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INDIVIDUAL CONSULTANT PROCUREMENT NOTICE 

                                                                                                                                                                       Date:  November 2, 2018 

                                  

Description of the Assignment:   The consultant will assist with the project’s day-to-day programme management. All 

activities will be conducted in line with UNDP’s POPP. The consultant will work closely with other project team members, 

Panama Regional Hub staff, country offices staff and partners agencies focal points. The consultant will report to the GGP 

Global Manager. 

Project Name:  Production – a child project of the Commodities Integrated Approach Pilot (GEF-CIAP). 

Period of Assignment/Services:  220 days. 

Proposal should be submitted at the following email adquisiciones.rclac@undp.org, Subject: 14371 RSC 2018 – Programme 

Management Support Consultant no later than November 12, 2018 at 15:00 (UTC /GMT -5), time of the Republic of Panama. 

Any request for clarification must be sent in writing, or by standard electronic communication to the e-mail indicated above 

no later than November 6, 2018 at 15:00 (UTC/GMT-5), time of the Republic of Panama.  Procurement Unit RSC LAC will 

respond by standard electronic mail and will send written copies of the response, including an explanation of the query 

without identifying the source of inquiry, to all consultants. 

The procedures for the acquisition of services will be the ones indicated by the United Nations Development Program. 

This process is directed only to one individual.  Any proposal received by more than two individuals jointly or legal entity will 

be rejected.  Likewise, will be rejected all the proposals from consultants involved in the elaboration of the present Terms of 

Reference.  

 

1. BACKGROUND, SUMMARY OF KEY FUNCTIONS, KEY RESULTS EXPECTED, COMPETENCIES AND QUALIFICATIONS. 

  
For detailed information, please refer to Annex 1 – Terms of Reference. 
 

 
2. DOCUMENTS TO BE INCLUDED WHEN SUBMITTING THE PROPOSALS 

Interested individual consultants must submit the following documents (in PDF format) duly signed to demonstrate 

their qualifications: 

2.1 Proposal (in English):  Brief description of why you consider yourself as the most suitable for the assignment, and 

a methodology, if applicable, on how you will approach and complete the assignment. 

2.2 Financial Proposal (mandatory):  The standard Letter of Confirmation of Interest and Availability supported by a 

mailto:uisiciones.rclac@undp.org
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breakdown of costs, which you must complete, sign and submit to UNDP.  Please refer to Annex 2. 

The financial proposal shall specify a total lump sum amount, and payment terms around specific and measurable 

(qualitative and quantitative) deliverables (i.e. whether payments fall in installments or upon completion of the entire 

contract). Payments are based upon output, i.e. upon delivery of the services specified in the TOR.   

2.3 P11 form:  Including experience in similar projects and at least (3) professional references (e-mail, phone 

number). 

2.4 Beneficiary:  Personal information as name, address, ID, phone number of a beneficiary in case of death during the 

consultancy.  Documents to certify this info will be required in case you were selected for the consultancy. 

2.5 CV (optional) 

Take note:  Email size should not exceed 4 MB.  

 

3. EVALUATION  

Individual consultants will be evaluated based on the following methodology: 

Cumulative Analysis  

When using this weighted scoring method, the award of the contract should be made to the individual consultant 

whose offer has been evaluated and determined as: 

 

a) Responsive/compliant/acceptable, and 

b) Having received the highest score out of a pre-determined set of weighted technical and financial criteria specific 

to the solicitation.  

 

* Technical Criteria weight; 70% 

* Financial Criteria weight; 30% 

Only Candidates, who reach 70% of total score in the Technical evaluation, will be considered RESPONSIVE and will 
continue for the financial evaluation of proposals. 

 

ANNEXES 

ANNEX 1 - TERMS OF REFERENCES (TOR)  

ANNEX 2 - OFFEROR’S LETTER TO UNDP 

ANNEX 3 - MODEL OF INDIVIDUAL CONSULTANT CONTRACT & GENERAL CONDITIONS OF CONTRACTS                                                                 

.                               FOR THE SERVICES OF INDIVIDUAL CONTRACTORS 

ANNEX 4 - EVALUATION CRITERIA                                                                                                                                                                                    
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ANNEX 1

 

UNITED NATIONS DEVELOPMENT PROGRAMME 

 

TERMS OF REFERENCE  

CLUSTER: Sustainable Development Cluster 

A. GENERAL INFORMATION 

Title:                                     Programme Management Support Consultant                           

Project:                                Award No.: 00098209, Project No. 00101611, Project Name:  Production – a child project  

                                              of the Commodities Integrated Approach Pilot (GEF-CIAP) 

Direct Supervisor:              IAP Global Manager  

Modality of Execution:     Individual Contract 

Duty Station:                      Panama 

Estimated Start Date:       December 11, 2018 

Duration:                            220 days  

B. PROJECT DESCRIPTION OR BACKGROUND 

Most commodity sectors in developing countries are afflicted by poor production practices that lead to increasing 

pressure on ecosystems and fail to improve the livelihoods of rural communities. Poor production practices lead to 

negative environmental impacts such as biodiversity loss, deforestation, carbon emissions, soil erosion, depletion of 

water resources and contamination from chemicals. In fact, the largest driver of deforestation is the production of 

agricultural commodities. On the social side, working conditions in commodity production are often not in line with basic 

labor rights. Despite recent commodity booms, small producers are held in poverty, mostly due to low productivity and 

product quality. 

Despite the progress made through standards and supply-chain initiatives1, weaknesses in the underlying enabling 

environment limit change at a larger scale. An effective enabling environment consists of elements such as clear public 

                                                           
1 The State of Sustainability Initiatives Review 2014 developed with SECO support, shows the increasing uptake of 
certification by mainstream markets. The SECO-supported COSA Global Results Report shows that overall, sustainability 
standards do indeed contribute to improved sustainability of commodity production. 
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policies, a well-functioning legal framework, clarity regarding land-use planning, effective enforcement mechanisms, 

accessible credit structures, and effective farmer extension services. As a result of the absence of these elements, work 

on commodity sustainability remains less effective than it could be, and costlier and more time-consuming than it should 

be. Improving the enabling environments will increase the chances of sector-wide change to sustainable production 

practices. UNDP established the Green Commodities Programme (GCP) in 2009 in recognition of the importance of global 

agricultural commodities and how they contribute to economic, social and environmental sustainability and the need to 

strengthen UNDP’s support and leadership in the field. GCP was initiated with seed funding from the UNDP and was 

tasked to evolve into a global programme supporting UNDP’s Strategic Plan, building on almost a decade of GEF 

supported projects mainstreaming ecosystem services into productive landscapes. GCP’s global targets, objectives and 

delivery strategies are based on inclusive and sustainable growth and development – combining governments and 

markets in agriculture through public private partnerships and democratic dialogue processes. GCP’s focus on 

strengthening the livelihoods of smallholder producers within commodity supply chains and reducing environmental 

footprints, particularly deforestation, through public private partnerships can be key for UNDP’s ambitions to reduce 

poverty, reduce deforestation and engage the private sector in SDGs. 

The Green Commodities Programme (GCP) exists to improve the national economic, social and environmental 

performance of agricultural commodity sectors. GCP works within agricultural commodity production in countries of 

UNDP operation where the programme can have significant impact on rural livelihoods, mitigate climate change, and 

maintain the ecosystem services and resilience of landscapes and seascapes. 

The GCP has pioneered the concept of National Commodity Platforms to help governments facilitate shared visions and 

actions for sustainable commodity production among key stakeholders. GCP operates in over 10 countries globally. GCP 

is now coordinating the GEF Integrated Approach Pilot (IAP) program, Taking Deforestation out of Commodity Supply 

Chains – now known as the Good Growth Partnership (GGP) an integrated “supply chain” approach to tackling the 

underlying root causes of deforestation from agriculture commodities, specifically beef, oil palm, and soy, which together 

account for nearly 70% of deforestation globally. The IAP Program will be delivered through a multi-agency consortium 

including WWF, IFC, UNEP, and CI. The Program will provide support to production, generate responsible demand, 

support enabling transactions and foster adaptive management and learning through multiple child projects. UNDP GCP 

is implementing the production project within the IAP which includes global support and activities in three target 

countries (Paraguay, Liberia and Indonesia), as well as the Adaptive Management & Learning project (in partnership with 

WWF) focusing on programme level coordination, knowledge management, community of practice development, 

communication and partnerships.   

C. PURPOSE  

The consultant will assist with the project’s day-to-day programme management. All activities will be conducted in line 

with UNDP’s POPP. The consultant will work closely with other project team members, Panama Regional Hub staff, 

country offices staff and partners agencies focal points. The consultant will report to the GGP Global Manager. 

D. SCOPE OF WORK  
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Support on Programme Management: 

Provide day-to-day support to project management, including: 

• Support in coordination processes between the regional and country levels and between the Programme´s 5  

Projects (also known as child projects), such as drafting agendas, organizing monthly GGP Secretariat calls,  

taking minutes of these calls with key actions needed, and following up on necessary actions, as applicable; 

• Support in Project Boards meetings including scheduling, agenda drafting, delivery, minutes taking and report  

drafting; 

• Support in annual planning processes; 

• Support in ensuring monthly, quarterly and annual monitoring reports from Country Offices are produced on a  

timely basis and conform to quality requirements; alert Communications Lead to any interesting developments  

or milestones that appear in the regular reporting; 

• Support UNDP and GEF annual reporting processes; 

• Assist in preparing and reviewing other draft reports, presentations and materials; 

• Draft routine correspondence and communications; 

• Support in maintaining all project management documents in a shared repository; 

• Support internal communications needs and ensure flow of information and dissemination of material amongst project 

team and partners as needed; 

• Assist in organizing events and workshops; 

• Conduct research on partners and initiatives, as and when needed; 

• Provide support in new project development; 

• Support and assist project team members, as and when needed; 

• Maintain working-level contacts with NGOs, governmental institutions, donors, project working group/taskforce 

meetings; 

• Liaise with the Communications team when needed and provide inputs for communications products; 

Assist in other project management related tasks, as needed. 

 

 

E. EXPECTED OUTPUTS /DELIVERABLES 

 

Deliverable Estimated Time 
to Complete 

(Days) 

% of Payment Due Date Review and Approval 
(Indicate the title of 

supervisor) 

Reports on activities related to programme 
management support 

200 days 90% Monthly GGP Global Project 
Manager 

Final report summarizing achievements, 
lessons learnt and explaining how to 
improve project management support  

20 days 10% By the end 
of the contract 

GGP Global Project 
Manager 

TOTAL 220 days 100% 
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F. INSTITUTIONAL ARRANGEMENTS 

The consultant will be supervised by the GGP Global Project Manager. 

The Consultant will be based in Panama. The Consultant will be given access to relevant information necessary for 

execution of the tasks under this assignment.  

UNDP will provide access to reliable internet, a landline, scanner/printer, etc. in its offices.  The Consultant will be 

responsible for providing her/his own laptop. 

G. DURATION OF THE WORK 

The Individual Contract is expected to require a commitment of approximately 220 days for 1 year.  

The expected date of commencement is December 2018 and expected completion date is December 2019. 

H. DUTY STATION  

Travel:   

• International travel may be required- total number of days and timing to be determined;  

• Any necessary missions must be approved in advance and in writing by the supervisor; 

• The Advanced and Basic Security in the Field II courses must be successfully completed prior to 
commencement of travel; 

• Individual Consultants are responsible for ensuring they have vaccinations/inoculations when travelling to 
certain countries, as designated by the UN Medical Director; 

• Consultants are required to comply with the United Nations (UN) security directives set forth under 
https://dss.un.org/dssweb/; 

• Consultants are responsible for obtaining any visas and security clearances needed in connection with travel 
with the necessary support from UNDP. 
 

All related travel expenses will be paid separately through the project travel fund and will be reimbursed as per UNDP 

rules and regulations upon submission of an F-10 claim form and supporting documents.  Costs for airfares, terminal 

expenses, and living allowances should not be included in financial proposal. 

In general, UNDP should not accept travel costs exceeding those of an economy class ticket. Should the IC wish to travel 

on a higher class he/she should do so using their own resources. 

I. QUALIFICATIONS OF THE SUCCESSFUL CONTRACTOR 

Education:   

• A Bachelor’s degree in Economics, Development, Environment Science or other related fields.  

Experience:  

https://training.dss.un.org/courses/login/index.php
https://connect.undp.org/,DanaInfo=iseek-newyork.un.org,SSL+webpgdept124_4?dept=124
https://dss.un.org/dssweb/
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• At least one year of recent professional work experience in project management support related functions;  

• Experience in organizing events or workshops will be an advantage. Complex or high-profile events will be a 

further advantage;  

• Experience in supporting projects and initiatives related to environment will be an advantage; 

• Experience at the UN, or at similar international or bilateral organizations, an advantage; 

• Advanced experience in PowerPoint and Excel will be an advantage; 

• Experience in setting up and using collaborative tools, including web site content management will be an 

advantage; 

• Experience supporting a complex global team will be an advantage. 

Technical / Functional Competencies: 

• Strong analytical aptitude, communication and presentation skills; 

• Good organizational, time management and strong interpersonal skills; 

• Ability to work flexibly and meet tight deadlines; 

• Attention to details and proven ability to work independently and effectively. 

Language Requirements:  

• Excellent command of the English language is essential;                 
• Fluency in Spanish is preferred;  
• Knowledge of Portuguese is an advantage. 

J. SCOPE OF BID PRICE AND SCHEDULE OF PAYMENTS 

Please include only cost of professional services in your bid.  

UNDP will pay the expert the fees specified in the contract. Daily expenses, transportation fares, and terminal expenses 

corresponding to travel required for the consulting job should not be specified in the proposal as these will be paid 

separately.  

The expert will receive payment of fees subject to approval of the deliverables agreed upon in the Terms of Reference 

and approval of the respective Certificate of Payment by the immediate supervisor. 

Signed contracts in the individual agreement mode do not entail any advance fees either at the contract start date or at 

the start of the specific consulting periods. 

When travel is necessary, air fare will be provided to travel, by the most direct and economic route and for as many 

travel hours as needed, to the place and country where the expert is to provide his/her services, and the expert will be 

paid the respective terminal expenses and 100% of his/her respective daily expenses according to the United Nations 

rate for the place and country in which the services are to be provided.  

K. RECOMMENDED PRESENTATION OF PROPOSAL AND OTHER RELEVANT INFORMATION 
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The selected consultant will have the obligation to: 

1. Before any travel, obtain the security permits for traveling to the countries where the services will be required. 

These permits may be obtained at www.undss.org. 

2. Have the contract signed by the UNDP and the expert before starting the work and before starting any travel. If 

the expert travels and starts the work without having signed the contract, the work and travel will be at the expert’s own 

risk and responsibility. 

3. All background compiled and deliverables produced by the expert are the property of the UNDP. The expert 

must obtain written permission from the UNDP to use all or part of the documents for any other consulting or work.  

L. ANNEXES 

N/A 

 

This TOR is approved by:  

 

 

 

GGP Global Project Manager 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9 de 22 
 

 

ANNEX 2 

 

Programme
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BREAKDOWN OF COSTS  
SUPPORTING THE ALL-INCLUSIVE FINANCIAL PROPOSAL 

 
 

A. Breakdown of Cost by Components:  

 

COST COMPONENT 

 

UNIT COST 

 

QUANTITY 

 

 

TOTAL RATE 

FOR THE 

CONTRACT 

DURATION 

I. Personnel Costs    

Professional Fees    

Life Insurance    

Medical Insurance     

Communications    

Land Transportation    

Others (specify)    

     

II. Travel Expenses to Join duty station    

Round Trip Airfares to and from duty station    

Living Allowance    

Travel Insurance    

Terminal Expenses    

Others (specify)    

    

III. Duty Travel     

Round Trip Airfares    

Living Allowance    
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Travel Insurance    

Terminal Expenses    

Others (specify)    

    

 
 

B. Breakdown of Cost by Deliverables* 
 

DELIVERABLE                                           

[list them as referred in TOR] 

TOTAL PRICE PERCENTAGE            

(weight for payment) 

AMOUNT 

Deliverable 1 90%  

Deliverable 2 10%  

TOTAL  100.00% USD  

*Basis for payment tranches 
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2 For payments which are not output-based lump sum, indicate the maximum number of working days/hours/units, any out of pocket expense (travel, per 

diem…) and the corresponding fee/cost in the Deliverable (s) table. 

ANNEX 3 

 

 

 

https://intranet.undp.org/unit/bom/pso/Support%20documents%20on%20IC%20Guidelines/UNDP%20General%20Conditions%20for%20Individual%20Contracts.pdf
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□
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ANNEX 4 

EVALUATION MATRIX 

The technical and financial aspects of every proposal submitted will be evaluated using the following matrix:  

 

A Bachelor’s degree in Economics, Development, Environment Science or other related fields. 

Max.: 5 points 

 
At least one year of recent professional relevant work experience (this could include 

volunteering).  

Max.: 10 points 

 
Experience in supporting projects and initiatives related to environment will be an advantage. 

Max.: 10 points   

Experience in setting up and using collaborative tools, including web site content management 

will be an advantage. 

Max.: 10 points   

 
Experience supporting a complex global team will be an advantage. 

Max.: 10 points  

 
Experience at the UN, or at similar international or bilateral organizations. 

Max.: 5 points 

Advanced experience in powerpoint and excel will be an advantage. 

Max.: 5 points 

Excellent command of the English language is essential. 

5 points 

 

Working level proficiency of Spanish is desirable  

5 points 

 

Knowledge of Portuguese an advantage  

5 points  

 

Interview 
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INTERVIEW 

Offerors who reach a minimum of 52.5 points and achieve the 3 highest scores after evaluation of technical 
criteria (items A, B, C, D, E, F, G and H of the evaluation matrix), will be considered RESPONSIVE and will 
continue for interview and the final stage of financial evaluation of proposals. 
 

FINANCIAL EVALUATION OF PROPOSALS 

The maximum number of points assigned to the financial proposal is allocated to the lowest price proposal 

(daily rate offered).  All other price proposals receive points in inverse proportion.  

p = y (μ/z) 

Where: 

p = points for the financial proposal being evaluated 

y = maximum number of points for the financial proposal 

μ = price of the lowest priced proposal 

z = price of the proposal being evaluated 


