[Individual Consultant (Short Form) – Non-Resident of Canada]


[Date]

[Name]

[Mailing Address of Consultant]

[Address]

[Address]

[Email]

[Facsimile]

Dear [Name]:

Re:
Offer of Consultancy Contract

[Short Title of Project]

MI Agreement No. [         ]

This letter will constitute the Agreement by which the Micronutrient Initiative (hereinafter referred to as “the MI”), retains you as a consultant (hereinafter referred to as the “Consultant”) to carry out certain services on the terms and conditions set out below.  (Each or both of us are referred to from time to time as a “Party” or the “Parties”.)

1. Services 

The Consultant agrees to perform the services and provide the deliverables set out in Attachment A to this Agreement (the “Services”).  All Attachments referred to herein are made an integral part of this Agreement. Any change in the Services shall be mutually agreed in writing.

2.
Time of Performance
The Consultant agrees that the Services shall commence on [                                       ] and shall continue until [                          ]. 
3.
Compensation
As full consideration for performance of the Services, the MI shall pay the Consultant C$[_________] (per day for a maximum of [   ] working days.  No fees will be paid while en route to or from the place of assignment.

4.
Expenses
While performing the Services, the  Consultant shall be entitled to be reimbursed for the expenses listed in Attachment B up to the maximum amounts described therein. 

5.
Advance



Should the Consultant desire an advance to be applied against a portion of the  expenses incurred under Section 4, the Consultant will notify the MI before beginning to travel and the MI will provide an advance sufficient to cover the travel expenses.  The Consultant will account for the advance on the Consultant’s first invoice (and if the advance exceeds the amount of the first invoice, any subsequent invoices) and will show all amounts that have been applied against the advance as required by the MI under Section 6 (invoicing).
6.
Invoicing 

The Consultant shall submit an invoice to the MI for the Services upon completion of  the Activities described in Attachment A. Each invoice shall:

(a) show the MI agreement number as shown in the subject header of this letter;

(b) show the amount of any advance by the MI;

(c) show the number of days worked during the period covered by the invoice and the corresponding fees;

(d) list all recoverable expenses for which the Consultant is claiming reimbursement in accordance with Attachment B (attaching all original receipts where applicable).


7.
Payment
The MI agrees to pay the Consultant within 30 days after receipt in the MI’s office of the Consultant’s invoice provided that:

(a) the invoice includes all required information as described above; and

(b) the MI is completely satisfied with the deliverables to which the invoice relates. 

The MI shall be entitled to set off any amount owed by the Consultant to the MI against any amount owing to the Consultant under this Contract.  If any advance has been paid by the MI, it will be deducted by the MI from the total amount due to the Consultant under the Agreement. If, for any reason, the amount of the advance is found to exceed the total amount due to the Consultant under this Agreement, the Consultant shall refund the amount of the overpayment to the MI no later than 30 days following the expiration or earlier termination of the Agreement.

It is understood that the MI is not responsible for differences related to exchange rate fluctuations or bank charges. The MI’s liability for the payment of fees (Section 3) and expenses (Section 4/Attachment B) is limited to the amounts quoted in Canadian dollars.

8.
tax
It understood that it is the Consultant’s responsibility to ensure applicable tax laws in the country of domicile are being followed.  The MI is in no way responsible for any tax related issues. The Consultant hereby expressly agrees to indemnify the MI in respect of any such remittances which may subsequently be required by the authorities, together with any related interest or penalties which the MI may be required to pay.






9.
Banking Information

The Consultant will complete the banking information form in Attachment C  and return it with the Consultant’s signed copy of this Agreement.  This will facilitate electronic payment to the Consultant’s account. 
10.
travel policy

The Consultant will only travel as may be required to carry out the Services. The Consultant acknowledges that the prior written approval from the MI representative described in Section 17 is necessary in order to carry out any travel contemplated under Attachment A. Furthermore, the Consultant will abide by the MI’s air travel policy as described in Attachment E.

11.
Confidentiality
The Consultant shall not, during the term of this Agreement and within five years after its expiration, disclose any proprietary or confidential information relating to the Services, this Agreement or the MI’s business or operation without the prior written consent of the MI.

12.
Ownership of Material
Any studies reports or other material, graphic, software or otherwise, prepared by the Consultant for the MI under the Agreement shall belong to and remain the property of the MI.  The Consultant may retain a copy of such documents and software.

13.
accuracy of information
The Consultant acknowledges that he shall be responsible to the MI for the accuracy and completeness of any statements made by him in any documents, articles, reports or other material prepared by him for delivery to the MI or to a third party at the MI’s request.  The Consultant further acknowledges that the MI or any third party authorized by the MI to receive this information is relying on the accuracy of the information provided by the Consultant and that the MI shall not be required to make any independent verification of this information.  

14.
Insurance
The Consultant will be responsible for taking out any insurance  coverage that he feels is necessary at his own expense..

15.
Assignment and conflict of interest
The Consultant shall not assign this Agreement or sub-contract any portion of it without the MI’s prior written consent.

The Consultant warrants that to the best of his knowledge at the date of signing this Agreement no conflict of interest exists. If during the course of this Agreement a conflict or risk of conflict of interest should arise, the Consultant will undertake to notify the MI immediately in writing.
16.
Law Governing Contract
This Agreement shall be governed by the laws of  Ontario and the laws of Canada applicable thereto.

17.
Dispute Resolution
Any dispute arising out of the Agreement, which cannot be amicably settled between the parties, shall be referred to arbitration by a single arbitrator in Ontario  in accordance with the International Commercial Arbitration Act (Ontario).

17.
MI Representative
For the purposes of this Agreement, the MI will be represented by [                                        ], and by [                                        ]. The Consultant may contact [           ] by telephone at (+1)613.782.[         ], by e-mail at [          ]@micronutrient.org and by mail at [       ].  [                              ] may be contacted by email at [                        ].  Administrative and non-technical matters (invoices, clauses, notices, instructions, and the like) can be referred to [                                    ], Administration Officer at the address of the MI in [      }, by telephone at [      ] or by e-mail at [          ]@micronutrient.org.

If you accept the above terms and conditions, please so indicate to [                                 ], by fax at [     ].  That fax message should also include all the supplementary information requested in this Agreement.  Any omission in this regard may cause delays, at your expense.
Two originals of this offer are being mailed to you. To complete our records, you must sign one copy and return it to the MI to the attention of [                                    ].

Yours sincerely,

_____________________________


Elizabeth Lewin
Contracts Manager
The Micronutrient Initiative

encl.

I accept this offer and agree to be bound by the terms and conditions described above.

_________________________________
Date:  ________________________

[Consultant’s name]
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a) 
b) 
�PAGE \# "'Page: '#'�'"  �� Delete if you don’t want this arrangement.


�PAGE \# "'Page: '#'�'"  ��Delete if you do not plan to provide an advance.


�PAGE \# "'Page: '#'�'"  �� Delete if this does not apply


�PAGE \# "'Page: '#'�'"  �� If this is the consultant’s first contract with the MI, then for audit purposes, the consultant must complete the form. If it is the second or third contract and we already have this information on file in Ottawa, then the clause can be deleted.


�PAGE \# "'Page: '#'�'"  �� If not GST registered, delete clauses.


�PAGE \# "'Page: '#'�'"  ��  If not GST registered, delete clauses


�PAGE \# "'Page: '#'�'"  �� If you are sure the consultant will not work in Canada, delete this.


�PAGE \# "'Page: '#'�'"  �� Do not retype. This should be in the consultant’s handwriting so if there is any mistake with numbers, addresses, etc. the consultant is solely responsible.


�PAGE \# "'Page: '#'�'"  �� Delete if no air travel is required.


�PAGE \# "'Page: '#'�'"  �� As long as the contracts are issued in Ottawa, we cannot delete these clauses.


�PAGE \# "'Page: '#'�'"  �� This is a check list for ourselves. After we check that all the attachements are complete, we should delete the list.


�PAGE \# "'Page: '#'�'"  �� Always keep, always ask consultant to confirm information.





�PAGE \# "'Page: '#'�'"  ��Delete if information is already on file from a previous contract.


�PAGE \# "'Page: '#'�'"  �� Delete if no air travel is required.


�PAGE \# "'Page: '#'�'"  �� Delete if MI is not buying an air ticket


�PAGE \# "'Page: '#'�'"  �� Most consultants will just check this one box only: they are not residents for tax purposes and “3” they have no GST number.


�PAGE \# "'Page: '#'�'"  �� Delete if no air travel





PAGE  
5

