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Optional Template
for Terms of Reference 

To be used by the Urban Environmental Management Programme

for Short Term Technical Assistance 

Introduction 

This template is an option to be used as needed in setting up ToRs

for Short Term Technical Assistance in the Urban Environmental Management Programme.

 You may also use formats of your own institution or  this guideline for drafting the ToR. The info needed is should basically be caught by this format.
A good terms of reference is a first step to a successful accomplishment of the assignment, you want.

The TOR will be an integrated part of the contract and the reference document of the assignment to guide and direct the consultant, you, the PSC when processing your idea, etc. The ToR will be an integrated part of the procurement contract. 

In this guideline:
· Blue characters / italics indicate guidance and can be deleted in ToR proper.

· Black characters are meant for headlines and structure – which you may copy or elaborate as relevant.

1. Key Data sheet
This part will be on the front of the ToR and provide OVERVIEW. 

Write briefly: use the headlines and the facts. (1p in total)

	1. Title of project: 

	2. Client
Urban Environmental Management Programme

N + P Advisor, Emmarie Otto, eotto@mweb.co.za  +27 12 310 3149

	3. Applicant institution(s), 
Department, address, mail, tel. web. 
If several partners, indicate coordinating institution 



	4. Person(s) in charge 
One in each institution incl. one coordinator. 
Name, position, Tel, email.

 

	5. The specific problem is…  



	6. The specific output(s) to be delivered is/are:

	7. Task list  

	8. Indicators
of successful accomplishment. 

	9. Motivation  
Reasons:  (Max 4 lines) 
Why this output will provide a lasting solution. 

And why it is in line with the UEM Programme.



	10. INPUTs   


UEM Consultant (days):


UEM-Other expenses (ZAR): 

Partners Staff days:


Other expenses provided by partner (ZAR):

	11. Dates: 

Commencement (Earliest + latest), 

Duration, 

End

	12. Submission 
Date, name + email of the person (if not the coordinator, point 3)




2. Project Budget Frames

We need a budget. 
All you need is to define the frames according to the 2 tables below. Rates, travels calculations etc. will be managed by the PSC Secretariat. 
(You need not consider consultant’s salary, overhead, p. Diem, international transport, local transport, etc. This will be detailed and procured for you by the PSC Secretariat. You will get the elaborated budget later and will manage the consultant on this basis.)
3.1  Number of consultant days and staff days  
	
	Consultant

Days
	Partner 1,

Days
	Partner 2, etc

	Preparation 
	
	
	

	Task no. 1: xxxx
	
	
	

	Task no. 2: xxxx
	
	
	

	Etc.
	
	
	

	…
	
	
	

	
	
	
	

	
	
	
	

	Reporting + wrap up
	
	
	

	TOTAL
	
	
	


3.2  Other expenses 
	
	UEM 
	Partner  
	Partner 2
	TOTAL

	Expense 1
	
	
	
	

	Expense 2
	
	
	
	

	Etc.
	
	
	
	

	…
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	


Note:  All other expenses in connection to this project will be covered by the host in accordance to prior confirmation by the Project manager.

Other expenses applied for could be:  Publication, meeting, venue …But not salaries to your own staff or other in-kind contributions.)

3. Introduction and background.

If not already described in the above, consider a brief description (max 1/2 p, so a NEW person, knows this. Consider

Relevance to strategies, business plans, etc.

· What is the problem to be solved by this project 

· The background of the problem.

· The impact and the importance of the solution which this project is to provide.

4. Objectives
A few head lines, so a person, not knowing the context already can be informed. Consider

· How this will support poverty reduction, or improved service delivery.

· How this will support the long term planning of your institution.

5. Main output
State the main product of the project, for example: Guideline on xxx, staff competent of yyy, 

6. Task list

Make a list of the tasks to be completed so that one leads to the next all leading to the completion of the Main output. The text below is for your further editing:

The complete list of outputs to be produced during this assignment includes:
1. Inception note with the consultants understanding of the assignment, work plan and calendar of deliveries according to this terms of reference

2. xxxxxxxx

3. etc.

4. DRAFT of the main output
5. THE MAIN output (repeat here)
6. UEMP STTA Completion note 

7. UEMP STTA Press release statement 

The last two outputs (6 and 7) are drafts for the formal reporting. Guidance on the format are found in the UEMP Manual for STTA projects, section 3 and included annexes to this ToR. The drafts are to be submitted to the Project Manager (OB) who is responsible for final wording and submission to the UEMP Secretariat (Emmarie Otto) 
7.  Scope of work, management etc.
Describe as pertinent. The text below is for your consideration and edition:
The Consultants will refer to the project manager, who is

Name, tel. Phone.

Resource persons in the department include …

The process includes …

Timing and implementation: The consultancy will commence … duration of no longer than xx working days over a period of xx months.

Internal Consultancy Communication:  All decisions, suggestions, recommendations, reports, etc. concerning the consultancy must be submitted in writing. In the case of emergencies, verbal decisions, suggestions, recommendations, reports, etc. must be confirmed in writing by the contracted consultant within 48 hours of the verbal communication.

All documents shall be prepared in MS Word and bar charts and spreadsheets in either MS Project or in Microsoft Excel. All required reports will be submitted to the Project Director in 5 hard copies as well as on an appropriate electronic storage medium (disk or CD).

External Consultancy Communication:  All communication external to the consultancy, in the department or elsewhere (e.g. response to queries, complaints, from the department or the public, press/media etc.) will be carried out by or as decided by either the Project Director (e.g. specific resource persons or the Department’s communication section). As such, all queries, etc. must be referred to the Project Director together with a written briefing on a possible response.
8. Reporting 
The outputs will serve, also as a formal reporting mechanism. 

Project Director must declare that the project has been completed before the last instalments are paid.

9. Financial Management

This follows the procedures outlined in the contract of the assignment.
10. List of Annexes
You may consider 

1. Extracts from institutions strategies, business plans, etc

2. Technical and other information necessary for the assignment

11. List of References 
Make a list of annexes. Consider 

12. Extracts from institutions strategies, business plans, etc

13. Technical and other information necessary References
 Annex 1 - Completion reporting 

The consultant will produce drafts, but the Project Manager is responsible for this reporting, which goes to the PSC and to the Secretariat as a basis for payment. Further the reporting will serve in knowledge sharing. 

This guideline is cut from the UEMP manual for STTAs, section 3

“ Two documents are due, as soon as possible after the completion:

1. A technical completion note that the assignment has been successfully delivered and the Secretariat can initiate payments etc. The note will also inform the PSC.

2. A press release statement to support dissemination of UEM-results and lessons learnt to the other partners, partners and the public.

In addition documents produced by the assignment are annexed to the completion note. 

3.1 Completion note 

The PSC (and the Secretariat) need a formal report. Please follow the outline below. 

1-9 is cut-paste-edit from the TOR, etc. 

In item A please state a list of the original outputs and the delivered outputs, add your comments of general accomplishment and shortcomings, if any. In B-E state your assessment of how the project will impact in these contexts. 2-10 lines for each.

Basic info

1. Name of Project:

2. UEM Partner(s) (Applicant institution):

3. Name, tel., mail of the person responsible of institution:

4. Name, tel., mail of Consultant, of Consultant’s company:

5. Contract signed:


6. Assignment started: 

7. Project completed and this report signed: 

8. Title and dates for earlier reports to PSC Secretariat 

9. List of annexes (= reports produced by the assignment)

Report

A. Original problem(s), Outputs aimed for and accomplished solutions (outputs)

B. Assessment of the applicability in your own context 

C. Assessment of the applicability in the context of other partners (or SAfrica as a whole).

D. Lessons learnt about the subject matter

E. Lessons learnt about the implementation of a STTA-project

F. Overall declaration: 

Make the following statement: ‘I as the responsible manager am satisfied with the delivery of the assignment, and find this in compliance with the terms of references and the intentions of your administration. On this background I sign the project off and encourage the PSC-Secretariat to settle the accounts and wrap up the assignment as indicated.’  

If you have reservations to the statement, explain this + propose how this should be handled by the PSC Secretariat. 

3.2 Press release-statement from you to UEM Webb site, etc 

One page statement from you with a summary of the progress made plus 1 or 2 perspectives for the future. The format should be that of a press release. Note that the wording may be published and reused in the press in reports to Danida, etc. You are welcome to publish it, and it may also be published / used by the PSC-Secretariat 

Max 350 words or 2500 characters and spaces.

Consider: 

· What was the original problem?

· What was the solution? 

· How does it benefit the livelihood of South African Citizens, directly or indirectly, today and tomorrow?

· What did your institution learn from this, of value also to others?

· Who may a colleague in some other administration contact to learn more?

“
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