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International Civil Aviation Organization

Checklist for review of Individual Consultants/Contractors Selection

	Name of Consultant/Contractor:
	     

	Administering Section:
	     

	Prepared by/Signature:
	     

	CHECKLIST — Individual Consultant/Contractor
	Yes
	No

	1.    Selection of an individual consultant/contractor
Was the proposed individual consultant/contractor selected after considering at least two candidates? 

Are the names of the individual consultants/contractors considered and the selection criteria provided? 
	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 


	2.    Have you attached the individual consultant/contractor Selection Report justifying selection and rate of pay or Single Source Selection?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.    Determination of fees
Is the suggested fee in accordance with the rates (Pay Bands) in Annex II? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.    Terms of Reference

Are the terms of references listed in the contract at Annex 1(a), and do they state clearly the major responsibilities and time frame for completing activities?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.    Required attachments
Has the individual consultant/contractor completed the ICAO Application Form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.    Security Clearance

 Has a security clearance been obtained? (For assignments that include travel to hazardous duty station. Please check ICAO website, under HR, for details.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.    Reference Check
Has a reference check been requested and responses received?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8     Disclosure Statement
Has the consultant/contractor signed a disclosure statement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.    Funding Source

Has the full amount of the contract been set aside for this purpose in the budget? Has it been approved by the allotment holder and has FIN been notified?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.    Health/Medical Declaration
Has the consultant provided a signed copy of Annex VIII (Certificate of Good Health and/or Health Statement)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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