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	        Transportation Working Group


Project 

‘Electronic Port Manifests

Tender:  TPT 02/2001T
REQUEST FOR PROPOSAL 

August 2001

1. SUMMARY

1.1. This Request for Proposal (RFP) invites suitably qualified consultants to submit proposals to provide services required for the ‘Electronic Port Manifest Project.’ This project is being conducted under the guidance and oversight of the APEC Transportation Working Group (TPT-WG) with Winton Brocklebank from Australia as Project Overseer.

1.2. The purpose of this project is to research current paper based and electronic systems for the submission of cargo manifests to ports and customs authorities in the APEC region, and to make best practise recommendations

1.3. The work under this consultancy is to begin in November 2001  and be completed by September 2002.

1.4. The RFP is available at the APEC TPT-WG web site: http://www.iot.gov.tw/apec_tptwg/TPT/tpt-main/Steering-Committees/Competitive/port-expert-group/Port-Experts-Group.htm

2. OBJECTIVE

2.1. To identify options for the development of an electronic manifest which satisfies both harmonised customs and port requirements and to assist in increasing the knowledge of member economies on the technical options available to implement electronic port manifests.

2.2. Recommendations for best practice procedures will have to be suitable for use with both open networks (eg Internet) and secure networks (eg VANs). Options will focus upon use of the UN/EDIFACT international standard for electronic data interchange as well as evaluation of the use of eXtensible Markup Language (XML).

3. JUSTIFICATION

3.1. Why electronic port manifests?

3.1.1. The uptake of electronic commerce offers considerable commercial benefits to transport operators. This in part is due to the cost savings gained through the reduction of errors and timesaving. The real benefit, however, lies in the opportunities to re-engineer and streamline business processes in conjunction with the implementation of electronic systems. 

3.1.2. Customs declarations and port manifests have a large number of common data elements. Therefore, the introduction of electronic systems in this area might offer an opportunity for streamlining processes by introducing a single document that satisfies both customs and port requirements.

3.1.3. Ports corporations and authorities in Australia are finding it difficult to convince decision-makers in shipping companies to move from paper-based to electronic port manifests. With the added benefit of being able to fulfil two requirements at once shipping companies might be more willing to take up modern techniques.

3.1.4. The preparation of a best practice model early on in the process of converting paper to electronic systems in the maritime industry could create a largely unified process in the APEC region. This would lead to additional benefits for the maritime industry.

3.1.5. The presentation of an information session on technical options available for the implementation of electronic port manifests would assist in development of technical expertise and capacities in APEC.

4. BACKGROUND

4.1. The Asia-Pacific Economic Cooperation (APEC) was established in 1989 in response to the growing interdependence among Asia-Pacific economies. Begun as an informal dialogue group, APEC has since become the primary regional vehicle for promoting open trade and practical economic cooperation. Its goal is to advance Asia-Pacific economic dynamism and sense of community. Today, APEC’s 21 member economies include all the major economies of the region and the most dynamic, fastest growing economies in the world, accounting for nearly half of global trade.  Further information on APEC can be obtained at http://www.apecsec.org.sg.

4.2. To achieve the goal of free trade and investment in the Asia Pacific region, APEC has established a number of sectoral working groups.  A seamless and safe transportation system is important in the facilitation of trade, and in the provision of basic services throughout any society.  The trade and social goals of APEC cannot be pursued without consideration being given to transport issues in the region.  Thus, the Transportation Working Group (TPT-WG) has a key role to play in ensuring the advancement of APEC priorities.  The TPT-WG’s areas of work include the promotion of the implementation of new technologies (eg electronic commerce and paperless trading); harmonisation of standards; aviation, maritime and road safety; and human resources development.  Further information on the TPT-WG can be obtained at http://www.apectptwg.org.au.

5. PROJECT CONTEXT

5.1. This project pursues the objectives of the APEC Paperless Trading Initiative, which was endorsed by APEC Leaders in 1998 and included in the Blueprint for Action on Electronic Commerce. The Paperless Trading Initiative is a commitment by all economies to reduce or eliminate requirements for paper documents by 2005 (developed economies) and 2010 (developing economies) or as soon as possible thereafter. 

5.2. The significance of electronic commerce was already highlighted at the 1997 meeting where leaders agreed that electronic commerce is one of the most important technological breakthroughs this decade and directed Ministers to undertake a work program on electronic commerce in the region.

5.3. This project is consistent with the objectives of the APEC Framework for Strengthening Economic Cooperation and Development, which is intended to reduce economic disparity among APEC economies, to improve the economic and social well being of people and to achieve sustainable growth. In November 1997 APEC Ministers reviewed progress achieved within the Framework and recognised that, “… an efficient, safe and integrated regional transportation system is crtical to support growth.”

5.4. At the APEC Transportation Ministers meeting in late June 1997 in Victoria, Canada, Ministers recognised that the ability to access and harness new technologies will be essential to the improvement of the transportation system of the region. They drew attention to the need to address the practical and economic applications of these new technologies and also noted that such technologies would enhance the speed and lower costs of intermodal cargo processing and port clearance.

5.5. Using electronic commerce to improve the efficiency of transportation systems has been of significant interest to the TPT-WG for several years and adoption of this type of technology as early as 1993 was included in the Working Group’s Vision Statement and Policy Objectives. The project addresses action priorities 2,4, and 5 of the TPT-WG’s electronic commerce collective action plan:

2. Extend use of electronic messages for reporting manifest information to Port Authorities throughout all APEC economies;

4. Examine the feasibility of establishing a ‘single electronic window’ for communication with export inspection authorities on matters related to the export clearance of goods;

5. Remove any legal or institutional requirements for the use of paper documents in the processes associated with international trade and transport.

5.6. This project responds directly to the priorities of the APEC TPT-WG by meeting one of their obligations under the Osaka Action Agenda. Specific actions for the TPT-WG to carry out with regard to electronic commerce were stated in 1995 in Part One of the Osaka Action Agenda, Section C: Actions in Specific Areas, Area 3: Services, Transportation, items e and f:

“e. after completing in 1995, Phase II of the Transportation EDI Study identifying barriers to transportation industry use of EDI, initiate a pilot EDI trial program, and determine future direction in the adoption of EDI as widely as possible throughout the transportation sector in the region; and

f. seek to eliminate the requirement for paper documents (both regulatory and institutional) for the key messages relevant to international transport and trade as soon as practicable within the next 10 years.” These items were subsequently incorporated into the TPT-WG Action Program.

5.7. This project supports the Osaka Action Agenda through the transfer of expertise to improve the efficient transportation of goods. The project also supports the objective of economic and technical cooperation between economies. It contributes to the TPT-WG electronic commerce work program.



Linkages
5.8. This project will complement the work already being undertaken in the TPT-WG to remove requirements for paper documents (both regulatory and institutional) for key messages relevant to international air and sea transport and trade. These requirements are a major impediment to the wider adoption to electronic commerce by businesses. The TPT-WG’s work has expanded into the APEC Paperless Trading Initiative, which has been endorsed by Leaders in 1998 and was included into the APEC Blueprint for Action on Electronic Commerce.  At their 2001 Meeting in Shanghai, Ministers welcomed the progress made in the area of electronic commerce. They urged members to enhance their cooperation in this area, especially on capacity building for developing member economies.

Paperless Trading is part of the work program of the APEC Electronic Commerce Steering Group (ECSG). The Chair’s report of the 1999 ECSG Meeting in Auckland asked APEC fora such as TPT-WG, SCCP, TEL and WGTP to include, where relevant, paperless trading in their respective Collective Action Plans and to undertake activities, including joint-projects, which would contribute to the substitution of electronic techniques for paper documentation in international and cross-border trade transactions.

The proposed project would further build on the work already being undertaken in related projects including:

· Program to Assist the Implementation of Electronic Commerce for Commercial Messages (TPT-WG)

· Pilot E-Commerce Maritime Transport Project (TPT-WG)

· EDI Commercial Messages Pilot Project (TPT-WG)

· SME Survey (TEL-WG)

· Integrated Next Generation Electronic Commerce Environment (TEL-WG)

· Electronic Commerce Seminars (TEL-WG)

· EDI-Internet Pilot Project (TEL-WG)

· Internet & Electronic Commerce: Training on Java-Based Technology (HRD-WG)

· Program to support and encourage the adoption of appropriate electronic technology and processing the pursuit of paperless trading.

5.9. Expected Benefits

The benefits of the project will be widespread and will accrue to numerous institutions and businesses. If the best practice recommendations from this project are implemented Port authorities and corporations will notice a significant reduction in vessel turnaround times, paperwork processing and clearances thus making ports more efficient. For shipping companies, consistency of approach with customs and other agencies will result in improved vessel movements and more competitive freight rates. Importers and Exporters will accrue benefits through greater confidence and efficiencies in time for document lodgement and scrutiny. Generally, the benefits for consumers will be similar to those for importers and exporters with respect to greater efficiency of shipping services and a flow-on effect through the economy. Increased knowledge of available technology will flow through into many areas of activity within the economy. 

6. PROJECT OUTLINE

6.1 
Proposed Timetable

Nov 2001 - Jan 2001
Initial research and analysis using sources like the Internet and libraries. Evaluation of work already done in related projects and fora.

Feb - April 2002
Visits of selected ports, customs authorities where possible and other relevant organisations in the APEC region.

March 2002
Conduct an information session with participation by electronic document and electronic commerce software vendors and operators to present technology options available to implement electronic port manifests and customs declarations in conjunction with TPT-WG 20 meeting.

July 2002
Evaluation of research and preparation of report including recommendation of best practise procedures.

August 2002
Presentation of final report to APEC TPT-WG meeting.

6.2. The project will begin with research using all available sources including the Internet and libraries to determine current practises for port manifests and customs declarations in paper based and electronic form. The consultant will consider work already done and lessons learned from previous projects in APEC and other international fora, including the work on common data elements in customs declarations performed by the CTI Subcommittee on Customs Procedures (SCCP) and the G7 Customs Experts Group. Duplication of the SCCP work should be avoided. After evaluating all information the consultant will visit selected ports, customs authorities where possible and related organisations in the APEC region. These visits could be to organisations which have successfully introduced electronic systems or which have particular problems in doing so.

6.3. All APEC economies will be invited to participate. It is hoped that a large number of ports, customs authorities and shipping lines will provide information about their current practices regarding port manifests and customs declarations. This would ensure that the proposed electronic document suits the needs of all APEC member economies. 

6.4. Where appropriate the consultant should confer with private and public sector technology providers who can provide information in relation to this project.

6.5. At the end of the research phase the consultant will have a good understanding of the current practices regarding port manifests and customs declarations. The consultant will analyse this information and recommend best practice procedures regarding how APEC economies can create a single document, which satisfies harmonised customs and port requirements and complies with international standards.

6.6. A project of the G7 Customs Experts Group to implement a maximum agreed set of data for use by customs administrations for imports, exports, cargo reporting and cargo release is expected to be completed before this project would start. Results and lessons learned in the G7 project should be considered in this project.

6.7. During the preparation of the report the consultant is required to liase closely with the project officer to ensure the project progresses according to the requirements specified in this proposal.

6.8. The TPT-WG has requested that an information session be conducted in conjunction with this project. It should inform participants on the technological options available for the implementation of electronic port manifests and customs declarations. This information session will take place at TPT-WG 20 in March 2002 in the Philippines for the benefit of TPT-WG participants. The consultant should suggest vendors to be invited.

7. DUTIES OF  CONSULTANT

(to be read in conjunction with Appendix A: Selection Criteria)

7.1. Identify options for creating an electronic document for port manifests, which could be combined with harmonised electronic customs declarations.

· The consultant should consider research already done and lessons learned from previous projects in a range of international fora, including the work on common data elements in customs declarations performed by the CTI Subcommittee on Customs Procedures and the G7 Customs Experts Group.

· After the initial research phase, the consultant should visit selected ports, customs authorities where possible, and related organisations in the APEC region. These visits should be to organisations that have successfully introduced electronic systems or which have particular problems in doing so.

· The consultant should confer with private and public sector technology providers who can provide information in relation to this project.

· At the end of the research phase, including visits, the consultant should analyse the information and recommend best practise procedures regarding how APEC economies can create a single electronic document, which satisfies harmonised customs and ports requirements and complies with international standards.

· An information session on the technological options available for the implementation of electronic port manifests and customs declarations will be conducted in conjunction TPT-WG 20 in March 2002 in the Philippines. The consultant should identify electronic document and electronic commerce software vendors and operators that can be invited to present at the meeting.

8. PROJECT OVERSIGHT

The project will be overseen by the Project Overseer, Winton Brocklebank, from Australia (see para 14)

9. INDICATIVE TIMING

The consultant is required to adhere to the timetable as per para 6.1

10. PROPOSALS

10.1. Bidders should demonstrate their ability to meet the project requirements in a formal proposal incorporating the following components:

· outline of methodology;

· qualifications and experience of team;

· time-line; and 

· itemised budget.

11. BUDGET

11.1. The amount of this contract for the project Electronic Port Manifests is not to exceed US$49,900. A detailed budget shall be submitted as part of the tender document. The contractor shall be awarded the contract on the selection criteria (Appendix A). The budget must cover all costs of the project, including labour, research, travel and accommodation, communications and materials. Travel expenses will be subject to a separate clause in the contract and a separate travel undertaking is to be signed prior to travel.

11.2. All payments are subject to having satisfactorily completed the work as outlined in the contract and in the prescribed time periods. An indicative schedule for the performance and payment of services for this project is as follows:

	Task

Initial Research and Analysis and Presentation to TPT  20

Progress Report

Evaluation and Final Report
	Timing

March 2002

May 2002

August 2002
	Payment

USD16,633

(including USD… for travel to TPT 20)

USD16,634

USD16,633


12. LODGEMENT OF PROPOSAL

12.1. Proposals must be lodged in accordance with the guidelines set out in Appendix B, para 2.

12.2. An electronic version of the proposal must also be emailed to Jamie Thomson: jamie.thomson@dotrs.gov.au. (The electronic version can not replace the paper-based version as described in Appendix B, para 2.)

12.3. We encourage tenderers to mark submissions “commercial in confidence.” However, we draw attention to the fact that we are subject to the Australian Freedom of Information Act 1982.

13. CLOSING TIME AND DATE:

13.1. 2 pm (Canberra time) 12 October 2001

14. PROJECT MANAGEMENT

All inquiries on this document and the overall project shall be directed to:

	Project Overseer:

Winton Brocklebank

Cross-Modal & Maritime Transport 

Dept. of Transport & Regional Services

GPO Box 594

CANBERRA ACT 2601, AUSTRALIA

Email: winton.brocklebank@dotrs.gov.au
Phone: +61 2 6274 7201

Fax:      +61 2 6274 7744
	Project Officer:

Jamie Thomson

Cross-Modal & Maritime Transport 

Dept. of Transport & Regional Services

GPO Box 594

CANBERRA ACT 2601, AUSTRALIA

Email:

jamie.thomson@dotrs.gov.au
Phone: +61 2 6724 6831

Fax:      +61 2 6274 7744


Appendix A: Criteria for Selection of Consultant
1. Outline of Methodology

· Appropriate level of detail.

· Achievable objectives.

· Realistic allocation of resources.

2. Qualifications and Experience of Project Team

· Understanding of the goals and objectives of APEC, the APEC Transportation Working Group and the project Electronic Port Manifests.

· Understanding of the current and emerging issues arising from the impact of modern technologies (ie the Internet, electronic commerce, and intelligent transport systems) on the transportation and related trading sector in the Asia Pacific region.

· Awareness of current practices in relation to port manifests and customs declarations and capacity to make recommendations for business process re-engineering.

· Awareness of integrated logistics and supply chain issues.

· Knowledge of technical issues in electronic commerce [eg EDI, UN/EDIFACT international standard, eXtensible Markup Language, open (eg Internet) and secure (eg VANs) networks etc] relevant to the transportation and related trading sector.

· High level written and oral communication skills.

· High level research and analysis skills

3. Time-line

· Realistic allocation of time.

4. Itemised Budget

· Proposal representing value for money.

· Billing rate of each professional proposed to be engaged on the project.

· Breakdown of all time based rates including basic salary, overseas allowance (as applicable) and overheads.

· Detailed cost of establishing the web site.

· Publications and distribution.

· Communication expenses.

Appendix B: Conditions of this Request for Proposal
1.
APEC PREFERENCE PROGRAM

It is the policy of APEC to award contracts to firms from Member Economies when this can be done consistent with an expectation of efficient performance of the Contract, at prices no higher than are obtainable elsewhere, and which can be done without restricting competition.  If subcontractors are used, the Contractor shall use its best efforts to place subcontractors in accordance with this policy.

2.
LODGEMENT OF PROPOSALS

The Bidder shall lodge one copy of its detailed Proposal.  Decisions will be taken on the basis of this written Proposal. 

Proposals shall be clearly labelled and lodged via registered mail or courier by 2.00 p.m. (Canberra time) on 12 October 2001 (the “Closing Time”) at the following address:-

	(TENDER : TPT 02/2001T)

Tender Box

Department of Transport and Regional Services

111 Alinga Street (Ground Floor)

CANBERRA  ACT  2601

AUSTRALIA

Attention : Jamie Thomson

Cross-Modal and Maritime Transport Division




Proposals lodged in any manner other than as detailed in this paragraph shall be deemed to be invalid and will be excluded from consideration.

(Please also see para 12.2)

3.
CONTRACT

If the Proposal of the Bidder is accepted by the APEC Secretariat in consultation with the Project Evaluation Committee, the Bidder shall execute a contract substantially in the form attached hereto (“the Contract”) (see Appendix C Sample Contract) within the time period specified by the APEC Secretariat.  The Bidder shall execute the contract in accordance with relevant best practice to the satisfaction of the project overseer.

4.
ASSIGNMENT

Assignment of the Contract or any benefit arising thereunder or any interest therein will be grounds for terminating the Contract at the option of the APEC Secretariat.

5.
CHANGES TO SCOPE OF CONTRACT

The terms of the Contract may be varied only by written agreement between the APEC Secretariat and the Contractor.

6.
SUBCONTRACTORS

The contractor agrees not to subcontract the performance of any part of the contract without the prior approval in writing from the APEC Secretariat.

7.
SPECIFIED PESONNEL

7.1
The Contractor agrees that the specified personnel will perform work in relation to the contract in accordance with this agreement.  

7.2
Where specified personnel are unable to perform the work, the Contractor agrees to notify the project overseer immediately.

7.3
The APEC Secretariat may, at its absolute discretion, request the Contractor to remove personnel (including specified personnel) from work in relation to the contract.

7.4
Where subclauses 7.2 or 7.3 apply, the APEC Secretariat may request the Contractor to provide replacement personnel acceptable to the APEC Secretariat at no additional cost and at the earliest opportunity.

7.5
If the Contractor does not comply with any request made under subclause 7.4 the APEC Secretariat may terminate this agreement in accordance with provisions in clause 9 (Termination for Default).

8.
CONTRACTOR LIABILITY FOR PERSONAL INJURY AND/OR PROPERTY DAMAGE

The Contractor indemnifies and holds harmless the APEC Secretariat for loss or damage or injury suffered by any person, however and wherever caused, by the Contractor, its employees, agents and contractors during the performance of the Contract.

9.
DEFAULT

9.1
In the event of a Default by the Contractor, the APEC Secretariat shall write to the Contractor setting out the Default.  If the Contractor fails to remedy the Default within the time specified in writing by the APEC Secretariat, the APEC Secretariat may forthwith terminate the Contract without prejudice to the rights of any parties accrued to the date of termination.

9.2
A Default means any breach of a condition of the Contract or any substantial breach of a warranty in the Contract, including, but not limited to:

(a)
failure to perform the Contract within the agreed time, or

(b)
failure to deliver equipment of adequate capability, quality or reliability.

10.
DISPUTES

In the event of any dispute concerning the meaning to be given to any term in the Contract, a determination by the APEC Secretariat in writing as to the meaning shall be final and conclusive.

11.
EXAMINATION OF RECORDS

The APEC Secretariat, or its designated representative, shall have access to the Contractor’s directly relevant books, documents, papers, and other records involving transactions related to the Contract.  This access shall commence from the date of signing of the Contract and shall continue for a period of 3 years following the completion of the Contract.
12.
RIGHTS IN DATA – GENERAL
The APEC Secretariat shall be deemed the owner of, and shall be deemed to have full rights (including copyright) in all data, regardless of form, format, or media, resulting from performance of the Contract; all data regardless of form, format, or media, used in performing the Contract; all data delivered under the Contract constituting manuals or instructional and training material; all processes delivered or furnished for use under the Contract; and all other data delivered under the Contract.

Subject to the prior written approval of the Executive Director of the APEC Secretariat (“the Executive Director”), the Contractor may have the right to use, release to others, reproduce, distribute, or publish any data first produced or specifically used by the Contractor in the performance of the Contract.  For example, the information may be used to promote economic development with any benefits accruing to the originator.

The APEC Secretariat may deliver to the Contractor data necessary for the performance of the Contract. Title to the APEC Secretariat furnished data remains with the Secretariat. The Contractor must use any data which it receives from the APEC Secretariat only in connection with the Contract.

To the extent it receives or is given access to data necessary for the performance of the Contract which contains restrictive markings, the Contractor shall treat the data in accordance with such markings unless otherwise specifically authorised in writing by the Executive Director.

The Contractor shall not disclose any information received or generated under the Contract, unless its release is approved in writing by the Executive Director and shall assert any privilege allowed by law to defend vigorously the APEC Secretariat’s rights to confidentiality.

13.
SUSPENSION OF WORK

The Executive Director may, at any time, by written order to the Contractor, suspend all, or any part, of the work, if any, being carried out by the Contractor, its officers, employees, agents or subcontractors, for a period of up to 90 days after the order is delivered to the Contractor, and for any further period as the circumstances may require at the discretion of the Executive Director.  Upon receipt of the order, the Contractor shall immediately comply with its terms and take all reasonable steps to minimise the costs incurred by the stoppage relevant to the work covered by the order.  Any associated adjustment to the Contract price and/or time for completion will be negotiated between the Executive Director and the Contractor.

14.
TERMINATION FOR CONVENIENCE OF THE SECRETARIAT

The Executive Director, by written notice and without notice and without giving any reasons therefore, may term initiate this Contract, in whole or in part as he sees fit by issuing a Notice of Termination.  If this Contract is terminated, the rights, duties, and obligations of the parties, including compensation to the Contractor, shall be negotiated between the Executive Director and the Contractor, but in no event shall it exceed the total value of the Contract.

After receipt of a Notice of termination and except as directed by the Executive Director, the Contractor shall immediately stop work as specified in the notice.

After the termination, the Contractor shall submit a final termination settlement proposal to the Executive Director in the form and with certification prescribed by the Executive Director.  If the Contractor fails to submit the termination settlement proposal within the time allowed, the Executive Director may determine, on the basis of information available, the amount, if any, due to the Contractor because of the termination and shall pay the amount so determined.

15.
LANGUAGE

All drawings, documents, information, correspondence, reports and such like items shall be in the English language.

16.
ACCEPTANCE OF PROPOSALS

The APEC Secretariat reserves the right to accept any or no Proposal, or any parts of a proposal, at its sole discretion.

17.
ADDENDA TO REQUEST FOR PROPOSALS

The APEC Secretariat may, at its sole discretion, vary the Request for Proposal before the Closing Time.

_____


Appendix C: Sample Contract
WITHOUT PREJUDICEPRIVATE 

[Project Name and Number]

This contract is made on [date].

BETWEEN

The Asia-Pacific Economic Cooperation Secretariat (the "APEC Secretariat"), with an office at 438 Alexandra Road, #14-01/04 Alexandra Point, Singapore 119958.

AND

[Company Name/Consultant's Name] (the “Contractor”), a company incorporated in [economy] with an office at [address]/a consultant, with an office at [address].

WHEREAS

The APEC Secretariat has agreed to engage the Contractor to provide the services in accordance with the terms and conditions set forth in the Request for Proposals, at Annex A, the Contractor’s proposal dated [date], at Annex B, and Chapters 1 and 3 of the Guidebook on APEC Publications, Websites and Meeting Documents, at Annex C, all of which form part of this contract.
AND WHEREAS IT IS ALSO AGREED:

1.
Subject to the satisfactory completion of the contracted tasks, the APEC Secretariat shall pay the Contractor US$ [amount in figures] (United States Dollars [amount in words]) as soon as practicable upon receipt of the appropriate invoices according to the following schedule:


Completion of Task 1
}

US$ _____


Completion of Task 2
}    [specify]
US$ _____


Completion of Task 3
}

US$ _____

2.
Travel expenses of up to US$ [amount in figures] (United States Dollars [amount in words]) for the contractor will be reimbursed by the APEC Secretariat, subject to signing of a separate travel undertaking prior to the travel and in line with APEC travel regulations as set forth in the Guidebook on APEC Projects (the Guidebook).
3.
Invoices shall be submitted to the APEC Secretariat by the Contractor in original and two copies.  Invoices shall be accompanied by supporting documentation and shall include the following information:


a)
full name and number of project;


b)
name of contractor;


c)
invoice date and invoice number;


d)
description of services provided and associated dates;


e)
charges and payments for previous invoices;


f)
charges for billing period;


g)
name, title, complete address, and fax and phone number of payee, and banking instructions including bank name and address, account title and number; and


h)
a signed statement by the Contractor that the services have been performed in accordance with the terms and conditions of this contract, and the costs being billed are true and correct and have not been previously paid, with the endorsement by the project overseer [insert name and post] that the services have been satisfactorily completed.

4.
The APEC Secretariat shall have the right to authorise in writing representative(s) who can give instructions and provide clarifications to the Contractor in performing the required work.

5.
All work will be completed within [period] of the date of execution of this Contract/by [date].

6.
This Contract shall be governed by the laws of the Republic of Singapore and the parties hereto agree to submit to the non-exclusive jurisdiction of the Courts of the Republic of Singapore.

Signed for and on behalf of the APEC Secretariat

___________________________



[Insert name]








Executive Director

in the presence of

__________________________
[Insert name]








Director (Finance)


Signed for and on behalf of [Company]

___________________________
__________________________








(Name and Appointment)

in the presence of 

___________________________
__________________________








(Name and Appointment)

