As used in this clause.

Compensation means any payments made to, or on behalf of, an employee or offered to an
applicant as remuneration for employment, including but not limited to salary, wages, overtime pay,
shift differentials, bonuses, commissions, vacation and holiday pay, allowances, insurance and other
benefits, stock options and awards, profit sharing, and retirement.
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Compensation information means the amount and type of compensation provided to employees or
offered to applicants, including, but not limited to, the desire of the Contractor to attract and retain a
particular employee for the value the employee is perceived to add to the Contractor's profit or
productivity; the availability of employees with like skills in the marketplace; market research about
the worth of similar jobs in the relevant marketplace; job analysis, descriptions, and evaluations; salary
and pay structures; salary surveys; labor union agreements; and Contractor decisions, statements and
policies related to setting or altering employee compensation.

Essential job functions means the fundamental job duties of the employment position an individual
holds. A job function may be considered essential if-

(1) The access to compensation information is necessary in order to perform that function or
another routinely assigned business task; or

(2) The function or duties of the position include protecting and maintaining the privacy of
employee personnel records, including compensation information.

Gender identity has the meaning given by the Department of Labor’s Office of Federal Contract
Compliance Programs, and is found at http://www.dol.gov/ofccp/LGBT/LGBT_FAQs.html.

Sexual orientation has the meaning given by the Department of Labor’s Office of Federal
Contract Compliance Programs, and is found at
http://www.dol.gov/ofccp/LGBT/LGBT_FAQs.html.

United States, means the 50 States, the District of Columbia, Puerto Rico, the Northern Mariana
Islands, American Samoa, Guam, the U.S. Virgin Islands, and Wake Island.

(b) (1) If, during any 12-month period (including the 12 months preceding the award of this
contract), the Contractor has been or is awarded nonexempt Federal contracts and/or subcontracts that
have an aggregate value in excess of $10,000.00, the Contractor shall comply with this clause, except
for work performed outside the United States by employees who were not recruited within the United
States. Upon request, the Contractor shall provide information necessary to determine the applicability
of this clause.

(2) If the Contractor is a religious corporation, association, educational institution, or society,
the requirements of this clause do not apply with respect to the employment of individuals of a
particular religion to perform work connected with the carrying on of the Contractor’s activities (41
CFR 60-1.5).

(c) (1) The Contractor shall not discriminate against any employee or applicant for employment
because of race, color, religion, sex, sexual orientation, gender identity, or national origin. However, it
shall not be a violation of this clause for the Contractor to extend a publicly announced preference in
employment to Indians living on or near an Indian reservation, in connection with employment
opportunities on or near an Indian reservation, as permitted by 41 CFR 60-1.5.

(2) The Contractor shall take affirmative action to ensure that applicants are employed, and that
employees are treated during employment, without regard to their race, color, religion, sex, sexual
orientation, gender identity, or national origin. This shall include, but not be limited to-

(i) Employment;
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(i) Upgrading;

(iii) Demotion;

(iv) Transfer;

(v) Recruitment or recruitment advertising;

(vi) Layoff or termination;

(vii) Rates of pay or other forms of compensation; and
(viii) Selection for training, including apprenticeship.

(3) The Contractor shall post in conspicuous places available to employees and applicants for
employment the notices to be provided by the Contracting Officer that explain this clause.

(4) The Contractor shall, in all solicitations or advertisements for employees placed by or on
behalf of the Contractor, state that all qualified applicants will receive consideration for employment
without regard to race, color, religion, sex, sexual orientation, gender identity, or national origin.

(5) (i) The Contractor shall not discharge or in any other manner discriminate against any
employee or applicant for employment because such employee or applicant has inquired about,
discussed, or disclosed the compensation of the employee or applicant or another employee or
applicant. This prohibition against discrimination does not apply to instances in which an employee
who has access to the compensation information of other employees or applicants as a part of such
employee's essential job functions discloses the compensation of such other employees or applicants to
individuals who do not otherwise have access to such information, unless such disclosure is in
response to a formal complaint or charge, in furtherance of an investigation, proceed ing, hearing, or
action, including an investigation conducted by the employer, or is consistent with the Contractor's
legal duty to furnish information.

(if) The Contractor shall disseminate the prohibition on discrimination in paragraph (c)(5)(i)
of this clause, using language prescribed by the Director of the Office of Federal Contract Compliance
Programs (OFCCP), to employees and applicants by-

(A) Incorporation into existing employee manuals or handbooks; and

(B) Electronic posting or by posting a copy of the provision in conspicuous places
available to employees and applicants for employment.

(6) The Contractor shall send, to each labor union or representative of workers with which it has
a collective bargaining agreement or other contract or understanding, the notice to be provided by the
Contracting Officer advising the labor union or workers’ representative of the Contractor’s
commitments under this clause, and post copies of the notice in conspicuous places available to
employees and applicants for employment.

(7) The Contractor shall comply with Executive Order11246, as amended, and the rules,
regulations, and orders of the Secretary of Labor.
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(8) The Contractor shall furnish to the contracting agency all information required by Executive
Order11246, as amended, and by the rules, regulations, and orders of the Secretary of Labor. The
Contractor shall also file Standard Form100 (EEO-1), or any successor form, as prescribed in 41 CFR
Part 60-1. Unless the Contractor has filed within the 12 months preceding the date of contract award,
the Contractor shall, within 30 days after contract award, apply to either the regional Office of Federal
Contract Compliance Programs (OFCCP) or the local office of the Equal Employment Opportunity
Commission for the necessary forms.

(9) The Contractor shall permit access to its premises, during normal business hours, by the
contracting agency or the OFCCP for the purpose of conducting on-site compliance evaluations and
complaint investigations. The Contractor shall permit the Government to inspect and copy any books,
accounts, records (including computerized records), and other material that may be relevant to the
matter under investigation and pertinent to compliance with Executive Order11246, as amended, and
rules and regulations that implement the Executive Order.

(10) If the OFCCP determines that the Contractor is not in compliance with this clause or any
rule, regulation, or order of the Secretary of Labor, this contract may be canceled, terminated, or
suspended in whole or in part and the Contractor may be declared ineligible for further Government
contracts, under the procedures authorized in Executive Order11246, as amended. In addition,
sanctions may be imposed and remedies invoked against the Contractor as provided in Executive
Order11246, as amended; in the rules, regulations, and orders of the Secretary of Labor; or as
otherwise provided by law.

(11) The Contractor shall include the terms and conditions of this clause in every subcontract or
purchase order that is not exempted by the rules, regulations, or orders of the Secretary of Labor issued
under Executive Order11246, as amended, so that these terms and conditions will be binding upon
each subcontractor or vendor.

(12) The Contractor shall take such action with respect to any subcontract or purchase order as
the Director of OFCCP may direct as a means of enforcing these terms and conditions, including
sanctions for noncompliance, provided, that if the Contractor becomes involved in, or is threatened
with, litigation with a subcontractor or vendor as a result of any direction, the Contractor may request
the United States to enter into the litigation to protect the interests of the United States.

(d) Notwithstanding any other clause in this contract, disputes relative to this clause will be
governed by the procedures in 41 CFR 60-1.

(End of clause)
52.204-27 Prohibition on a ByteDance Covered Application (June 2023)

Vendor certifies to the following restrictions:

(@) Definitions. As used in this clause—

Covered application means the social networking service TikTok or any successor application or
service developed or provided by ByteDance Limited or an entity owned by ByteDance Limited.
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Information technology, as defined in 40 U.S.C. 11101(6)—

(1) Means any equipment or interconnected system or subsystem of equipment, used in the automatic
acquisition, storage, analysis, evaluation, manipulation, management, movement, control, display,
switching, interchange, transmission, or reception of data or information by the executive agency, if
the equipment is used by the executive agency directly or is used by a contractor under a contract with
the executive agency that requires the use—

(i) Of that equipment; or

(i) Of that equipment to a significant extent in the performance of a service or the furnishing of a
product;

(2) Includes computers, ancillary equipment (including imaging peripherals, input, output, and storage
devices necessary for security and surveillance), peripheral equipment designed to be controlled by the
central processing unit of a computer, software, firmware and similar procedures, services (including
support services), and related resources; but

(3) Does not include any equipment acquired by a Federal contractor incidental to a Federal contract.

(b) Prohibition. Section 102 of Division R of the Consolidated Appropriations Act, 2023 (Pub. L. 117-
328), the No TikTok on Government Devices Act, and its implementing guidance under Office of
Management and Budget (OMB) Memorandum M-23-13, dated February 27, 2023, “No TikTok on
Government Devices” Implementation Guidance, collectively prohibit the presence or use of a covered
application on executive agency information technology, including certain equipment used by Federal
contractors. The Contractor is prohibited from having or using a covered application on any
information technology owned or managed by the Government, or on any information technology used
or provided by the Contractor under this contract, including equipment provided by the Contractor’s
employees; however, this prohibition does not apply if the Contracting Officer provides written
notification to the Contractor that an exception has been granted in accordance with OMB
Memorandum M-23-13.

(c) Subcontracts. The Contractor shall insert the substance of this clause, including this paragraph (c),
in all subcontracts, including subcontracts for the acquisition of commercial products or commercial
services.

(End of clause)
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ATTACHMENT C: SUBCONTRACTOR/VENDOR QUESTIONNAIRE

Check One:

Unique Entity ID
(SAM)

ENCOMPASS SUBCONTRACTOR/VENDOR QUESTIONNAIRE

[J New [a completed W-9 or W-8 must accompany this form]

[0 Address Change

SUBCONTRACTOR/VENDOR PROFILE AND CAPABILITIES

Legal Name of entity
Doing Business As (if

. Enter legal name
applicable):

1099 Reportable? X Yes [ No

Do you have:

0 Employer Identification No. (EIN) OR

O Social Security Number

Legal Status:
(check one)

[ Corporate (not tax exempt)
[ Corporate (tax exempt)

O International Organization (per 26 CFR 1.6049-4)

[0 Individual/Sole Proprietorship or single-member LLC

O International Consultant/SME

O Partnership O other:
Type of Business: O Consultant/SME [J staffing Company/Contract Labor
[ Service Company O other:

Consultants Only:

Have you had clients
Yes [] No

a

over the last 12 months?

If Yes, please list 3 recent clients:

Individuals/Sole
Proprietor Only

Government
Employment:

Individual/Sole Proprietor [ is [ is NOT a:

O CURRENT or

O FORMER

employee of any U.S. Government entity or International Government entity

If yes, please specify:

Current/Former Government Employer:

Separation Date (If Former):

Street Address:

Are you able to receive US Dollars (USD) through your bank?

PAYMENT ADDRESS

O Yes

O No
AGREEMENT ADDRESS
Street Address:

0 SAME AS REMIT ADDRESS

City:

State:

Zip/Postal Code |City:

State: Zip/Postal Code

Country:

Country:

Accounts Receivable
Contact Name:

Telephone No:

Contract Contact Name:

Telephone No:

Email Address:

Fax No.:

SUBCONTRACTOR/VENDOR BUSINESS SIZE CERTIFICATION

PRIMARY NAICS CODE FOR CERTIFICATION: Ienter primary NAICSl

Email Address:

Fax No.:

https://www.sba.qov/size

This code will determine your default classification and is based on the type of work you are most likely to perform for EnCompass. If you do not
know your primary NAICS, go to: http.//www.census.gov/eos/www/naics/ to determine business size, contact your local SBA

[ Large Business

O Small Business (SB)

0 Woman-Owned SB
O Veteran Owned SB

O Service-Disabled Veteran-Owned SB

[ Foreign Owned Business

[0 Small Disadvantaged Business

O HUBZone SB

[0 8A Certified Small Disadvantaged
Business

O Non-Profit

[0 Other
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By signature below, | hereby certify that the business type and designation indicated above is true and accurate as of the
date of execution of this document, and | further understand that under 15 U.S.C. 645(d), any person who misrepresents a
business’ size status shall (1) be punished by a fine, imprisonment, or both; (2) be subject to administrative remedies; and
(3) be ineligible for participation in programs conducted under the authority of the Small Business Act.

Signature and Title (required) Date

ENCOMPASS VENDOR QUESTIONNAIRE
Section 2

Fill in this form if 2 out of the following 3 are true:
1. The organization has not previously received USG funding (including but not limited to
USAID, Department of State, Department of Defense, etc.)
2. The organization does not have an established Negotiated Indirect Cost Agreement (NICRA)
3. The organization is registered outside of the United States

If Supplier is owned or controlled by a common parent:

Parent
Name Parent EIN
Approximately how many employees do you P

. art-
currently employ? Full-time time

List all North American Industry Classification System Codes (NAICS) that apply to your
company:

http://www.census.gov/eos/www/naics/. To determine business size, contact your local SBA office
https://www.sba.gov/content/find-local-sha-office;

Financial Information
1. What are the beginning and ending dates of your organization’s fiscal year?

From (month/day): To (month/day):

2. What currency does your organization use to conduct its business activities?

3. Please provide the following financial information based on your organization’s most recent
completed fiscal year.

Revenues: Uusb $ Local Currency

Expenses: usb $ Local Currency
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Assets:USD  $ Local Currency
Liabilities: Uusb $ Local Currency
Exchange rate: = USD $1.00
4. Have you previously provided services on USAID-funded projects? Yes No

If yes, please list up to three of your most recent projects, including project name, country, total
contract value and if you were the subcontractor or prime contractor:

1.
2.
3.

5. Does your organization use indirect cost rates?  Yes No

I yes, please provide a copy of your indirect cost rate calculation.

6. Do you have a Negotiated Indirect Cost Rate Agreement (NICRA)? Yes No
If yes, please provide a current copy.

Financial Control and Accounting System

1. How are your transactions recorded?

Manual ledger system — indicate ledgers used:

Computerized system — indicate software used:

2. lIsthere a chart of accounts? Yes No

3. Isadouble entry accounting system used? Yes No

4. Does your organization have a written accounting policies and procedures manual?

Yes No
If yes, please provide a copy.
5. On what basis are your financial reports issued? Cash: Accrual

6. How often are financial reports prepared:

Monthly Quarterly Annually Not prepared (please explain)
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7.

Are timesheets used to record employees’ total direct and indirect time charges?

Yes: No

If yes, please attach a copy of the timesheet template.

8.

10.

11.

12.

13.

14.

15.

Does your accounting system segregate direct costs from indirect costs?

Yes No

Does your accounting system identify the receipt and expenditure of funds separately for each
grant and/or contract?

Yes No

Does the accounting system provide for the recording of grant/contract costs according to
categories of the approved budget?

Yes No

Are you familiar with the cost principles (Federal Acquisition Regulations Part 31.2, OMB
Circular A-21, or A-122 as appropriate) and procedures for the determination and allowance of
costs in connection with federal grants and contracts?

Yes No

Is a separate bank account maintained for grant/contract funds?

Yes No

If a separate account is not maintained, can the grant/contract funds and related expenses be readily
identified?

Yes No

Is your institution's accounting system designed to detect errors in a timely manner?

Yes No

Are reconciliations between bank statements and accounting records performed monthly and
reviewed by an appropriate individual?

Yes No

Internal Controls
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Internal controls are procedures which ensure that: 1) financial transactions are approved by an
authorized individual and are consistent with U.S. laws, regulations and your institution's policies; 2)
assets are maintained safely and controlled; and 3) accounting records are complete, accurate and
maintained on a consistent basis. Please complete the following questions concerning your institution's
internal controls.

1.

Does your institution maintain a record of how much time employees spend on different projects or
activities? If yes, how?

Yes No

Do you maintain inventory records for your institution's equipment? If no, explain.

Yes No

How often do you check actual inventory against inventory records?

Avre all financial transactions approved by an appropriate official?

Yes No
I's the person(s) responsible for approving transactions familiar with U.S. Federal Cost principles as
described in Federal Acquisition Regulations Part 31.2, OMB Circular A-21, or A-122 as
appropriate?

Yes No
Does your institution use a payment voucher system or some other procedure for the
documentation of approval by an appropriate official?

Yes No

Does your institution require supporting documentation (such as original receipts) prior to payment
for expenditures?

Yes No
Does your institution require that such documentation be maintained over a period of time? If yes,
how long are such records kept?

Yes No

Are different individuals within your institution responsible for approving, disbursing, and
accounting of transactions?
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Yes No

10. Are the functions of checking the accuracy of your accounts and the daily recording of accounting
data performed by different individuals?

Yes No

Audit

1. Isyour organization audited on an annual basis? Yes No

If yes, please attach a copy of the audited financial statements (including a Balance Sheet and Income
Statement) for the last two fiscal years.

If no, has your organization ever been audited?

2. If you do not have a current audit of your financial statements, please provide this office with a
copy of the following financial statements, if available:

o A Balance Sheet for the most current and previous year; and
o An Income Statement for the most current and previous year;
o A Cash Flow Statement for the most current and previous year.

3. Are there any circumstances that would prevent your institution from obtaining an audit?

Yes No_

I yes, please provide
details:

Signed:
Name:
Title:
Date:
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