
 

 
 

 

Request for Proposal (RFP) 
 
Issued on    : August 5, 2019 
Solicitation Number  : AUAFP-FY20-RFP-05 
For  : Conference hall, venue, food and accommodation services 
Application Deadline  : August 20, 2019 
Period of Performance   : September 01, 2019 to August 31, 2020 (tentative) 
Type of agreement : Long Term Agreement (LTA) 
 
Background: 

Pathfinder International, in partnership with IntraHealth International, and with strategic support 

from the Obstetrics-Gynecology Society of Bangladesh (OGSB), the World Health Organization and 

University of Dhaka is implementing the USAID Accelerating Universal Access to Family Planning 

(AUAFP) project in Bangladesh. The goal of AUAFP is to contribute to the improved health and 

human capital in Bangladesh.  In Bangla, the project name is “Shukhi Jibon”. 

The project will support the strengthening and expansion of access to quality Family Planning (FP) 

services through a collaborative health system capacity building partnership with the Government of 

Bangladesh (GoB). The project will use a flexible implementation model led in partnership with the 

Ministry of Health and Family Welfare (MoHFW), including the National Institute of Population 

Research and Training (NIPORT), the Directorate General of Family Planning (DGFP), and the 

Directorate General of Health Services (DGHS).  

The Activity will serve individuals and communities most in need of quality family planning services 

and information of all 32 districts in 4 divisions (Dhaka, Mymensingh, Sylhet and Chattogram) with 

lower family planning use and populations facing the greatest access barriers, such as unmarried 

adolescents, newlyweds, first-time parents, and postpartum, post-abortion care, and post-menstrual 

regulation clients.  

 

Scope of Work: 

Specifications and Technical Requirements for hotel, conference, food and accommodation services:  
 
The table below contains the list of commodities/services that may be ordered under the agreement 
mechanism.  Offerors are requested to provide per-unit quotations containing the information 
below on official letterhead or official quotation format. 
 
Offerors may choose to submit proposals for both categories in all options or submit proposals for 
any option of any category. 
 
 
 
 
 
 
 



Offered unit prices should be inclusive of tax and excluding VAT: 
 

Category A: Non-residential Events Conference Hall / Venue, Food: 

Particulars Unit 
Base Price per Unit 
(incl. Tax, excl. VAT) 

% Discount 
Offered Price per Unit 

(incl. Tax, excl. VAT) 

Conference Hall / Venue: 

Option 1: 
Conference Hall 

• Capacity: Up to 50 people 

• One multimedia projector, 
one projector screen 

• Sound systems including two 
wireless microphones 

One 
conference 

room 
  

 

Option 2: 
Conference Hall 

• Capacity: 51 to 100 people 

• One multimedia projector, 
one projector screen 

• Sound systems including 
three wireless microphones 

One 
conference 

room 
  

 

Option 3: 
Conference Hall 

• Capacity: 101 to 150 people 

• Two multimedia projectors, 
two projector screens 

• Sound systems including 
three wireless microphones 

One 
conference 

room 
  

 

Food and Snacks: 

Lunch (Standard Bengali Menu, 
please attach menu) 

per person   
 

Morning snacks with Tea/Coffee 
(please attach menu) 

per person   
 

Afternoon Snacks with Tea/Coffee 
(please attach menu) 

per person   
 



Category B: Residential Events Conference Hall / Venue, Accommodation, Food: 

Particulars Unit 

Base Price per 
Unit 

(including Tax, 
excluding VAT) 

% Discount 

Offered Price 
per Unit 

(including Tax, 
excluding VAT) 

Conference Hall / Venue: 

Option 1: 
Conference Hall 

• Capacity: Up to 50 people 

• One multimedia projector, one 
projector screen 

• Sound systems including two wireless 
microphones 

One 
conference 

room 
  

 

Option 2: 
Conference Hall 

• Capacity: 51 to 100 people 

• One multimedia projector, one 
projector screen 

• Sound systems including three 
wireless microphones 

One 
conference 

room 
  

 

Option 3: 
Conference Hall 

• Capacity: 101 to 150 people 

• Two multimedia projectors, two 
projector screens 

• Sound systems including three 
wireless microphones 

One 
conference 

room 
  

 

Lodging 

Standard Deluxe Room (couple bed) with AC 
(including complimentary breakfast) 

per room   
 

Standard Deluxe Room (couple bed) – Non-AC 
(including complimentary breakfast) 

per room   
 

Standard Twin Bed with AC 
(including complimentary breakfast) 

per room   
 

Standard Twin Bed Non-AC 
(including complimentary breakfast) 

per room   
 

Food and Snacks: 

Lunch (Standard Bengali Menu, please attach 
menu) 

per person   
 

Morning snacks with Tea/Coffee 
(please attach menu) 

per person   
 

Afternoon Snacks with Tea/Coffee 
(please attach menu) 

per person   
 

Dinner (Standard Bengali Menu) 
(please attach menu) 

per person   
 

 
 
 
 



Offeror should provide breakfast, morning and afternoon snacks, lunch and dinner menu with their 
offer.  

 
Past Performance References list: 

 

Reference # Organization Name, Address, contact person name, number and email 
address 

 

Reference # 1  

 

 

 

 

Reference # 2  

 

 

 

 

 

Reference # 3  

 

 

 

 

 

 

 

Proposal Deadline and Queries 

Application submission for this RFP must be received by Pathfinder no later than the date and time 
mentioned above. Please submit your quotation/price offer and other information directly to: 
 
Sr. Country Director,  
Pathfinder International, 
Shezad Palace, 32 Gulshan Avenue North C/A,  
5th Floor, Gulshan-2, Dhaka-1212, Bangladesh 
 
and/or by email to shukhijibon18@gmail.com with copy to mhoque@shukhijibon.org  
 
If you have any queries, please email to shukhijibon18@gmail.com with copy to 
mhoque@shukhijibon.org on or before August 18, 2019. 
 
Payment Terms 
We anticipate entering into a Long-Term Agreement. Payments will be made according to Pathfinder 
agreement policy on a monthly basis within 30 days after receiving correct and complete invoice. 
Tax will be paid following Bangladesh Government rules and regulations and VAT will be paid 
through USAID VAT coupons issued by Government of Bangladesh.  
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Proposal Guidelines and Instructions  

Potential applicants will be required to submit application. Financial proposals should be in BDT and 
include details expenditure in the budget section in this RFP. All offer valid for a minimum of forty 
five (45) days. 
 
Your proposal should provide basic information about your Company/Individual and relevant service 
offerings. It should have a section addressing each of the following areas:  

Required documents 

• Copy of VAT Registration Certificate 

• Copy of e-TIN certificate 

• Copy of Trade license  

• Relationship disclosure 
✓ Describe any current or past relationship your organization may have with 

Pathfinder, and if it is a potential conflict of interest. If there is a potential conflict of 
interest, please explain how risk will be mitigated. 

✓ Describe any personal or family relationships any employee of the contractor has 
with any employee of Pathfinder. If there is a potential conflict of interest, please 
explain how risk will be mitigated. 

✓ Disclosure does not automatically disqualify offeror 

Technical Proposal 
Technical proposal must detail out the safety and security, past performance references and overall 
capacity of the vendor to manage small to large scale events. Safety/security will be assessed 
including but not limited to venue security, location, environment etc.  

Financial Proposal 
All quotations should be submitted in BDT. 

Evaluation Criteria 
In evaluating the proposals, Pathfinder International will seek the best value for money rather than 
the lowest priced proposal. Pathfinder will use a two-stage selection procedure:  

• the first stage will evaluate the Technical Proposal.  

• the second stage will evaluate the Cost and the Technical Proposal evaluation. 
 
Specifically, the selection committee will evaluate each proposal based on the following criteria: 
 

Criteria Weight 

Bid Submission 
a. Was the bid submitted on time? 
b. Is the potential bidder eligible? Did they clear the CSI check? 
c. Legal documents; Trade license, VAT and Tax documents 
d. Is there a potential conflict of interest? 

Pass/Fail 

Cost proposal 50 POINTS 

Technical proposal (safety/security, past performance reference etc.) 50 POINTS 

Total Weight 100 POINTS 

 
If at any time prior to award Pathfinder deems there to be a need for a significant modification to 
the terms and conditions of this RFP, Pathfinder will issue such a modification as a written RFP 
amendment to all competing bidders.  No oral statement of any person shall in any manner be 
deemed to modify or otherwise affect any RFP term or condition, and no bidder shall rely on any 
such statement. Such amendments are the exclusive method for this purpose. 



 
Pathfinder is not bound to accept the lowest or any proposal and reserves the right to accept any 
proposal in whole or in part and to reject any or all proposals. 

 
Pathfinder shall not be legally bound by any award notice issued for this RFP until a contract is duly 
signed and executed with the winning Bidder. 
 
The evaluator will tally all the individual scores for each section and calculate the average score. The 
total average scores will be added to obtain the total points achieved by the individual supplier. If 
the total number points meet or exceeds the threshold established in the evaluation methodology, 
the suppliers cost proposal will be eligible for consideration. 
 
Terms 
Pathfinder reserves the right to cancel this solicitation at any point and is under no obligation to 
issue a subcontract as a result of this solicitation. 
 
Pathfinder will not reimburse any expenses related to the preparation of any proposal related 
materials or delivery. 
 
Confidentiality 
IF APPLICABLE As a part of the RFP process, Pathfinder International may be providing confidential 
information. Consequently, suppliers must complete a Confidentiality/ Non-Disclosure Agreement. 
 
Agreement 
Any resulting contract will be subject to the terms and conditions contained in the annex. See Part A 
 



PART A. GENERAL TERMS AND CONDITIONS 
 
1. Scope of Work. Under this Agreement, the Independent Contractor identified above 

(hereinafter “Contractor”) will provide to Pathfinder International (hereinafter “Pathfinder”) the 
professional services and deliverables set forth in the Scope of Work, hereby incorporated by 
reference. Time is of the essence with respect to performance, unless otherwise indicated in the 
Scope of Work. 
 

2. Term. Pathfinder agrees to engage Contractor, and Contractor agrees to provide the agreed-
upon services  
 

3. Approvals. This agreement is contingent upon receipt of: donor approval, satisfactory reference 
checks, background eligibility clearance, and confirmation of work authorization to work in the 
assigned country/countries. Pathfinder conducts background checks on all short-term 
Contractors. 
 

4. Relationship.  It is understood and agreed that the Contractor is furnishing services to 
Pathfinder International as an Independent Contractor, and nothing contained in the Agreement 
between Pathfinder and the Contractor shall create any association, partnership, joint venture, 
employer-employee or agent-principal relationship. 
 

5. Rate.  Select 1: For services performed during the term, the Contractor will be paid in 
accordance with their daily rate of $XXX.XX per day/hr or (2) For services performed during the 
term, Contractor will be paid a fixed fee of $XXX.XX. 

6. Terms of Payment. 
6.1 In no event shall the amount paid to Contractor exceed the fixed price or ceiling price, as 

applicable, stated in Article 5 without the express written authorization of Pathfinder.  
6.2 Invoice Submission. Contractor shall submit invoice(s) to the address to the attention of the 

Pathfinder employee identified in Article 23 below.  Select one: (1) [For fixed-price agreements:] 
Invoices shall be submitted promptly upon completion of each milestone. (2) [Or for T&M 
agreements:] Invoices for level of effort (LOE) shall be submitted on a monthly basis. Invoices for 
all other expenses shall be submitted promptly upon completion of the required 
products/services. 

6.3 Not applicable for fixed price agreement: Level of Effort. Contractor may not work or be 
reimbursed for days beyond the maximum approved amount without prior written approval 
from Pathfinder. The maximum approved level of effort for this Agreement is 45 days, based on 
a five/six-day workweek and including travel. A day is defined as eight (8) work hours. 

6.4 Method of Payment. Contractor will be paid via (1) direct deposit to a bank account or (2) wire 
transfer to bank account]. Failure to provide accurate bank information in a timely manner may 
delay payment. 

6.5 Timing of Payments. Contractor shall be paid within thirty (30) days after Pathfinder’s receipt of 
an invoice in the format prescribed in Annex B of this Agreement and acceptance by Pathfinder 
of the completed products/services in accordance with “Inspection & Acceptance” below, 
together with any required supporting documentation as described in Article 6.6 below and 
“Budget” (Attachment 2). Pathfinder is under no obligation to pay Contractor’s invoices received 
later than ninety (90) days after completion of the required services/deliverables. Payment of 
Contractor invoices by Pathfinder shall not constitute final approval of the charges therein. All 
charges invoiced by Contractor may remain subject to Pathfinder and/or U.S. Government/Client 
audit and subsequent adjustment. Contractor agrees to reimburse Pathfinder for any costs 
disallowed by Client. 

6.6 Inspection & Acceptance.  All deliverables shall be subject to final inspection by the individual 
stated in Article 23 below, and shall be accepted or rejected as promptly as practicable after 



delivery or performance. If a deliverable or service performed by Contractor is found to be 
defective, Contractor shall be given the opportunity to correct any deficiencies within a 
reasonable period of time, not more than 10 days, unless otherwise agreed-to by Pathfinder. If 
correction of such work is impracticable, Contractor shall bear all risk after notice of rejection 
and shall promptly make all necessary replacements at its own expense, if so requested by 
Pathfinder. To the extent that Pathfinder is held financially responsible for any deficiencies in the 
services performed by the Contractor, the Contractor agrees to cure such deficiencies at the sole 
cost to the Contractor. Contractor is responsible for any deficiency on the part of its suppliers or 
subcontractors. Contractor shall be responsible for any additional costs of re-procurement that 
exceed the fixed price or ceiling price, as applicable, specified in Article 5 as may be necessary 
for Pathfinder to secure the supplies/services as a result of Contractor’s inability to deliver or 
perform supplies or services that conform to the requirements of this Agreement. 

6.7 Late Deliveries. In addition to any remedies available to it in the event of late delivery, Pathfinder 
may deduct 1% of the amount invoiced for such delivery for each day said delivery was late. This 
will not exceed 10% of the fixed price or ceiling price, as applicable, set forth in Article 5 above. 

 
7. Confidential Information:  Each party shall treat as confidential all information obtained from 

the other during the course of performance under the Agreement.  Neither party shall disclose 
such information without prior written consent of the other, unless compelled to do so by law. 
All confidential information disclosed or otherwise made known to the Contractor as a result of 
the services remains the sole property of Pathfinder. 

 
8. Intellectual Property: The title to all Intellectual Property rights in or in relation to material 

created during the course of the services, including but not limited to designs, works of 
authorship, analyses, reports, improvements or processes, vests in Pathfinder upon its creation.  
These rights include title and interest in patent, copyright, trademark and other proprietary 
rights. At its sole discretion, Pathfinder may grant to the Independent Contractor, a limited, 
royalty-free license to use material developed under this Agreement.  In addition, nothing in this 
Agreement shall supersede the rights of donors supporting Pathfinder’s work. 

 
9. Non-Compete:  While this Agreement is in effect, the Independent Contractor shall not perform 

similar services with any party directly or indirectly in competition with Pathfinder without giving 
prior notice to and obtaining written consent from Pathfinder. 

 
10. Assignment.  The Independent Contractor may not assign its rights or responsibilities under this 

Agreement without the prior written consent of Pathfinder. 
 
11. Child Safeguarding. Contractor confirms its agreement to abide by Pathfinder’s Child 

Safeguarding and Trafficking in Persons Policies, copies of which have been provided to and 
signed by the Contractor. 

12. Non-Solicitation. During the term of this Agreement and for twelve (12) months following its 
termination the Contractor agrees not to solicit, entice, induce, encourage, or attempt to solicit, 
entice, induce, encourage any Pathfinder employee, either directly or indirectly, to leave 
Pathfinder’s employ or to cause or attempt to cause any Pathfinder employee to become 
employed by any person or business entity competitive with or engaged in the business of 
Pathfinder. 

13. Conflict of Interest. 
13.1 During the term of this agreement as defined in Article 2 above, Contractor shall not engage,  

directly or indirectly, either in his/her own name or through the agency of another person, in 
any  business, profession, or occupation in the country of assignment or any other country to 
which s/he  may be assigned during the term of this Agreement. This includes loans to or 



investments in any  business in the country of performance, as specified in the Scope of Work 
(Annex A). This provision does not apply to Contractors who are citizens or legal residents of the 
country of performance. 

 
13.2 To the best of his/her knowledge, Contractor presently has no conflict of interest with 

respect to the  Services to be performed for Pathfinder under this Agreement. Contractor agrees 
not to enter into  any such agreement or execute any documents that will create a conflict of 
interest or which will prevent it from freely performing any obligation under this Agreement. 
Contractor furthermore agrees to notify Pathfinder in writing should any potential conflict of 
interest arise during the term of  this Agreement. 

 
14. Indemnification.  Independent Contractor will indemnify and hold Pathfinder, its employees, and 

its customers harmless from all penalties, damages and expenses, including attorneys' fees, 
incurred by Pathfinder and/or its customers (whether or not the agreement is canceled) caused 
by or arising out of Independent Contractor's breach of any term of this Agreement including, 
without limitation, the timely performance thereof. 

 
15. Compliance with Law Contractor’s performance of work and all products to be delivered shall be 

in accordance with any and all applicable regulations: executive orders, Federal, State, 
municipal, local and host country laws and ordinances, and rules, orders, requirements and 
regulations. This Agreement shall be governed by and construed in accordance with the laws of 
the state of Massachusetts without regard to the conflict of laws principles thereof. 

 
16. Severability. If any provision of this Agreement is held to be invalid or unenforceable for any 

reason, the remaining provisions may continue in full force at the discretion of Pathfinder 
without being impaired or invalidated in any way. The invalid provision will be replaced with a 
valid provision which most closely approximates the intent and economic effect of the invalid 
provision. 

17. Force Majeure.  Any non-performance or delay in performance of any obligation of either party 
under this Agreement may be excused to the extent such failure or non-performance is caused 
by an event or condition beyond the reasonable control of the non-performing party, and which, 
by the exercise of due diligence, could not be avoided or overcome (“Force Majeure”). However, 
in no event will any non-performance or delay in performance of any of Contractor’s suppliers or 
any labor disruption affecting Contractor specifically, and not Contractor’s industry generally, 
constitute Force Majeure for Contractor. If Contractor is affected by Force Majeure, it will (i) 
promptly provide notice to Pathfinder, explaining the particulars and the expected duration of 
the Force Majeure and (ii) use its best efforts to remedy the interruption or delay if it is 
reasonably capable of being remedied, and to mitigate the adverse effects of such interruption 
or delay on Pathfinder, including sourcing substitute providers of services from the market, in 
order to meet Pathfinders’s required completion dates. Contractor has an ongoing duty to keep 
Pathfinder apprised of the situation until resolved. 

 
18. Termination for Convenience:  Pathfinder International reserves the right to terminate this 

Agreement or any part hereof for its sole convenience. In the event of such termination, the 
Independent Contractor shall immediately stop all work hereunder. Subject to the terms of this 
Agreement, the Independent Contractor shall be paid for services rendered up to the time of 
termination.   

 
19. Termination for Cause:  Pathfinder International may terminate the Agreement or any part 

thereof, for cause in the event of any default by the Independent Contractor, or if the 
Independent Contractor fails to comply with any term or condition of the Agreement, or fails to 
provide Pathfinder upon request with adequate assurance of future performance, or in the 



event of termination of funding or the prime award for convenience. In the event of termination 
for cause, Pathfinder shall not be liable to the Independent Contractor for any amount for 
services not accepted, and Independent Contractor shall be liable to Pathfinder for any and all 
rights and remedies provided under the Agreement or by law. If it is determined that Pathfinder 
improperly terminated the Agreement for default, such termination shall be deemed a 
termination for convenience. 

 
20. Claims and Disputes. 
 
20.1 In the event of any dispute between Contractor and Pathfinder, a claim by the Contractor 

must be made in writing and submitted to Pathfinder’s Director of Grants and Contracts, who 
shall render a decision within thirty (30) days of receipt of the Contractor's claim. 

20.2 Any dispute, controversy, or claim arising out of or relating to this Agreement, or the breach, 
termination, or validity thereof, that cannot be resolved within a reasonable time following good 
faith attempts by the Parties shall be finally settled in accordance with the regulations of the 
American Arbitration Association (AAA). Proceeding shall be conducted in the state of 
Massachusetts, USA, unless another venue is mutually agreed upon in writing. Judgment upon 
any award rendered may be entered in any court of competent jurisdiction; provided, however, 
that the arbitrator shall have no authority to add to, modify, change, or disregard any lawful 
terms of this Agreement. The Parties expressly agree that the arbitrators shall have no power to 
consider or award punitive or exemplary damages, or any other multiple or enhanced damages, 
whether statutory or common law. This agreement to arbitrate shall be binding upon the heirs, 
successors, assigns, and any trustee, receiver, or executor of each Party. Unless otherwise 
ordered by the arbitrator, each party shall bear its own costs and fees, including attorneys’ fees 
and expenses. The Contractor shall proceed diligently with performance of this Agreement 
pending final resolution of any claim. 

 
21. Contractor Warranties, Representations, and Certifications. 
 
21.1 The violation of any of the following warranties, representations, or certifications shall 

represent a material breach and be grounds for termination for cause. 
21.2 Warranties for Supplies/Services. Contractor warrants all supplies/services to be free from 

all material defects and expressly represents that all such required supplies/services are capable 
of providing/performing the function or service for which they were intended. Contractor agrees 
to pass on all manufacturers’ warranties to Pathfinder. Contractor agrees to deliver/provide the 
products/services which are the subject-matter of this Agreement to Pathfinder free and clear of 
all liens, claims, and encumbrances. Contractor represents and warrants to Pathfinder that: (i) it 
has not entered into any agreement, or executed any document, with any individual or other 
organization that will prevent it from: (a) disclosing and assigning intellectual property in work 
product exclusively to Pathfinder; or (b) performing any other obligation under this Agreement; 
and (ii) it will not knowingly incorporate confidential information of any person or entity not a 
party to this Agreement into any materials furnished to Pathfinder without prior written notice 
to Pathfinder. 

21.3 Representations. Contractor represents and : (i) no kickback, bribe, gratuity or transfer of 
anything of value was offered, agreed to, or made, nor shall be made, to or for the benefit of any 
employee or representative of Pathfinder in return for or in connection with the award of this 
Agreement; (ii) the Contractor has not engaged in bid-rigging or other collusive agreements or 
behavior with any actual or potential competitor for this Agreement or any other person, which 
behavior could have had the effect of lessening competition for the award of this Agreement or 
of raising the price of the Deliverables or the Services procured; (iii) no offer, payment, 
consideration, or benefit of any kind, which constitutes an illegal or corrupt practice, has been 
made or shall be made, either directly or indirectly, as an inducement or reward for the award of 
this Agreement; and (iv) all statements of material fact contained in any proposal, response, 



certification, or questionnaire submitted by Contractor or any of its representatives in 
connection with the solicitation, award or negotiation of this Agreement were true and 
complete when made. 

 
21.4 Certifications. Contractor certifies by acceptance of this agreement that (i) neither it nor its 

principals is presently debarred, suspended, proposed for debarment, declared ineligible, or 
voluntarily excluded from participation in this transaction by any U.S. Federal Government 
department or agency; (ii) neither it nor its principals have been convicted of a narcotics offense 
or have been engaged in drug trafficking as defined in 22 CFR Part 140; (iii) neither it nor its 
principals are designated affiliates as “specially designated nationals” by the Office of Foreign 
Assets Control of the U.S. Department of Treasury; (iv) neither it nor its principals have been 
indicted or convicted on charges of terrorism or of providing support to terrorists; (v) Contractor 
agrees and certifies to take all necessary actions to comply with Executive Order No. 13244 on 
Terrorist Financing; blocking and prohibiting transactions with persons who commit, threaten to 
commit, or support terrorism.  Note: Contractor is required to obtain the updated lists at the 
time of procurement of goods or services. The updated lists are available at: www.sam.gov, 
http://www.tresury.gov/resource-center/sanctions/Pages/default.aspx,and 
http://www.un.org/Docs/sc/committees/1267/consolist.shtml; and(vi) neither it nor its 
principals have been indicted or convicted for violating the Trafficking in Persons Policy; (vii) 
Contractor may not charge under this Agreement any item which has its source in, or is 
purchased from a supplier which has its nationality in, any restricted countries or prohibited 
sources, as designated in http://www.usaid.gov/ads/policy/300/310mac; and (viii) Contractor 
warrants that no offer, payment, consideration, or benefit of any kind, which constitutes an 
illegal or corrupt practice, has been made or shall be made, either directly or indirectly, as an 
inducement or reward for the award of this Agreement. 

 
22. Notifications. All inquiries and invoices must be submitted to Pathfinder employee listed below: 

Procurement Manager, Pathfinder International 
23. Waiver.  Failure of Pathfinder to enforce at any time or for any period of time any of the 

provisions of this Agreement will not constitute a waiver of such provisions or of the right of 
Pathfinder to enforce each and every provision. 

24. Expense Report.  The Independent Contractor shall be reimbursed for properly documented travel 
and other expenses incurred in direct support of services performed under this agreement.  Travel 
and other expenses must comply with Pathfinder’s travel policies and procedures for 
reimbursement, including submission of the Travel Expense Voucher (TEV) forms provided by 
Pathfinder. Expense reports submitted later than 15 calendar days after the end date of this 
Agreement will not be paid. 

 
25. Modification.  The scope of work and other terms and conditions contained in this Agreement 

shall not be added to, modified, superseded or otherwise changed except by written 
modification. 

26. Entire Agreement.  This Agreement supersedes all prior oral or written agreements, if any, 
between the parties concerning the work under this Agreement and constitutes the entire  
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Part E. Invoice Format 

Contractor Invoice   Agreement Type:  Time & Materials  Fixed-Price 
 
Contractor Name ____________________ Telephone ____________________
  
Agreement No.  ____________________ Email  ____________________ 
Invoice No.  ____________________ Bank Name ____________________ 
PO #   ____________________ Account No. ____________________ 
Agreement Ceiling ____________________ Routing No. ____________________ 
 
 
 

Item name Quantity Unit cost Total cost 

 
 

  BDT  

 
 

 BDT  

 
 

 BDT  

 
 
Contractor Certification 
By signature below, Contractor certifies that it has completed and submitted the 
milestone(s)/deliverable(s) specified above and that such milestone(s)/deliverable(s) conform to the 
requirements of the above-numbered Agreement. 
 

Signature ____________________ Title ____________________ 
 
 
Name  ____________________ Date ____________________ 

 
     
Notes: 

1. U.S. Citizens, Residents or those holding Permanent Residence Status are required to attach 
an IRS Form W-9 to the first invoice submitted. 

2. An electronic format of this template will be provided. 
3. For a time and materials agreement, Contractor is required to attach to this invoice a 

certified time record to support labor charges billed and receipts or other documentation to 
support the amount of other direct reimbursable costs being claimed. For international 
travel, Contractor must complete an international expense report. 

4. Failure to provide the required invoice information above will be cause for the invoice to be 
returned to the Contractor for correction, which may cause delay in payment. 

 
 


