Purchase Order - Education Administrator Services - China Beijing
PURCHASE ORDER
Purchase Order No.: PO-CBJ-2025-04782
Date of Issue: 15 June 2025
Valid Until: 15 September 2025
Currency: Chinese Yuan (CNY / RMB)
Classification: Professional Services Procurement
Department: Human Resources & Academic Affairs
Priority: Standard
1. Buyer Information
	Field
	Details

	Organization Name
	Beijing Capital Education Development Group Co., Ltd.

	Registered Address
	Suite 1801, China World Tower, No. 1 Jianguomenwai Avenue, Chaoyang District, China Beijing, 100020

	Unified Social Credit Code
	91110105MA01KX7B2R

	Authorized Representative
	Mr. Zhang Wei, Director of Procurement

	Contact Email
	procurement@bcgedu.cn

	Telephone
	+86-10-6588-4421


2. Supplier / Service Provider Information
	Field
	Details

	Provider Name
	Meridian Global Talent Solutions (Beijing) Co., Ltd.

	Registered Address
	Room 602, Building C, Zhongguancun Science Park, Haidian District, China Beijing, 100080

	Unified Social Credit Code
	91110108MA02PL9D4T

	Authorized Representative
	Ms. Li Fang, Account Executive

	Contact Email
	li.fang@meridiangts.com

	Telephone
	+86-10-8256-7733


3. Description of Purchase – Education Administrator Services
This Purchase Order is issued by Beijing Capital Education Development Group Co., Ltd. (hereinafter referred to as the "Buyer") to Meridian Global Talent Solutions (Beijing) Co., Ltd. (hereinafter referred to as the "Supplier") for the procurement of professional services rendered by a qualified Education Administrator to be deployed at the Buyer's primary campus located in Chaoyang District, China Beijing. The Education Administrator shall be responsible for the day-to-day coordination of academic programs, curriculum scheduling, faculty liaison, student records management, and compliance with the Ministry of Education of the People's Republic of China regulations applicable to all educational institutions operating within China Beijing.
4. Line Items and Pricing
	Item No.
	Description of Service
	Duration
	Unit Price (CNY)
	Quantity
	Amount (CNY)

	01
	Recruitment, vetting, and placement of a senior Education Administrator with a minimum of five (5) years of experience in K-12 or higher education administration within China Beijing
	One-time
	45,000.00
	1
	45,000.00

	02
	Monthly retainer for ongoing Education Administrator performance monitoring, professional development planning, and regulatory compliance advisory specific to China Beijing educational policy updates
	12 months
	18,500.00
	12
	222,000.00

	03
	Onboarding and orientation package for the Education Administrator, including Mandarin-language administrative systems training, local labor law briefing, and China Beijing municipal education bureau registration assistance
	One-time
	12,000.00
	1
	12,000.00

	04
	Quarterly audit and reporting on the Education Administrator's operational output, including curriculum alignment reports, faculty satisfaction surveys, and student enrollment data reconciliation
	4 quarters
	8,000.00
	4
	32,000.00

	05
	Contingency and replacement clause: In the event the Education Administrator resigns or is terminated within the first six (6) months, the Supplier shall provide a replacement Education Administrator at no additional recruitment fee
	6 months
	0.00
	1
	0.00



	Subtotal (CNY)
	309,000.00

	VAT (6% – Professional Services, China Beijing)
	18,540.00

	Total Purchase Order Value (CNY)
	327,540.00


5. Terms and Conditions
5.1 Scope of the Education Administrator Role. The Education Administrator engaged under this Purchase Order shall perform duties including but not limited to: managing the academic calendar for the China Beijing campus; coordinating with the Beijing Municipal Commission of Education on annual accreditation filings; supervising a team of no fewer than twelve (12) teaching staff; maintaining student enrollment databases in compliance with the Personal Information Protection Law of the People's Republic of China; and preparing quarterly operational reports for the Buyer's Board of Directors.
5.2 Commencement and Delivery. The Education Administrator shall report for duty no later than 1 August 2025 at the Buyer's premises in Chaoyang District, China Beijing. The Supplier guarantees that the Education Administrator shall have completed all onboarding procedures, including local household registration (hukou) verification and work permit acquisition, prior to the commencement date.
5.3 Payment Terms. Payment shall be made in three (3) installments: (a) 30% (CNY 98,262.00) upon execution of this Purchase Order; (b) 40% (CNY 131,016.00) upon confirmed commencement of the Education Administrator's duties; and (c) 30% (CNY 98,262.00) upon successful completion of the twelve-month service period. All payments shall be made via bank transfer to the Supplier's designated account in China Beijing. Late payments shall accrue interest at 0.05% per calendar day in accordance with the Civil Code of the People's Republic of China.
5.4 Governing Law and Dispute Resolution. This Purchase Order shall be governed by and construed in accordance with the laws of the People's Republic of China. Any dispute arising from or in connection with this Purchase Order, including the performance of the Education Administrator's duties, shall be resolved through arbitration administered by the Beijing Arbitration Commission (BAC) in China Beijing. The language of arbitration shall be English, and the arbitral award shall be final and binding.
5.5 Confidentiality. Both parties acknowledge that the terms of this Purchase Order, the identity and compensation details of the Education Administrator, and all student and faculty data accessed during the service period constitute confidential information. Neither party shall disclose such information to any third party without prior written consent, in compliance with the Data Security Law of the People's Republic of China.
5.6 Termination. Either party may terminate this Purchase Order with thirty (30) days' written notice. In the event of material breach by the Supplier, including failure to provide a qualified Education Administrator or failure to maintain regulatory compliance in China Beijing, the Buyer may terminate immediately and shall be entitled to a full refund of all prepaid amounts.
Note: This Purchase Order is subject to approval by the Buyer's Finance Committee and the relevant China Beijing municipal education regulatory authority. The Education Administrator's employment contract, once executed, shall be a separate legal instrument governed by the Labor Contract Law of the People's Republic of China. This Purchase Order governs the procurement relationship between the Buyer and the Supplier only.
6. Authorization and Signatures
For and on behalf of the Buyer:
Beijing Capital Education Development Group Co., Ltd.
Signature: ______________________________
Name: Zhang Wei
Title: Director of Procurement
Date: _______________
For and on behalf of the Supplier:
Meridian Global Talent Solutions (Beijing) Co., Ltd.
Signature: ______________________________
Name: Li Fang
Title: Account Executive
Date: _______________
Purchase Order No. PO-CBJ-2025-04782 | Issued in China Beijing | Page 1 of 1
This document is a controlled copy. Unauthorized reproduction or distribution is prohibited under the Copyright Law of the People's Republic of China.
Beijing Capital Education Development Group Co., Ltd. © 2025. All rights reserved.
