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IN-COUNTRY VALUE (ICV) FORM
LBD QUARTERLY REPORTING via SMART - GUIDELINE

• Guideline on how to update LBD for Company Level (quarterly reports) in SMART.
• LBD reporting applies to all BSJV registered vendors.
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1. LOG IN TO SMART

2

◼ Go to https://www.bsp.com.bn/main/icv/doing-business-with-

bsjv/getting-registered

◼ Click SMART LBD REPORTING 

OR

◼ Go to https://smart-idp.gep.com/Account/LogOn?ReturnUrl=/

◼ Log in using your SMART credentials.

◼ If you are having problems logging in, you may click either the ‘Forgot 

Username’ and ‘Forgot Password’ button, GEP team will assist you in 

resetting your password.

ICV FORM

https://www.bsp.com.bn/main/icv/doing-business-with-bsjv/getting-registered
https://smart-idp.gep.com/Account/LogOn?ReturnUrl=/
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2. ACTION PENDING NOTIFICATION

3

1. Click My Tasks

2. Click Action Pending

3. Under Form Name, click In Country 

Value (ICV).

ICV FORM

1

2

3
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3. SECTIONS OF FORM TO BE FILLED

4

◼ The following 5 sections requires to be filled;

1. Total Work Force – overview of total workforce to date, new 

hires and local leavers of your company. 

2. Shared Resources Work Force Break Down – breakdown of the 

total workforce of your company (Management, Supervisor, 

Skilled, Non-skilled and Admin & Account)

3. Local Content Breakdown – breakdown of the total spend of your 

company

4. Local Recruitment – breakdown of total recruitment to date and 

total recruitment this year.

5. Apprenticeship Development Program – breakdown of 

apprenticeships in your company.

ICV FORM

2

3

1

4

5
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4. TOTAL WORK FORCE

5

◼ 3 sub-sections to be filled under TOTAL WORK FORCE section:

a. Click + to add a row.
b. Select the correct Year using the dropdown.
c. Select the correct Quarter using the 

dropdown.
d. Input in the correct figures/numbers for 

Local, Non Local and SAWP.

a. Click + to add a row.
b. Select the correct Year using the 

dropdown.
c. Select the correct Quarter using the 

dropdown.
d. Input in the correct figures/numbers for 

Resign, Terminate, Transfer and Others.

1. Total Work Force To Date – total headcounts in your Company

2. Total Numbers of New Hires – total numbers of new hires in your company per 
year.

3. Breakdown of Local Leavers – breakdown of numbers of local leavers from 
your Company

a. Click + to add a row.
b. Select the correct Year using the dropdown.
c. Select the correct Quarter using the 

dropdown.
d. Input in the correct figures/numbers for 

Local, Non Local and SAWP.

ICV FORM

b c ad

b c ad

b c ad
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5. SHARED RESOURCES WORK FORCE BREAK DOWN

6

◼ 6 sub-sections to be filled under SHARED RESOURCES WORK FORCE BREAK DOWN section:

a. Click + to add a row.

b. Select the correct Year using the 

dropdown.

c. Select the correct Quarter using the 

dropdown.

d. Select the correct job position using the 

Category dropdown. If the job position is 

not listed in the dropdown, please 

proceed to fill the said position under 

Q6. Please refer to next page on how to 

fill in Q6.

e. Input in the correct figures/numbers for 

Local, Non Local and SAWP.

1. Management

2. Supervisor

3. Skilled

4. Non-Skilled

ICV FORM

b c ad e

b c ad e

b c ad e

b c ad e
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5. SHARED RESOURCES WORK FORCE BREAK DOWN

7

a. Click + to add a row.

b. Select the correct Year using the 

dropdown.

c. Select the correct Quarter using the 

dropdown.

d. Select the correct Resource Type 

(Management, Supervisor, Skilled, Non-

Skilled or Admin & Account) using the 

dropdown.

e. Type in the correct Job Position.

f. Input in the correct figures/numbers for 

Local, Non Local and SAWP.

6. Others

5. Admin & Account

ICV FORM

b c ad e

b c ad e
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6. LOCAL CONTENT BREAKDOWN

8

◼ 2 sub-sections to be filled under LOCAL CONTENT BREAKDOWN:

a. Click + to add a row.

b. Select the correct Year using the 

dropdown.

c. Select the correct Quarter using the 

dropdown.

d. Input in the correct figures/numbers for 

Spend in Brunei for the following:

i. Local Employment Expense

ii. Non Local Employment Expense

iii. Training Expense

iv. Goods Purchased Expense

v. Goods Manufactured Expense

vi. Services Expense

e. Please be noted that the figures to be 

input for Local Content breakdown are 

in its accurate figures – not in thousands 

(X,000) as per previous reporting.

1. Spend in Brunei – breakdown of total spend in Brunei in Brunei Dollars (BND). 

ICV FORM

b c ad
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6. LOCAL CONTENT BREAKDOWN 

9

a. Click + to add a row.

b. Select the correct Year using the 

dropdown.

c. Select the correct Quarter using the 

dropdown.

d. Input in the correct figures/numbers for 

Spend in Brunei for the following:

i. Local Employment Expense

ii. Non Local Employment Expense

iii. Training Expense

iv. Goods Expense

v. Services Expense

e. Please be noted that the figures to be 

input for Local Content breakdown are 

in its accurate figures – not in thousands 

(X,000) as per previous reporting.

2. Spend out Brunei – breakdown of total spend out Brunei in Brunei Dollars (BND). 

ICV FORM

b c ad
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7. LOCAL RECRUITMENT

10

◼ 2 sub-sections to be filled under LOCAL RECRUITMENT:

1. Total New Recruitment To Date – breakdown of total recruitment to date.

2. Total Recruitment This Year – breakdown of total recruitment this year.

a. Click + to add a row.
b. Under Local Recruitment, using the dropdown, select either Total New Recruitment To Date or Total Recruitment This Year. Please 

fill in both rows.
c. Select the correct Year using the dropdown.
d. Select the correct Quarter using the dropdown.
e. Input in the correct figures/numbers for Local Recruitment for the following:

i. Experienced Hires
ii. Staff Rollover
iii. Graduates
iv. HND
v. PPK
vi. BMA
vii. Advanced Diploma/Diploma/Certificate
viii. IBTE (NTEC, HNTEC)
ix. School Leavers (GCE ‘A’ Level & below)

ICV FORM

b c ad e
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8. APPRENTICESHIP DEVELOPMENT PROGRAM

11

a. Click + to add a row.

b. Select the correct Year using the dropdown.

c. Select the correct Quarter using the dropdown.

d. Select the correct Apprenticeship Program using the dropdown. (iReady, Apprenticeship Scheme or iSkills)

e. Input in the correct figures/numbers for the following:

i. Program Duration (Months)

ii. Start Date (DD/MM/YYYY)

iii. End Date (DD/MM/YYYY)

f. Type in the correct text input for the following:

i. Qualification Level

ii. Skill Trade

iii. Accreditation Body

ICV FORM

b c d e af
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9. CLICK SUBMIT

12

a. Review your LBD 

figures/submission

b. Click Submit

c. Done.

ICV FORM
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CONTRACT FORM
LBD QUARTERLY REPORTING via SMART - GUIDELINE

• Guideline on how to update LBD for Contract Level (quarterly reports) via SMART.
• This reporting applies to all BSJV vendors with active contracts.
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1. LOG IN TO SMART

14

◼ Go to https://www.bsp.com.bn/main/icv/doing-business-with-

bsjv/getting-registered

◼ Click SMART LBD REPORTING 

OR

◼ Go to https://smart-idp.gep.com/Account/LogOn?ReturnUrl=/

◼ Log in using your SMART credentials.

◼ If you are having problems logging in, you may click either the ‘Forgot 

Username’ and ‘Forgot Password’ button, GEP team will assist you in 

resetting your password.

CONTRACT FORM

https://www.bsp.com.bn/main/icv/doing-business-with-bsjv/getting-registered
https://smart-idp.gep.com/Account/LogOn?ReturnUrl=/


Copyright of Brunei Shell Petroleum Co Sdn Bhd RESTRICTED

2. CONTRACT SECTION

15

◼ Click Contract tab -> This will direct you to the 

list of contracts page

CONTRACT FORM
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2. CONTRACT SECTION

16

◼ Select any effective contract in the Contract list

-> This will direct you to the selected contract 

section page

CONTRACT FORM
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2. CONTRACT SECTION 

17

Step 1: Click Amend

Step 2: Go to Additional Information tab

CONTRACT FORM

1

2
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3. SECTIONS OF FORM TO BE FILLED

18

◼ Total of 4 main sections to be filled;
1. Total Work Force – overview of total workforce to date, new hires and local leavers for the 

Contract. 
2. Local Recruitment – breakdown of total recruitment to date and total recruitment this year.
3. Local Content Breakdown – consisting of 4 sub-sections to be filled:

a. Spend In – breakdown of the Contract’s total spend in the country
b. Spend Out - breakdown of the Contract’s total spend out of the country
c. Apprenticeship Development Program – breakdown of apprenticeships in the Contract
d. Sub-Contracting Breakdown – breakdown of the sub-contracting details

4. Shared Resources Work Force Break Down – breakdown of the total workforce of your company 
(Management, Supervisor, Skilled, Non-skilled and Admin & Account)

CONTRACT FORM

1 2 43
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4. TOTAL WORK FORCE

19

◼ 3 sub-sections to be filled under TOTAL WORK FORCE section:

a. Click Add Row to add a new line of entry.
b. Select the correct Year using the dropdown list.
c. Select the correct Quarter using the dropdown list.
d. Input in the correct figures/numbers for Local, Non 

Local and SAWP.

a. Click Add Row to add a new line of entry.
b. Select the correct Year using the dropdown list.
c. Select the correct Quarter using the dropdown 

list.
d. Input in the correct figures/numbers for Resign, 

Terminate, Transfer and Others.

1. Total Work Force To Date – total headcounts in the Contract.

2. Total Numbers of New Hires – total numbers of new hires in the Contract per year.

3. Breakdown of Local Leavers – breakdown of numbers of local leavers from the 
Contract.

a. Click Add Row to add a new line of entry.
b. Select the correct Year using the dropdown list.
c. Select the correct Quarter using the dropdown list.
d. Input in the correct figures/numbers for Local, Non 

Local and SAWP.

CONTRACT FORM

b c

a

d

b c

a

d

b c

a

d
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5. LOCAL RECRUITMENT

20

Definition:
Total Recruitment This Year – breakdown of total recruitment this year.

a. Click Add Row to add a new line of entry.
b. Under Local Recruitment, using the dropdown list, select Total Recruitment This Year. Please fill in columns.
c. Select the correct Year using the dropdown list.
d. Select the correct Quarter using the dropdown list.
e. Input in the correct figures/numbers for Local Recruitment for the following:

i. Experienced Hires
ii. Staff Rollover
iii. Graduates
iv. HND
v. PPK
vi. BMA
vii. Advanced Diploma/Diploma/Certificate
viii. IBTE (NTEC, HNTEC)
ix. School Leavers (GCE ‘A’ Level & below)

CONTRACT FORM

b c

a

d e
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6. LOCAL CONTENT BREAKDOWN

21

◼ 4 sub-sections to be filled under LOCAL CONTENT BREAKDOWN tab:

1. Spend in Brunei – breakdown of total spend in Brunei in Brunei Dollars (BND). 

a. Click Add Row to add a new line of entry.

b. Select the correct Year using the dropdown 

list.

c. Select the correct Quarter using the 

dropdown list.

d. Input in the correct figures/numbers for 

Spend in Brunei for the following:

i. Local Employment Expense

ii. Non Local Employment Expense

iii. Training Expense

iv. Goods Purchased Expense

v. Goods Manufactured Expense

vi. Services Expense

e. Please be noted that the figures to be input 

for Local Content breakdown are in its 

accurate figures – not in thousands (X,000) 

as per previous reporting in VORS.

CONTRACT FORM

b c

a

d
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6. LOCAL CONTENT BREAKDOWN

22

a. Click Add Row to add a new line of entry.

b. Select the correct Year using the dropdown 

list.

c. Select the correct Quarter using the dropdown 

list.

d. Input in the correct figures/numbers for 

Spend in Brunei for the following:

i. Local Employment Expense

ii. Non Local Employment Expense

iii. Training Expense

iv. Goods Expense

v. Services Expense

e. Please be noted that the figures to be input 

for Local Content breakdown are in its 

accurate figures – not in thousands (X,000) 

as per previous reporting in VORS.

2. Spend out Brunei – breakdown of total spend out Brunei in Brunei Dollars (BND). 

CONTRACT FORM

b c

a

d
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6. LOCAL CONTENT BREAKDOWN

23

a. Click Add Row to add a new line of entry.

b. Select the correct Year using the dropdown list.

c. Select the correct Quarter using the dropdown list.

d. Select the correct Apprenticeship Program using the dropdown list. (iReady, Apprenticeship Scheme or iSkills)

e. Input in the correct figures/numbers for the following:

i. Program Duration (Months)

ii. Start Date (DD/MM/YYYY)

iii. End Date (DD/MM/YYYY)

f. Type in the correct text input for the following:

i. Qualification Level

ii. Skill Trade

iii. Accreditation Body

3. Apprenticeship Development Program - breakdown of apprenticeships in the Contract

CONTRACT FORM

b c

a

d e
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a. Click Add Row to add a new line of entry.

b. Select the correct Year using the dropdown list.

c. Type in the correct text input for the following:

i. Company Name

d. Input in the correct figures/numbers for the following:

i. Planned %

ii. Planned $

iii. Actual %

iv. Actual $

4. Sub-Contracting breakdown - breakdown of sub-contracting details

6. LOCAL CONTENT BREAKDOWN CONTRACT FORM

b c

a

d
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7. SHARED RESOURCES WORK FORCE BREAK DOWN

25

◼ 6 sub-sections to be filled under SHARED RESOURCES WORK FORCE BREAK DOWN section:

a. Click Add Row to add a new line of 

entry.

b. Select the correct Year using the 

dropdown list.

c. Select the correct Quarter using the 

dropdown list.

d. Select the correct job position using the 

Category dropdown list. If the job 

position is not listed in the dropdown, 

please proceed to fill the said position 

under Q6. Please refer to next page on 

how to fill in Q6.

e. Input in the correct figures/numbers for 

Local, Non Local and SAWP.

1. Management

2. Supervisor

3. Skilled

CONTRACT FORM

b c

a

d

b c

a

d

b c

a

d
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7. SHARED RESOURCES WORK FORCE BREAK DOWN

26

a. Click Add Row to add a new line of 

entry.

b. Select the correct Year using the 

dropdown.

c. Select the correct Quarter using the 

dropdown.

d. Select the correct Resource Type 

(Management, Supervisor, Skilled, Non-

Skilled or Admin & Account) using the 

dropdown.

e. Type in the correct Job Position.

f. Input in the correct figures/numbers for 

Local, Non Local and SAWP.

6. Others

5. Admin & Account

CONTRACT FORM

4. Non-Skilled

b c

a

d e f

b c

a

d e f

b c

a

d e f



Copyright of Brunei Shell Petroleum Co Sdn Bhd RESTRICTED

8. CLICK SEND TO BUYER

27

a. Review your LBD 

figures/submission

b. Click SEND TO BUYER.

c. Done.

CONTRACT FORM




