Purchase Order - School Counselor Services - Ghana Accra
PURCHASE ORDER
Formal Procurement Document for Professional Educational Services
OFFICIAL DOCUMENT – GHANA ACCRA
PO No.: GHA-ACC-2025-SC-0047
Purchasing Entity (Buyer)
Organization: Accra Metropolitan Schools Authority
Address: 12 Independence Avenue, Ridge, Accra, Ghana
Contact Person: Dr. Kwame Asante, Director of Human Resources
Phone: +233 (0) 302 555 7891
Email: procurement@accrametroschools.edu.gh
Tax ID (Ghana Revenue Authority): GHA-TRN-2019-44821
Service Provider (Vendor)
Organization: Professional Educational Counseling Services Ltd.
Address: 45 Oxford Street, Osu, Accra, Ghana
Contact Person: Ms. Abena Osei, Managing Director
Phone: +233 (0) 244 332 1098
Email: info@pecservicesgh.com
Business Registration No.: GHA-BR-2021-77345
Order Details
Date of Issue: 15 June 2025
Required Delivery/Start Date: 01 September 2025
Contract Duration: One Academic Year (September 2025 – June 2026)
Payment Terms: Net 30 Days from Invoice Date
Currency: Ghanaian Cedi (GHS)
Project Reference
Department: Student Welfare & Guidance Services
Project Code: AM-SA-2025-COUNSELOR-01
Approved By: Board of Directors, Accra Metropolitan Schools Authority
Budget Reference: FY2025/2026 – Line Item 4.2.1
Location of Service: All affiliated schools within Accra, Ghana
LINE ITEMS – SCOPE OF SERVICES
	No.
	Description of Service
	Quantity
	Unit
	Unit Price (GHS)
	Total Amount (GHS)

	1
	Full-time School Counselor services for student academic guidance, career planning, and personal development support across all Accra Metropolitan Schools Authority affiliated institutions
	1
	Position (Annual)
	48,000.00
	48,000.00

	2
	Provision of counseling infrastructure including private consultation rooms, psychological assessment tools, and student record management software licenses
	1
	Package
	12,500.00
	12,500.00

	3
	Monthly group counseling workshops for students (minimum 8 sessions per month) covering mental health awareness, conflict resolution, and exam stress management
	10
	Months
	3,200.00
	32,000.00

	4
	Parent and guardian engagement programs including quarterly seminars on adolescent development, digital wellness, and family communication strategies
	4
	Sessions
	2,800.00
	11,200.00

	5
	Quarterly progress reports and comprehensive annual evaluation of the School Counselor program effectiveness, including student outcome metrics and recommendations for the Ghana Education Service
	5
	Reports
	1,500.00
	7,500.00

	6
	Emergency crisis intervention and referral services in coordination with the Ministry of Education, Accra Regional Directorate, and licensed mental health professionals in Ghana
	1
	Annual Coverage
	8,000.00
	8,000.00


Subtotal:GHS 119,200.00
VAT (15% – Ghana Revenue Authority):GHS 17,880.00
Withholding Tax (3%):GHS 3,576.00
GRAND TOTAL (GHS):GHS 133,504.00
TERMS AND CONDITIONS OF THIS PURCHASE ORDER
1. This Purchase Order constitutes a binding agreement between the Accra Metropolitan Schools Authority and Professional Educational Counseling Services Ltd. for the provision of a qualified School Counselor and associated student welfare services within the Greater Accra Region of Ghana.
1. The School Counselor engaged under this Purchase Order must hold a minimum of a Bachelor's degree in Counseling Psychology, Educational Psychology, or a related field from a recognized institution in Ghana or an internationally accredited university, and must be registered with the Ghana Psychological Association.
1. All services shall be rendered in accordance with the standards set forth by the Ghana Education Service (GES) and the Ministry of Education's guidelines on student welfare and guidance services in public and private schools in Accra.
1. The vendor shall ensure that the School Counselor maintains strict confidentiality of all student records and personal information in compliance with the Data Protection Act, 2012 (Act 843) of Ghana.
1. Payment shall be processed in Ghanaian Cedi (GHS) via bank transfer to the vendor's designated account at a licensed commercial bank in Accra, Ghana, within thirty (30) calendar days of receipt of a valid invoice.
1. The vendor is required to submit a detailed monthly activity report to the Director of Human Resources at the Accra Metropolitan Schools Authority by the 5th business day of each subsequent month.
1. This Purchase Order may be terminated by either party with a written notice of sixty (60) days, provided that the School Counselor's transition plan for ongoing student cases is fully documented and handed over to the Authority.
1. All disputes arising from this Purchase Order shall be resolved through mediation in accordance with the laws of the Republic of Ghana, with jurisdiction vested in the courts of Accra, Ghana.
1. The vendor shall maintain professional indemnity insurance with a minimum coverage of GHS 500,000.00 for the duration of this Purchase Order, with certificates provided upon request.
1. This Purchase Order is subject to the annual budget approval of the Accra Metropolitan Schools Authority Board and is contingent upon the continued allocation of funds under the FY2025/2026 educational budget for the Greater Accra Region.
Authorized by (Buyer):
Dr. Kwame Asante
Director of Human Resources
Accra Metropolitan Schools Authority
Date: _______________
Accepted by (Vendor):
Ms. Abena Osei
Managing Director
Professional Educational Counseling Services Ltd.
Date: _______________
This Purchase Order was issued in Accra, Ghana and is governed by the laws of the Republic of Ghana.
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