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Centre for Disability in Development (CDD)  

 
Call For-Tender 

 

REF.: 2026-CDD-HQ-0902-Tender-07  

For Provision of Supplying “Food, Venue & Accommodation for the participants of 

Annual Review and Planning Workshops with PNGO's 2026 and Yearly Partners Meeting 

with PNGO’s at Near about Gazipur, Sylhet & Cox's Bazar” under The Meaningful 

Participation and Inclusion of Children and Youths with Disabilities in All Domains of 

CBR project. 

 

 

PURCHASER IDENTIFICATION 

Centre for Disability in Development (CDD) 

Project Office:  

Head Office: A-18/6, Genda, Savar, Dhaka-1340, 

Bangladesh Phone: 01713021695 

 

Contact details:  procurement.cddbd@gmail.com (or call -01938-150381) 

Website: www.cdd.org.bd 

The Centre for Disability in Development (CDD) is a non-profitable organization established 

in 1996 to develop a more inclusive society for persons with disabilities. CDD is simultaneously 

educating the community in how to be more inclusive whilst also enabling persons with a 

disability to participate in society by providing them with essential support. 
 

Since 2023, CDD is working with Liliane Fonds as its Grant Manager in Bangladesh for the 

meaningful participation and inclusion of children and youths with disabilities in all domains 

of community-based rehabilitation (CBR). Under the “Meaning Participation and Inclusion 

of Children and Youths with Disabilities in All Domains of CBR” program CDD is working in 

five districts of Bangladesh namely Satkhira, Jessore, Dinajpur, Chattogram and Barguna 

with 10 Partner Organizations. 
 

Background of Tender: 

Under the Liliane Fonds-supported program of the Centre for Disability in Development 

(CDD), the Yearly Review and Planning Workshops with PNGO's 2026 is scheduled to take 

place as a key initiative for youth empowerment and inclusive development. This national 

event will bring together young change-makers, including representatives from 10 Partner 

http://www.cdd.org.bd/
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Organizations (POs), who have been actively participating in monthly learning sessions, 

capacity-building initiatives, and field-level activities driven by their local "Call for Action." 

The primary objective on the first day, the CDD team will review its interventions, challenges, 

key learnings, and the overall performance of the Partner Organizations over the past year. 

The PO representatives will be attending from the second day of the workshop. The second- 

and third-day focus will be given on reflecting upon progress made under MAPinCBR and 

other LF-supported projects, identifying challenges faced, exploring how those challenges 

were addressed, and determining the changes needed to strengthen project planning for 

the coming year. 

The final two days will be dedicated to the Annual Partners’ Meeting, where participants 

will collectively reflect on partnership experiences of the last one year within the project 

and discuss ways to further enhance the partnership approach in the future. 

Instructions for submissions of Tender Schedule: 

On the behalf of Centre for Disability in Development (CDD) is inviting price offer for the 

provision of “Food, Venue & Accommodation for the participants of Annual Review and 

Planning Workshops with PNGO's 2026 and Annual Partners Meeting at Near about Gazipur, 

Sylhet & Cox's Bazar at near about Gazipur, Sylhet & Cox's Bazar” under the MaPInCBR 

Program. The tenderers are requested to read carefully and ensure compliance with all 

instructions here in. Non-compliance with any instructions in this document may disqualify 

the bidders from the tender exercise. 

 

1. Procurement Procedure: 

a) The procurement is handled via an open tender (advertisement will provide in BD Jobs). 
 

2. Deadline of submission and period of validity: 

a) Deadline of submission is 22nd November -2026, 1:00 PM. Bangladesh time.  

b) Your quotation must state the period of validity until 30th December-2026 from the 

deadline for the submission. 

 

3. Costs and ownership of tenders: 

a) Costs incurred by the tenderers in preparing and submitting the quote requests are not 

reimbursable. 

b) The CDD retains ownership of all quotes received under this Tender. Consequently, 

tenderers have no right to have their tenders returned to them. 

 

4. Confidentiality and publication: 

a) All recipients of tender documents, whether they submit a tender or not, shall treat the 

details of the documents as confidential as possible. 

b) The award of contract (name of company, type of product, extent and duration of 

contract) might be made open to the public unless you disagree within your quotation, 

giving the reason of refusal. 
 

 

5. Content of tenders and alternative offers: 

a) All tenders submitted must comply with the requirements in the tender dossier and 

comprise (if you are unable to submit any of the following documents will automatically 

lead to disqualification of the bid): 
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• The Price off about quoted items, including specifications as indicated in the price 

schedule (ANNEX-C). The Price offer has to be dated, stamped and signed. 

• Updated Trade license (2026-2027) or last updated, TIN certificate with Tax Assessment 

(latest) and 13-digit BIN certificate. 

• Proof Experience documents/Work order documents. 

• Bank Statement (for last 3 months) or Bank solvency certificate (not older than three 

months). 

• Quotation must be submitted in company letterhead pad; supplier can add more terms & 

conditions. 

• “ANNEX-A Supplier Evaluation Questionnaire” to be filled out, stamped, signed and 

submitted together with your quote. 

• The tenderers self-declaration “ANNEX-B Supplier Declaration Form” to be filled out, 

stamped, signed and submitted together with your quote. 

• The tenderers also need to fill out the ANNEX-C also. 

• Proof of experience/credentials for equivalent goods (provide the copy of previous 

work order/ Certification of work completion). 

• Have to be mentioned the delivery time in the Price Offer, to complete delivery of goods. 

The deadline of the delivery of the requested items is from 18th to 23th December, 2026.  

• Product should be as per CDD required specifications; alternative item will not 

be granted. Alternative offers are not permitted. 

b) The original price schedule shall be used for quotation in its original form as provided by 

CDD in the tender document, however supplier can add his company letter head pad 

as addition to mention his price and teams & condition. 

c) The utilization of polythene or plastic bags is discouraged during the delivery of any 

products. 

d) Please note that no beef items should be included in the menu for any of our programs. 
 

6. Financial offer 

a)  Tenderer must quote by items and by total quantity. 

b)  In case of a calculation mistake in the quoted unit price, the quotation may be cancelled. 

c) Quoted price should be inclusive of VAT & AIT. 

d) Your separate Financial Offer must contain an overall offer in Bangladeshi Taka only 

 

7. Submission of quote and further communication 

a)  All quotations, along with annexes and supporting documents, must be submitted in a 

sealed envelope, or may alternatively be sent via email with the specified or required 

subject line: 
 

Tender Documents – REF.: 2026-CDD-HQ-0902-Tender-07, For provision of supplying “Food, 
Venue & Accommodation for the participants of Annual Review and Planning Workshops with 
PNGO's 2026 and Yearly Partners Meeting with PNGO’s at Near about Gazipur, Sylhet & Cox's 
Bazar” under The Meaningful Participation and Inclusion of Children and Youths with Disabilities 
in All Domains of CBR project’. 
or, 
Address:  A-18/6, Genda, Savar, Dhaka-1340, Bangladesh Phone: 01713021695 
 

a) CDD will prefer to submission with the latest quote 1 days before the deadline,  

b) CDD reserves the right to continue the further communication after submission of 

quotes via a combination of media (e.g. post, e-mail, phone). 

c) With submission of your price offer you confirm above mentioned conditions. 
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d) The deadline of submission of quotation is unchangeable. 
 

8. Evaluation & Award of Contract: 

a) Procedure: 

The decision for the award of contract will be determined via standard value method (Credit 

points divided by total price; ratio 50/50%). Credit points will be added up through the following 

criteria: 
• Cost (35%) 

• Documents Analysis (25%)      

• Technical Offer (40%)  

 

Total Marks: 100 

                           Cost: 35 

- Consider lowest rate of the bidder 

                           Documents Analysis: 25 

- Updated Trade License, TIN, Tax Return Certificate, Bank Statement, BIN, Annex-A, Annex-

B, Annex-C, Quotation in supplier’s Pad 

                          Technical Offer: 40 
- Proof of experience/credentials in equivalent works / for equivalent services (based 

on previous work order/Certification of work completion/ Work Agreement). Minimum 
Three Working Experience, Per experience mark- 5, Marks-15 

- Delivery time (lead time, time of completion to delivery of goods), Marks- 10 
- Specifications/ Detail information’s as per the Call for Tender (Food menu, Venue size, 

Accessibility issues of infrastructures, other logistics related to program-if applicable), Marks- 
15 

                     

 

Score for each criterion is either 0-40 (unacceptable), 40-59 (satisfactory), 60-79 (good), 80-89 

(very good), 90-100(excellent). In case of equal results, the offer with the higher credit point 

score will be awarded. 

b) The CDD may – but is not obliged to – ask each tenderer individually for clarification 

of its quote including, samples, breakdowns of prices etc. within a reasonable time limit 

to be fixed by the evaluation committee.  

c) Terms of contract - The award will lead to a Purchase Order by CDD and forms 

a one- time service. 

 
9. Terms of delivery and payment: 
a) Payments shall be made basis upon completion of Product or Service Delivery. 
b) Payment on invoice only, following receipt of goods and documents in order. 
c) The invoice must contain CDD order number. 
d) Payment on invoice only, following receipt of “Food, Venue & Accommodation for the 

participants of Half Yearly Review and Planning Workshops with PNGO's 2026” and 
documents in order. 

e) CDD will deduct TDS (Tax Deduction on Source) and VAT as per governmental 

rules (if applicable). 
f) Payment will be done by Account payee cheque in favour of your company. 

 

10. Bid Opening: 

a) All bid will open at CDD HQ office by 22nd November -2026, 2:00 PM    
b) Tenderer can present at opening time. 

 
11. Additional terms & conditions 
a) The selected bidder/contracting firm must strictly comply with the CDD’s Child Safety 

Code of Conduct or Child Safeguarding Policy. 
b) No child labor shall be engaged at any stage from the beginning to the completion of 
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the work. 
c) The tender inviting authority shall not be held responsible for any accident occurring 

during the execution of the work. 
 

12. CDD reserves the right: 
a) Accept or reject partial or full tender process are without assigning any reason. 
b) CDD reserves to keeps the full rights of making any changes (if needed), addition in the 

terms and conditions during the time of placing the work order in favor of the selected 
supplier.  

c) Accept/ reject any or all bid are without assigning any reason. 
d) Changed partial or full tender schedule any time before submission date. 
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Centre for Disability in Development (CDD) appreciates the suppliers’ efforts in responding to 

these questions. It helps CDD to identify potential suppliers and facilitate/speed up the supplier 

selection process. Please note that the completion of this questionnaire does not equate to any 

contractual link between CDD. CDD may, but is not obligated to send restricted tender 

announcements and / or request for quotations to companies who completed this 

questionnaire. 

 

Company name:  

Type of company (Proprietor, 
Partnership, Limited, Public): 

 

Year and place of creation:  

Trade License Number:  

TIN Registration Number:  

VAT registration number:  

Address:  

Administrative address: 

different) 

 

Proprietor/ Managing Director Name:  

Phone number:  

Email:  

Sales/contact person-1 

Name and position: 
 

Contact mobile number:  

Email:   

Sales/contact person-2:  

Contact mobile number:  

Email:  

Date of submission:  

 

Supplier Registration Name:    

Represented by:   

Place:   

Date:    

Signature:    

Annex: A (Application Evaluation Questionnaire) 
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TO BE COMPLETED BY THE SUPPLIER 

 

 

I, the undersigned, Name of owner representing certify having read 

and understood the rules hereto. 

On behalf of the company Name for which I act, accept the terms of 

CDD Best Business Practices and undertake to achieve the best performance should the 

contract be attributed to 

I the undersigned, certify that company name has not been involve and 

will take all necessary steps not to be involved in or supply material support or any other 

resource to individuals or entities that commit, attempt to commit, recommend, facilitate 

or participate in fraud, active or indirect corruption, collusion, coercive practices, 

involvement in criminal organization or any other illegal activity or that do not respect 

Human Rights or basic social rights and minimum work conditions as defined by the 

International Labor Organization (ILO), in particular regarding child labor, discrimination, 

freedom of association, respect of the minimum wage, slave labor issues and compliance 

with work conditions and hygiene. 

Finally, I hereby certify that company name is not involved in any 

current legal action or court proceedings as plaintiff or defendant, in its own name or on 

behalf of any other entity, for actions relating to fraud, corruption or any illegal activity and 

has never been found guilty of such practices. 

 

 

Name: 

Position: 

Date: 

 

Signature & Stamp: 
 

 

 

 

 

Annex: B (Supplier Declaration form) 
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SL Items Required  Quantity UoM 
Unit 

Price 
Line Amount 

 

1 

Accessible Conference room /Venue 

with Multimedia & Sound system: 

  

-Safe drinking water must be available 

throughout the conference room for all 

participants. 

-Venue Capacity 70-100 Persons 

 

19-23 December 2026@ 1 Venue for 5 

days 

Annual 

Review & 

Planning 

Workshops 

with PNGO's 

2026 and 

Yearly 

Partners 

Meeting with 

PNGO’s 

 

 

 

 

Vendors will 

be required 

to provide 

Safe 

drinking 

water 

throughout 

the event in 

conference 

room for all 

participants 

as a 

compliment

ary service 

(water must 

be served 

with Jugs 

and glasses) 

5 Days 

  

2 

Superior Deluxe (Twin Occupancy)- AC:   
-5 days (2 person in 1 room, Total- 99 
Room) 
 
-18 December 2026 @ 8 Room  
-19 December 2026 @ 24 Room  
-20 December 2026 @ 29 Room 
-21 December 2026 @ 38 Room 
-22 December 2026 @ 38 Room 

1 
Room/ 

Night 

  

3 

Superior Deluxe (Single Occupancy)- AC: 
5 days (1 person in 1 room, Total- 41 
Rooms) 
 
-18 December 2026 @ 9 Room  
-19 December 2026 @ 9 Room  
-20 December 2026 @ 9 Room 
-21 December 2026 @ 14 Room 
-22 December 2026 @ 14 Room 

55 
Room/ 

Night 

  

4 

Buffet Lunch including Thai, Chinese, 
Indian, Bangla and continental:  
5 days, (Total- 239 Lunch) 
 
-19 December 2026 @ 25 Person 
-20 December 2026 @ 57 Person  
-21 December 2026 @ 67 Room 
-22 December 2026 @ 90 Person 
-23 December 2026 @ 90 Person 

329 person 

  

5 

Buffet Dinner including Thai, Chinese, 
Indian, Bangla and continental:  
(5 days, Total- 239 Dinner) 
 
-18 December 2026 @ 25 Person 
-19 December 2026 @ 57 Person  
-20 December 2026 @ 67 Room 
-21 December 2026 @ 90 Person 
-22 December 2026 @ 90 Person 

329 person 

  

6 

2 Time Snacks (Morning & Evening) with 
running tea/coffee and Drinking water: 
(5 days, Total- 239) 
 
-19 December 2026 @ 25 Person 
-20 December 2026 @ 57 Person  
-21 December 2026 @ 67 Room 
-22 December 2026 @ 90 Person 
-22 December 2026 @ 90 Person 

329 person 

  

 
Total Amount (Including VAT)  

Annex: C (Price Schedule) 
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• CDD will deduct TDS (Tax deduction at source) and VAT as per governmental 

rules (if applicable). 

• The period of price validity will be until 30th December 2026 from the date of 

submission by the vendor. 

• Delivery Lead Time - 

  

  

 
Date of offer Stamp & Signature of Bidder 
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Centre for Disability in Development (CDD) 
A-18/6, Genda, Savar, Dhaka-1340 

 
 

 

wkï I SzuwK‡Z _vKv cÖvß eq¯‹ e¨w³i myiÿvq AvPiYwewa: 

 

GKwU Dbœqb msMVb wn‡m‡e wmwWwW gvbevwaKvi myiÿvq Aw½Kvie×| wmwWwWÕi Òwkï myiÿv bxwZgvjvÓ 

wbe©vnx cwil` Øviv Aby‡gvw`Z, hv wkï I SzuwK‡Z _vKv cÖvß eq¯‹ e¨w³i AwaKvi myiÿvq mgvbfv‡e 

f~wgKv iv‡L| wmwWwWÕi Òwkï I SzuwK‡Z _vKv cÖvß eq¯‹ e¨w³i myiÿv bxwZgvjvÓ Abyhvqx wmwWwW-‡Z 

Kg©iZ mKj Kg©x/Kg©KZ©v Ges wmwWwWÕi Kv‡Ri mv‡_ m¤ú„³ e¨w³ I ms¯’v‡K (D`vniY¯^iƒc- mn‡hvMx 

ms¯’v, Kbmvj‡U›U, wVKv`vi, g~j¨vqbKvix BZ¨vw`)  GKwU ÒAvPiY wewaÓ-‡Z ¯̂vÿi Kiv eva¨Zvg~jK|  

 

Òwkï myiÿv bxwZgvjvÓ Abyhvqx wkï wn‡m‡e we‡ewPZ n‡e 18 eQi eq‡mi wb‡P mKj e¨w³; Ges SzuwK‡Z 

_vKv cÖvß eq¯‹ e¨w³ wn‡m‡e we‡ewPZ n‡eb -18 eQi ev Zvi ‡P‡q †ewk eq‡mi †Kvb e¨w³ whwb nqZ 

A‡b¨i Dci ˆ`bw›`b Rxebhvc‡b mnvqZv, †gŠjgvbweK Pvwn`vc‚iY A_ev wbivcËv RwbZ wbf©ikxjZvi 

Kvi‡b A_ev cÖm½Z, †hgb †h †Kvb gvbweK cwiw ’̄wZ‡Z, AZ¨vPvi/ wbh©vZb ev †kvl‡Yi SzuwK‡Z 

i‡q‡Qb|    

GQvovI GKRb cÖvßeq¯‹ e¨w³ SzuwK‡Z _vK‡Z cv‡ib hLb wZwb Ggb Kv‡iv mv‡_ mvgvwRK A_ev †ckv 

m¤^Üxq m¤úK© Øviv Ave× _v‡Kb whwb/hviv Zvi/Zv‡`i c`ex, KZ©…Z¡, Zv‡`i Dci Ac©YK…Z Av ’̄v Ges 

Rei`w Í̄ Øviv H e¨w³‡K ¯^Kv‡h© e¨envi K‡ib A_ev KZ…cÿxqZv eRvq iv‡Lb| Ges cwi‡k‡l, GKRb 

cÖvßeq¯‹ e¨w³ AviI SzuwK‡Z _vK‡Z cv‡ib hw` Zvi wm×všÍ MÖnY ¶gZv †Kvb cÖwZeÜKZv Øviv evavMÖ¯Í 

nq A_ev whwb wm×všÍ MÖn‡Yi †¶‡Î †Kvb mnvqZv/mg_©b jvf K‡ib bv|    

 

wb‡P mK‡ji Rb¨ AbymiYxq AvPiYmg~n eY©bv Kiv n‡jv, hv wmwWwWÕi Kg©x/Kg©KZ©v Ges Kv‡Ri mv‡_ 

m¤ú„³ e¨w³ I ms¯’v mg~n c‡o I ey‡S ¯^vÿi cÖ`v‡bi gva¨‡g m¤§wZ Ávcb Ki‡e| 

 

Avwg.........................................................m¤§wZ Ávcb KiwQ ‡h, Avwg wmwWwW'i Òwkï I SyuwK‡Z 

_vKv cÖvßeq¯‹ e¨w³i myi¶v bxwZ- 2020ÕÕ c‡owQ I ey‡SwQ| GB AvPiYwewa‡Z ¯^v¶i Kivi gva¨‡g 

Avwg GKgZ ‡cvlY KiwQ ‡h,  

 

 Avwg GB bxwZgvjv ‡g‡b Pj‡ev| 

 Avgvi Kg©cwi‡e‡k wbgœewY©Z AvPiY wewa AbymiY Kivi Rb¨ `vqe× _vK‡ev| 

 ‡h ‡Kv‡bv D‡ØM, Awf‡hvM, NUbv m¤ú‡K© AewnZ n‡j Zvr¶wYKfv‡e wmwWwW'i myi¶v welqK 

‡dvKvj ‡K AewnZ Ki‡ev|  

 Avgvi `vwq‡Z¡i Ask wn‡m‡e wkï I SyuwK‡Z _vKv cÖvßeq¯‹ e¨w³i myi¶v wbwðZ Ki‡ev| 
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Avwg hv Kie (MÖnY‡hvM¨ AvPiY)t 

 

1. Ggb GKwU cwi‡ek ˆZwi‡Z Ae`vb ivL‡ev, †hLv‡b GKRb wkï Ges SzuwK‡Z _vKv cÖvß 

eq¯‹ e¨w³‡K ¯^Zš¿ e¨w³ wn‡m‡e Zvi cÖwZ h_v‡hvM¨ m¤§vb I g‡bv‡hvM †`qv n‡e Ges 

cwi‡ekwU n‡e Zvi Rb¨ wbivc`, BwZevPK I Drmvne¨ÄK; 

2. GgbwK, †Kvb wkï Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³ Avgvi evwo‡Z AvwZ‡_qZv MÖnY K‡i, 

†m‡ÿ‡ÎI Avwg GB AvPiYwewa †g‡b Pj‡ev; 

3. MY‡hvMv‡hv‡Mi cÖ‡qvR‡b ev Ab¨ Kvi‡Y wkï Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i wPÎMÖnY ev 

wi‡cvU© ‡jLvi †ÿ‡Î Zv‡`i m¤§vb I gh©v`vi w`‡K †Lqvj ivL‡ev; GQvovI Zv‡`i Qwe A_ev 

e¨w³MZ Z_¨ hZœ mnKv‡i msiÿY I e¨envi Ki‡ev| Dch©y³ mKj †ÿ‡Î Ab¨vb¨ †÷K 

†nvìvi †hb GKB cÖwµqv AbymiY K‡i Zv wbwðZ Ki‡ev; 

4. †Kvb ai‡bi AbymÜvb, mvÿvZKvi ev Z`‡šÍi †ÿ‡Î †Kvb Z_¨ hv Avgvi GLwZqv‡i Av‡Q 

Zv cÖ`vb Kie; 

5. wkï Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i Dcw¯’wZ‡Z Aek¨B fvlvi e¨envi, †cvlvK-cwi”Q` 

I AvPiY m¤ú©‡K m‡PZb _vK‡ev; 

6. wkï Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i mv‡_ †h‡Kvb Kg©KvÛ cwiPvjbvKv‡j Kgc‡ÿ 

ỳÕRb cÖvß eq¯‹ e¨w³i Dcw¯’wZ wbwðZ Ki‡ev| m¤¢e bv n‡j weKí wnmv‡e cvov-cokx ev 

mgv‡Ri Ab¨vb¨ e¨w³ e‡M©i Dcw¯’wZ wbwðZ Kivi e¨e ’̄v wbe; 

7. ‡Kvb Kgx© CDD Gi mv‡_ mshy³ _vKvKvjxb A_ev Gi cy~‡e© msNwUZ wkï Ges SzwK‡Z _vKv 

cÖvß eq¯‹ e¨w³i wbh©vZb, †kvlY, nqivwb ev bxwZgvjv ewn©f~Z †Kvb NUbvi mv‡_ hy³ _v‡K, 

Zvn‡j †mB Awf‡hvM ZvrÿwYKfv‡e cÖKvk Ki‡ev;  

8. me ai‡bi D‡ØM, Awf‡hvM ev cÖKvwkZ NUbvi †ÿ‡Î 24 N›Uvi g‡a¨ bxwZgvjv Abymv‡i 

AewnZKiY cÖwµqv AbymiY Ki‡ev; 

9. wkï Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i mv‡_ m¤§vbRbK AvPiY Ki‡ev| Avgvi AvPiY I 

KÚ¯î †hb Zv‡`i g‡a¨ †Kvb ‡bwZevPK cÖwZwµqvi m„wó bv K‡i †m w`‡KI jÿ¨ ivL‡ev; 

10. ‡mB mKj AvPiY ev Kvh©Kjvc hv A‡b¨i wbKU wbh©vZb A_ev †kvlY wn‡m†e M„nxZ nq Zvi 

m¤ú‡K© m‡PZb _vK‡ev Ges Gwo‡q Pj‡ev; 

11. evsjv‡`k miKvi KZ©…K cÖYxZ wkïkÖg m¤úwK©Z kÖg AvBbmn wkï myi¶v welqK mKj 

cÖvmw½K bxwZgvjv Ges AvBb †g‡b Pj‡ev| 

 

Avwg hv Kie bv (AMÖnY‡hvM¨ AvPiY) t 

 

1. SzwK‡Z _vKv cÖvß eq¯‹ e¨w³ I 12 eQi eq‡mi wb‡P †Kvb wkï‡K M„n¯’vwj A_ev SzuwKc~Y© / 

wec`RbK Kv‡R wb‡qvwRZ Ki‡ev bv; 

2. wkï Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³‡K Ggbfv‡e Av`i ,¯úk©, Py¤^b ev Avwj½b Ki‡ev bv 

hv Am½Z Ges mvs¯‹…wZK fv‡e AMÖnY‡hvM¨;   

3. cwiev‡i, mgv‡R Ges Rbm¤§y‡L Ggb †Kvb AvPiY A_ev fvlv e¨envi Ki‡evbv hv mvgvwRK 

I mvs¯‹…wZKfv‡e AMÖnY‡hvM¨;  
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4. c` I mvgvwRK gh©v`vi Kvi‡Y AwR©Z ÿgZvi ev cÖfv‡ei †Kvb Ace¨envi Ki‡evbv hv wkï 

Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i Kj¨vY‡K wewNœZ K‡i; 

5. wkï Ges SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i mv‡_ ‡Kvb ai‡bi wbh©vZb ev †kvlYg~jK (†hŠb, 

kvixwiK I gvbwmK) m¤ú‡K© wb‡R‡K m¤c„³ Ki‡ev bv Ges fxwZ cÖ`k©b ev cÿcvwZZ¡g~jK 

AvPiY ‡_‡K weiZ _vKe; 

6. wkï I SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i wbKU †_‡K Ggb †Kvb †mev ev my‡hvM cÖZ¨vkv Ki‡ev 

bv Ges Ggb †Kvb m¤c‡K© Rov‡ev bv hv Zv‡`i R‡b¨ wbh©vZb I †kvlYg~jK; 

7. wkï I SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i mv‡_ †Kv‡bvfv†eB GgbwK gRvi Q‡jI ‡hŠb 

Bw½Zc~Y© †Kvb AvPiY Ges Dw³ Ki‡ev bv; 

8. †Kvb wkï I SzwK‡Z _vKv cÖvß eq¯‹ e¨w³ GKv _vK‡j Zvi evwo‡Z hv‡ev bv A_ev Zv‡K 

GKv evmvq Avgš¿Y Ki‡ev bv; 

9. cwiPh©vKvix wenxb †Kvb wkï I SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i mv‡_ GKB iæg ev weQvbvq 

Nygv‡ev bv, hw` †Kvb Kvi‡Y wbiæcvq n‡q GKmv‡_ _vKvi cª‡qvRb nq Zvn‡j cwiPh©vKvixi 

AbygwZ Ae¨kB wb‡Z n‡e Ges hw` m¤¢e nq Ab¨ GKRb cÖvß eq¯‹ e¨w³i Dcw¯’wZ wbwðZ 

Ki‡ev; 

10. Ggb †Kvb NUbvi kvwgj n‡ev bv ev †g‡b wbe bv, hv wkï I SzwK‡Z _vKv cÖvß eq¯‹ e¨w³i 

cÖwZ †eAvBbx, Awbivc` ev †kvlYg~jK; 

11. Ggb †Kvb cÖwZkªæwZ w`‡ev bv ev AvPiY Ki‡ev bv hvi Kvi‡Y wkï I SzwK‡Z _vKv cÖvß eq¯‹ 

e¨w³ gvbwmK fv‡e wbh©vwZZ nq, †hgb- j¾v, ‡nq ev Zz”QZvw”Qj¨ Kiv; 

12. AvBbvbyhvqx AvBbx KZ©„c‡ÿi AbygwZ e¨vZxZ 18 eQ‡ii wb‡P †Kvb e¨w³‡K we‡q Ki‡ev 

bv;  

13. mKj wkïi ga¨ †_‡K †Kvb we‡kl wkïi cÖwZ ‰elg¨g~jK A_ev cÿcvwZZ¡g~jK AvPiY 

Ki‡ev bv, hv Ab¨vb¨ wkïi cÖwZ ‰elg¨ ˆZix K‡i; 

14. wkï I SzwK‡Z _vKv cÖvß eq¯‹ e¨w³‡K Kw¤úDUvi / ‡gvevBj †dvb / wfwWI / wWwRUvj 

K¨v‡giv ev Ab¨ ‡Kvb gva¨‡g e¨envi K‡i, Ggb ‡Kvb AegvbbvKi / Akøxj welqe ‘̄ 

cÖ`k©‡b m¤ú„³ Ki‡ev bv hv Zv‡`i Rb¨ AegvbbvKi / wbh©vZb I †kvl‡Yi kvwgj| 

 

 

Kgx©/Kg©KZv©i bvg:  

c`ex: 

¯^vÿi: 

¯’vb: 

ZvwiL: 
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Declaration of Criminal Record 

 

I . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . .  . . . .  .   declare that I do have / I don’t have 

(tick where applicable) record of involvement in any crime, which is 

punishable by law. I declare that there is no police record available in my 

name. 

 

 

Name of the employee : 

Designation  : 

Date    : 

 

 

 

 

N:B: This document will be treated as a confidential mater. Only designated officials 

will have access to this document. 
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Conflict of Interest Policy 
 

I. Purpose 

The purpose of the Conflict of Interest policy is to protect the interests of CDD as in the regular 

course of business employees, their family members, governing body and volunteers of the 

organization may have the opportunity to advance their own personal interests with or against the 

interests of CDD.  
 

Besides CDD sales its services like training venue, accommodation, food, equipment, vehicle, 

Braille, assistive devices, educational kits, skilled human resources, photography, videography, and 

IT services to different projects and programs. Therefore, the policy is outlined the procedures for 

CDD to avoid any possible conflict between the organization’s own interests and the interests of 

the projects and programs supported by different organizations, Governments, UN agencies and 

individuals. 

 

II. Definitions 

a. Employee: any person who is employed by CDD in a part or full-time capacity and in 

accordance with the labor laws of Bangladesh. 

b. Volunteer: any person who works for CDD without being paid or still receive some form of 

compensation or reimbursement (paid volunteer). 

c. Governing body: Executive Committee members and General Council members of the 

organization. 

d. Family Member: a spouse, parent, child, step child, sibling, or grandparent. 

e. Financial Interest: The interest that any individual may have in the monetary transactions of 

CDD. In particular, any interest that could have a direct bearing on the financial gain/loss of 

said individual. 

 

III. Procedure 

a. Duty to disclose  

Every employee, volunteer and governing body members of CDD is obligated to disclose any 

known or potential conflicts of interest as soon as they arise. Failure to do so could result in 

termination of employment. In the case of failure of governing body members, EC will 

decided for further action. 

 

b. Investigating potential conflicts 

When a possible conflict of interest arises, a three members committee will be formed by 

the Executive Director/Director who will collect of the pertinent information and may 

question any concerned parties to determine the extent of the conflict and the intentions of 

the parties involved. The committee will report to the Executive Director/Director within 7 

working days of the investigation. 
 

In the case of conflict of interest of the Director the Executive Director will form the 

investigation committee and in the case of Executive Director/the governing body 

member(s) other governing body members will form the investigation committee who will 

report within 10 days of the investigation. 
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If conflict arises between CDD and its projects and programs, a three-member committee 

will be formed by the Executive Director/Director to identify the possible solutions. 

 

c. Addressing and mitigating the conflicts of interest 
When an actual conflict of interest is found, any transactions that may have been affected 
will be reviewed retroactively. Affected parties both within and outside of the organization, 
including Executive Director/Director and board members will be notified. If the committee 
determines that a conflict exists, disciplinary action will be taken to address the conflict. If 
no conflict exists, the inquiry will be documented in the register, but no further action will be 
taken.  
 

If the conflict involves member(s) of the governing body, then the governing body will take 
necessary steps according to the organization’s policy and procedure to address the issue. 
 

To mitigate the possible conflict of interest between CDD and project(s)/program(s), CDD 

will declare the price list/ for its all kind of services mentioned in the purpose. This will then 

be compared with other service providers if available in the country. For example, CDD is 

only producer of Braille Slate and Taylor Frame in Bangladesh. In this case comparison will 

not be required. The price list will be reviewed as and when necessary but not more than 

once a year. This price list will be shared with all concerned parties including donors as part 

of declaration of conflict of interest. 

 

d. Disciplinary action 

As all conflicts of interest will be reviewed on a case-by-case basis, a review may result in 

disciplinary action. The Executive Director/Director has full discretion to deem what 

disciplinary action is both fitting and necessary, including suspension and/or termination of 

employment. 
 

In the case of member(s) of the governing body the Governing body has full discretion to 

deem for necessary steps.  

 

IV. Acknowledgement 

The employee/member of the governing body named below understands the procedure for 

conflicts of interest with CDD, including their duty to disclose any known or potential conflicts. 
 

Furthermore, the employee/member of the governing body agrees to abide by the procedures 

outlined in this policy for the duration of their professional relationship with CDD. 

 
Name  : 
 

Designation : 

 

 

____________________ 

Signature and date 


