Purchase Order - School Counselor Services - Colombia Bogotá
PURCHASE ORDER
Institutional Procurement Document — Professional Services Contract
PO-BOG-2025-0472   CONFIDENTIAL
Issuing Institution (Buyer)
Institution: Colegio Distrital San Agustín, Secretaría de Educación de Bogotá
Address: Cra. 15 # 85-42, Zona Rosa, Bogotá D.C., Colombia
NIT: 890.123.456-7
Contact: Lic. María Fernanda Restrepo, Directora Administrativa
Email: compras@colegiosanagustin.edu.co
Phone: +57 (601) 256 7890
Service Provider (Vendor)
Professional: Dr. Andrés Felipe Cárdenas Molina
Role: School Counselor (Orientador Escolar)
Professional License: Registro Profesional de Psicología No. 123456, Consejo de Psicología de Colombia
Address: Cl. 100 # 19A-35, Chapinero, Bogotá D.C., Colombia
Identification (C.C.): 1.023.456.789 de Bogotá
Email: a.cardenas@orientacioneducativa.co
Phone: +57 310 456 7890
Purchase Order Details
Purchase Order Number: PO-BOG-2025-0472
Date of Issue: January 15, 2025
Delivery/Service Start Date: February 3, 2025
Service End Date: December 19, 2025
Currency: Colombian Peso (COP / DOP)
Payment Terms: Net 30 days from invoice submission
Regulatory Reference
Governing Law: Ley 115 de 1994 (Ley General de Educación), Colombia
Applicable Decree: Decreto 1860 de 1994, Art. 104 (Orientación y Consejería Escolar)
Procurement Regulation: Ley 80 de 1993, Decreto 1082 de 2015
Local Authority: Secretaría de Educación del Distrito Capital, Bogotá D.C.
Line Items — Scope of Services: School Counselor Professional Engagement
	Item
	Description of Service
	Quantity
	Unit
	Unit Price (COP)
	Total (COP)

	01
	Full-time School Counselor services including individual student counseling sessions, academic guidance, and psychosocial support for students in grades 1 through 11 at Colegio Distrital San Agustín, Bogotá D.C.
	10
	Months
	4,500,000
	45,000,000

	02
	Group counseling workshops (minimum 2 per month) addressing bullying prevention, emotional regulation, and conflict resolution, aligned with the Secretaría de Educación de Bogotá curriculum guidelines.
	20
	Workshops
	350,000
	7,000,000

	03
	Parent and family orientation sessions (minimum 1 per month) covering adolescent development, digital well-being, and academic planning, conducted at the school premises in Bogotá.
	10
	Sessions
	400,000
	4,000,000

	04
	Development and implementation of the Annual School Counseling Plan (Plan Anual de Orientación Escolar) in compliance with Decreto 1860 de 1994 and the institutional PEI (Proyecto Educativo Institucional).
	1
	Deliverable
	2,500,000
	2,500,000

	05
	Monthly progress reports and quarterly evaluation documents submitted to the Dirección Académica and the Secretaría de Educación de Bogotá D.C. for institutional accreditation purposes.
	10
	Reports
	150,000
	1,500,000

	06
	Emergency crisis intervention protocol activation and post-incident psychological first aid services for students, staff, and families within the Bogotá metropolitan area.
	1
	Annual Coverage
	3,000,000
	3,000,000

	TOTAL AMOUNT (COP):
	63,000,000

	TOTAL IN WORDS:
	COP Sesenta y Tres Millones de pesos M/CTE


Terms and Conditions
1. Scope of Engagement: This Purchase Order authorizes the engagement of Dr. Andrés Felipe Cárdenas Molina as the designated School Counselor for the 2025 academic year at Colegio Distrital San Agustín, located in the city of Colombia Bogotá (Distrito Capital). The School Counselor shall provide comprehensive psychosocial, academic, and vocational guidance services to all enrolled students in accordance with the institutional mission and the regulatory framework established by the Colombian Ministry of National Education.
1. Professional Qualifications: The School Counselor must hold a valid professional registration with the Consejo de Psicología de Colombia, a minimum of five (5) years of documented experience in educational counseling within the Bogotá D.C. school system, and demonstrated familiarity with the Ley 115 de 1994 and its implementing decrees. The School Counselor shall maintain all required professional licenses throughout the duration of this Purchase Order.
1. Work Schedule and Location: Services shall be rendered on-site at the school premises located at Cra. 15 # 85-42, Zona Rosa, Bogotá D.C., Colombia, Monday through Friday, from 7:30 a.m. to 3:30 p.m., with a one-hour lunch break. The School Counselor shall be available for emergency consultations outside regular hours as needed, in coordination with the school administration.
1. Payment Terms: Payment for services rendered under this Purchase Order shall be made via electronic bank transfer (transferencia electrónica) to the account designated by the School Counselor, within thirty (30) calendar days of receipt of a valid invoice (factura electrónica) compliant with the DIAN (Dirección de Impuestos y Aduanas Nacionales) electronic invoicing regulations of Colombia. All payments are denominated in Colombian Pesos (COP).
1. Tax Obligations: The School Counselor is responsible for the declaration and payment of all applicable taxes, including but not limited to the Impuesto de Renta, IVA (where applicable), and the ICA (Impuesto al Consumo) levied by the Distrito Capital de Bogotá. The issuing institution shall withhold the applicable statutory retention at source (retención en la fuente) in accordance with Colombian tax law (Estatuto Tributario, Art. 368 et seq.).
1. Confidentiality and Data Protection: The School Counselor shall adhere strictly to the Ley 1581 de 2012 (Ley de Protección de Datos Personales) and the General Data Protection regulations of Colombia. All student records, counseling session notes, and psychosocial assessments shall be treated as strictly confidential and shall not be disclosed to any third party without the written consent of the student's legal guardian, except in cases mandated by Colombian law (e.g., Ley 1098 de 2006, Código de Infancia y Adolescencia).
1. Termination: Either party may terminate this Purchase Order with a written notice of thirty (30) days. In the event of termination for cause, the School Counselor shall be compensated for all services rendered up to the effective date of termination. The institution reserves the right to terminate immediately in cases of professional misconduct, breach of confidentiality, or failure to meet the performance standards established by the Secretaría de Educación de Bogotá.
1. Dispute Resolution: Any dispute arising from this Purchase Order shall be resolved through amicable negotiation. Failing resolution within fifteen (15) days, the matter shall be submitted to the competent labor and administrative courts of Bogotá D.C., Colombia, in accordance with the applicable procedural norms of the Colombian legal system.
1. Force Majeure: Neither party shall be liable for failure to perform obligations under this Purchase Order due to events beyond reasonable control, including but not limited to natural disasters, public health emergencies declared by the Ministry of Health and Social Welfare of Colombia, or government-ordered school closures in Bogotá D.C.
1. Compliance with Local Regulations: The School Counselor shall comply with all municipal ordinances, district resolutions, and educational policies issued by the Alcaldía Mayor de Bogotá D.C. and the Secretaría de Educación del Distrito Capital. The School Counselor shall participate in mandatory professional development programs organized by the district education authority during the academic year.
Authorization and Signatures
By signing below, the parties acknowledge and agree to all terms, conditions, and obligations set forth in this Purchase Order for the engagement of the School Counselor at the specified institution in Colombia Bogotá. This document constitutes a binding procurement instrument under Colombian administrative and civil law.
For the Issuing Institution (Buyer)
Lic. María Fernanda Restrepo
Directora Administrativa
Colegio Distrital San Agustín, Bogotá D.C.
Signature: ___________________________
Date: January 15, 2025
For the Service Provider (Vendor)
Dr. Andrés Felipe Cárdenas Molina
School Counselor / Orientador Escolar
Bogotá D.C., Colombia
Signature: ___________________________
Date: January 15, 2025
Witness / Legal Representative
Abg. Carolina Gutiérrez Páez
Asesoría Jurídica
Secretaría de Educación de Bogotá
Signature: ___________________________
Date: January 15, 2025
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