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OAS RBCS Contract Revision and Acceptance 
Once your Administrative Officer has completed the draft contract and it is ready for your review 
and approval, you will receive an e-mail notification from this e-mail address: rbcs@oas.org  
Note: Make sure to add this e-mail address to your contact list to prevent future RBCS notifications 
going to your Junk folder. 

The subject of the e-mail you will receive is: “Relevant documentation for your employment as 
Consultant”. This notification will look like this: 

 
Note: Please read this e-mail carefully, it contains important contract processing instructions. 

Click on each link to complete the following: 
 

• Consultant Profile 

• Conflict of Interest form 

• (Accept or Reject) Draft contract  
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How to complete the consultant profile 
Clicking on the link of the Consultant Profile section will open a new internet browser window 
containing the Consultant Profile form. 
All the information entered on this site is stored in the OAS servers. The transmission of the 
information is encrypted using Secure Sockets Layer (SSL) technology. This means that your 
personal information is secured from unauthorized parties.  

 

Complete the form with your personal information. All fields or sections marked with a  must be 
completed. 

 
 



 
 
 

Once you have completed the profile form, click on  to send the information to your 

Administrative Officer, or click on  to save the changes and continue later. If  you 
decide to continue later, in order to access to your draft profile form, go to the e-mail notification and 
click on the link of the Consultant Profile section. 

 
 

 

 



In both cases, a system confirmation message will be displayed: 

 

       
 
Notes:  

• The “Preferred Language” selected by the Administrative Officer will determine the language 
of future RBCS notifications. You can always change the language of the site. 

• If a region does not have a zip code assigned, fill the field with “N/A”. 

  

Documents, what to upload? 
 
Government Issued ID: If you are requesting a G4 visa, you must attach a digital copy of your 
passport. Otherwise you may upload a digital copy of any official issued ID. 
 
Educational Background and Employment History:  For this section you must download first the 
templates related to each type of document. (To download the files click on “templates”). 
Then, complete each template with your academic and work history and upload those files. 

 
Academic Credentials: Include any document (certificate, diploma, etc.) that supports the 
information registered in the Educational Background template. 

 
Notes: Maximum file size is 5MB. Microsoft Office documents and pictures are allowed.  
That includes the following file extensions: .jpg, .gif, .jpeg, .pdf, .doc, .docx, .ppt, .pptx, .xlsxlsx, .txt, 
.rtf 

Visa Information 
This section will only appear if your contract will be fully or partially performed at OAS Headquarters 
or if you require a G4 Visa. 

One of the following sections will appear depending on your immigration status: 
 
Foreign National (No G4 Visa required): Complete the “Visa type for US entry” by providing 
information about the visa that you hold in order to enter the United States. 
 

 
 



Foreign national (G4 visa required): Complete this section if you require a G4 Visa in order to 
perform as a CPR for the OAS. 
 
Selecting this option will require the consultant to provide information about when and where the 
consultant will process his/her G4 visa. 
 

 
 
Local Address, Local City and Phone: Insert here information about the location where the visa is 
being requested 
 
Country, City: Enter the county and city of the consulate where you will be processing your G4 
visa is located. 
 
Date upon which you will request your G4 visa in the Consulate: If you don’t have the exact 
date, please put an estimate date. 
 
 



 

Conflict of Interest form 
From the email notification, by clicking on the link of the Conflict of Interest section a new internet 
browser window will open containing the Conflict of Interest form: 
 
 

 



 
 

Answer the Conflict of Interest questions and click on   to send the information to 
your Administrative Officer. A system confirmation message will be displayed: 

 

 



 

Draft Contract 
From the email notification,  by clicking on the link of the draft contract section a new internet 
browser window will open containing the draft contract: 



 
Read carefully all sections of the contract.  
 

You may  or the draft contract. 



Once you have accepted the draft contract or contract amendment, a system confirmation message 
will be displayed. 

 
 

 You will also receive an e-mail confirmation: 

 
  
If you decide to reject the draft of the contract, a new window will open. 

 

 
Enter here the reasons why you are rejecting the draft contract. These reasons will be sent to your 
Administrative Officer. Click on “Reject”, a system confirmation message will be displayed. 

 
You will receive an e-mail notification confirming the rejection of the draft contract or contract 
amendment.  
 



  
 
 

Approved Contract 
 
Once your contract or contract amendment has been approved, you will receive an e-mail  
notification: 

 
 
Note: A similar e-mail notification will be sent to you when your contract amendment has been 
approved. 

The link you tried to access is not valid 
 

If you try to access one of the links and the following message is displayed: 



 

 
 

It means you have already completed and sent the information to your Administrative Officer and no 
action is required at this point. 
 

 

 
 
 

Changing web page language 
You may change the language of the profile form, Conflict of Interest form or draft contract at any 
time by selecting one of the OAS official languages available at the right-top section of each form: 

 

 
  



 

Contract amendment: 
Once your Administrative Officer has completed the contract amendment and it is ready for your 
review and approval, you will receive an e-mail notification from this e-mail address: rbcs@oas.org  
 

 

 

 

Contract cancellation 
If your contract has been cancelled, an e-mail notification will be sent to you: 
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Note: No contract will be cancelled without previous notice. 

 


