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	REQUEST FOR PERSONNEL



	CIM is operated jointly by the Deutsche Gesellschaft fur Technische Zusammenarbeit (GTZ) GmbH and the Bundesanstalt fur Arbeit (BA) (Federal Employment Services).

CIM implements the Integrated Experts Programme on behalf of the Federal Ministry for Economic Cooperation and Development of the Federal Republic of Germany. It also receives commissions from other German Federal and Länder ministries, as well as national and international organizations.

The Integrated Experts Programme

Within the scope of this programme, German experts are assigned to positions of importance for development in institutions in developing countries, and receive topping-up payments to supplement the remuneration paid by their employer at the customary local rate. However, German experts may only be placed provided that the vacancies cannot be filled by locally available personnel.

The Integrated Experts sign a contract of employment with the employer in the host country. They thus become his employee, answerable to him and subject to local labor laws. This integration into the organization and procedures of the employing organization ensures that the employer retains full responsibility and initiative.

In order to encourage the experts to take up employment in the host country, CIM offers them topping-up payments to supplement their salaries and/or insurance provisions, and in certain instances may offer other allowances. In this way the Integrated Experts Programme is able to draw on the German labor market on behalf of employers in developing countries.

It is a precondition for the placement of an Integrated Expert that the work in question makes a special contribution toward the economic and social development of the host country.

Applications are welcome from the following employers:

· governmental or semi-governmental organizations in the developing country;

· regional organizations concerned with the economic cooperation of developing countries;

· private-sector enterprises based in the developing country in question.

Preference is given to applications for assistance in the following areas:

· education, training;

· health;
· environmental protection and conservation of natural resources;
· private enterprise;
· physical and social infrastructure



	Involvement of the Official German Representation

The German Embassy is involved in the assistance and placement procedure: it assesses the development- policy significance of the request for placement, and the extent to which the contractual terms offered are in line with customary local rates. Those wishing to submit a request for placement to CIM are therefore requested to do so via the German Embassy in their own country.

Support Provided by the GTZ Offices on-site and the International Organization for Migration (IOM)

Where possible and expedient, the services of the GTZ Office on-site are called upon. Support is also provided to the Integrated Experts Programme by the IOM, mostly in countries of Latin America, but also in several countries of Asia. The GTZ Offices and lOM missions provide good information services on the Programme, as well as advisory services to interested employers and applicants, and they assist the Integrated Experts with visa and entry formalities. 
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	REQUEST FOR PERSONNEL



	Name of institution:

Person-in-charge:

Position:

Address of institution:

Postal address:

Phone:

Fax:

Telex:

E-Mail:

Homepage:

Position to be filled:

Note:

Please complete this form in full. Any omissions may lead to considerable delays in the processing of the form. We would be grateful if you could also enclose any additional information such as annual reports, organization chart, information brochures, etc.

Please submit one copy of the request to the German Embassy. One copy should be forwarded directly to CIM. 




	1.
Employing institution

1.1
Legal form (tick as many items as appropriate):



	
	public:

· supraregional

· national


· regional


· communal


· others


	private:

· state-owned (parastatal)

· church-owned


· cooperative



· private sector


· non-profit



· others




	1.1.1
Is your organization subordinate to a public authority:


Yes

No



if so, which public authority:


Was your organization established through the introduction of a law:
Yes

No


If so, which law:

1.1.2 For non-governmental organizations:


Is your organization recognized by the government:


Yes

No


If so, then under which registration number:

1.2 Data on organizational structure (please enclose organization chart):

1.2.1 Year organization established:

1.2 2
Total number of staff:

1.2.2 Number of trainees:

1.3
Nature of tasks and division of duties: 

1.3.1
What is the purpose of your organization: 

1 3.2
How significant is your organization (e.g significant at national, regional or local administration level; innovative character of products/services/approaches):




	1 3.3
Which other national/international organizations does your organization cooperate with:

1.4
Financing

1.4.1
Please specify the institutions which contribute towards the financing of your organization:

· international institutions:

· government institutions:

· church institutions:

· other:

1.4.2 How large was your budget for last year (including salaries):

2.
Data on the place of work

2.1
For which division or branch office is the expert being requested:
2.1.1
Name: 

2.1.2
Address: 

2.1.3
Tasks performed there: 

2.1.4
Staff: 

· number:

· level of training:

2.1.5
Expatriate staff: 

2 1.6
Number of trainees: 

2.2
Data on the position to be filled: 

2.2.1
 Has the position in question been newly created:


Yes

No

2 2.2
Who will be the immediate superior of the integrated expert: 




	2.2.3
Who will the integrated expert be working with directly: 

2.2 4
Number of staff: 

2.2.5
Level of training of staff: 

2.2.6
Will the integrated expert have managerial responsibility: 

Yes

No


If so, then for how many staff:


What level of training will these staff possess:

2.3
Duties/responsibilities:

2.3.1
Please provide a detailed description of the work involved: 




	2.3 2
What is the significance of the position to your organization in terms of its objectives? Why are you requesting the placement of a German expert for the position in question:

2.4
Infrastructure

2.4.1 Please describe in detail the infrastructure on hand at the place of work (e.g. office equipment, machines, computers, library, laboratory, workshop, etc.):

2.4.2
Will the position require the expert to undertake official journeys:

Yes

No


If so, are adequate funds available for this purpose: 




	2 4.3
Will the expert require a vehicle to perform the work:


Yes

No


If so, is a vehicle available:

2.4.4 Are adequate operating funds on hand for the expert to be able to perform the work:

3.
Qualifications required of the expert

3.1
Educational background: 

3.2
Professional experience:

3.3
Additional special skills and experience:

3.4
Languages:

3.5
Are there any age limits affecting the appointment:

3.6
Should the expert be any of the following:

	
	· male




· female




· not relevant





	· married




· single




· not relevant






	
	· accompanied by children


· not accompanied by children

· not relevant




	

	Please note that in case of availability we will also present highly qualified experts wishing to return to their home country


	4.
Terms of the contract of employment


(Please enclose a specimen contract of employment)

4.1
What contractual terms are you offering:

4.1.1
Number of working hours per week:

4.1.2
Monthly salary (gross):

4.1.3
Travel and transport costs for outward and return journeys of the integrated expert at commencement and termination of contract

4 1.3.1
What is your contribution to the international travel costs?


outward journey


return journey




journey home during term of contract




Is the expert’s family included:




How will this payment be effected: 


prepaid ticket


reimbursement on presentation of voucher



local subsidy to the value of __________

4 1 3.2
Is your organization prepared to assume the international transport costs for 


the expert’s household goods:


outward journey


return journey



If so how much, and what form wiil payment take? 

4.1.4
Will the employer be providing accommodation:



Yes

No


If so, how much rent will be charged:


Will the employer be able to provide any assistance in


procuring accommodation:





Yes

No

4.1.5
Additional benefits: 

4.1.6
Commencement of contract: 

4.1.7
Duration of contract: 

4.1.8
Possible extension of contract: 

4.1.9 Number of days of paid leave (not less than 20 working days per year):

4.1.10
Period of notice. 

4.2
Will you, as the party submitting this request, be signing the


contract of employment:





Yes

No


If not, which other institution/agency/person will: 




	5.
Procurement of residence and work permits

5.1
Residence permit:
5.1.1
Which institutions are responsible for granting these permits:

5.1.2
What documents are required. 

· from the employer:

· from the expert:

· What is the procedure: 

5.2
Work permit:

5.2.1
Which institutions are responsible for granting these permits:

5.2.2
Which documents are required: 

· from the employer:

· from the expert:

· What is the procedure: 

5.3
Can the expert import household effects and car duty-free:

 Yes

No


What arrangements does this involve: 




	6.
Personal circumstances

6.1
Is it more easy or more difficult for expatriates to rent accommodation:



- easy



- difficult
 

6.1.1
Average rent:


furnished:



unfurnished:

6.2
What international or German-speaking schools are there in the area:

· kindergarten:

· primary school:

· secondary schools:

· up to which grade:

· offering which school-leaving certificates:

6.3
What is the situation regarding the availability of the following:

· food:

· consumer goods:

· electricity:

· water; 

6.4
Additional information:



	
Name (please print):





Position:


Place, date:


Signature and official stamp of employer:




	Additional information

The following questions need only be answered if your organization is a university (section 7) or a private enterprise (8).

7.
Universities

7.1
Data on the university: 

7.1.1
How significant is the university for your country:

7.1 2
How significant is the university for the region: 

7.1.3
Number of faculties/departments:

7.1.4
Number of lecturers; 

7.1.5
Number of students: 

7.1.6
What degrees are offered:

7.1.7
Are post-graduate studies offered: 




Yes

No


If so, then which:

7.1.8
Are enrolment and tuition fees charged:




Yes

No


If so, how high are they:

7.1.9
How is the academic year divided up (beginning/end of terms/ semesters): 

7.1.10 Which type of courses are mainly offered? Please specify the relevant faculties/subjects: 




	7.2
Data on the faculty/department making the request:

7.2 1
In what field are the teaching and research activities of your faculty/department concentrated:

7.2.2
Number of lecturers: 

7.2.3
Number of students. 

7.2.4
What degrees are offered:

8.
Private enterprises

8.1 Ownership structure: 

8.2 How significant is your company within its sector: 

8.3 What products/services are manufactured/offered: 

8.4 Where are the products/services purchased: (Please indicate percentages)

· domestic markets:

· export: 

8.5 Capacity utilization: 

8.6 What important investments have been made in the last three years: 
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