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INDIVIDUAL CONSULTANT PROCUREMENT NOTICE 

                                                                                                                                  Date:     20 November, 2015         

                                  

Country:   Panama 

Description of the assignment:  Consultancy to systematize the implementation of the prevention 

program “Familias Fuertes” in Central America and Dominican Republic.

Project Name:   “GLOK01” Prevention of drug use, HIV/AIDS and crime among young people through 

family skills training programmes in low-and middle income. 

Type of contract: Individual Contract (IC) 

Period of assignment/services:  Tree months  

Proposal should be submitted at the following email:   Adquisiciones.rclac@undp.org, no later than 

Monday, December 7, 2015, until  23:59 (UTC/GMT -5, Time of the Republic of Panama) with Subject 

line: 3985 UNODC 2015 - Consultancy to systematize the implementation of the prevention program 

“Familias Fuertes” in Central America and Dominican Republic. 

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

mail indicated above no later four (4) days before closing date, at latest 17:00 (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. 

 

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 

 

mailto:Adquisiciones.rclac@undp.org
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Interested individual consultants must submit the following documents (in PDF format) duly signed to 

demonstrate their qualifications: 

2.1 Proposal IN ENGLISH or SPANISH:  Letter explaining why they are the most suitable for the work. 

2.2 Financial proposal: (Mandatory) The standard Letter of Confirmation of Interest and Availability 

supported by a breakdown of costs, which you must complete, sign and submit to UNDP (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.   

In the case of unforeseeable travel, payment of travel costs including tickets, lodging and terminal 

expenses should be agreed upon, between the respective business unit and Individual Consultant, 

prior to travel and will be reimbursed by the project. 

2.3 P11 form duly signed Including past experience in similar projects and at least 3 professional 

references (email, 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. 

 

4. EVALUATION  

Individual consultants will be evaluated based on the following methodology: Cumulative analysis 

(weighted scoring method). 

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 is 70%.  

*Financial Criteria weight; is 30%.   

http://www.regionalcentrelac-undp.org/images/stories/procurement/P11%20Form.doc
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Only candidates obtaining a minimum of 70% of the total of points (100%) would be considered for the 

Financial Evaluation of Proposals. 

The contract will be awarded to the Offeror with the highest combined score. 

The consultants will be evaluated based on their technical and financial proposals utilizing the following 

matrix: 

EVALUATION MATRIX 
 

  TECHNICAL PROPOSAL 
MAXIMUM 

SCORE 
% 

TECHNICAL 

CRITERIA 

PRELIMINARY REVISION: Verification of required documents: 
Financial Bid Signed, Verification of UN suspended or removed 
vendors List, signed Letter of Interest, P11 Form, and brief 
description of why the individual considers that he /she is the 
best suitable for this consultancy. 

PASS/FAIL 

70 

A. Education and Lenguaje 15 

Degree In Social Sciences or related  fields  5 

Additional studies will be evaluated as follows : 
Master or PhD  

5 

Excellent knowledge of the  Spanish language, oral and written 5 

B. General Experience 20 

 At least five (5) years of experience in the field of drug 
demand reduction. 

10 

 At least five (5) years of experience working with 
international organizations  

10 

C. Specialized Experience 35 

 At least five (3) years of experience in conducting 
evaluations or situational diagnosis in the field of drug 

10 

 
D- Methodological Proposal:   

Letter briefly outlining the focus and execution of assignment. 
25  

FINANCIAL PROPOSAL 30 30 

 

 

ANNEXES 
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ANNEX 1- TERMS OF REFERENCES (TOR)  

ANNEX 2- OFFEROR’S LETTER TO UNDP 

ANNEX 3- MODEL INDIVIDUAL CONSULTANT CONTRACT 

ANNEX 4- GENERAL CONDITIONS OF CONTRACTS FOR THE SERVICES OF INDIVIDUAL CONTRACTORS 
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ANNEX 1 
 

ANNEX 1 
 
 

TERMS OF REFERENCE 

 

INDIVIDUAL CONTRACT (IC) 

 

Project No. and Name: “GLOK01 “: Prevention of drug use, HIV/AIDS and crime among young people 

through family skills training programmes in low- and middle-income 

 

I.  CONSULTANCY NAME:  

Consultancy to systematize the implementation of the prevention program “Familias Fuertes” (SFP 10-

14) in Central America and Dominican Republic.  

II. ORGANIZATIONAL CONTEXT:  

Since 2010 UNODC had developed the project GKOK01 in Central America and Dominican Republic, 

implementing a family skills prevention program named “Familias Fuertes”, (SFP 10-14). The program was 

implemented in Panama, Honduras, Guatemala, Nicaragua, Dominican Republic and El Salvador. Through 

the years of implementation, a lot of experiences have been developed in the field, related to capacity 

building, training, and workshops with the families and including an evaluation process. During this period, 

one of the most important experiences has been the implementation of the program in groups with 

different risk levels. For example the program was implemented in schools, low income communities, 

drug abuse treatment centers, prison center, indigenous groups, and others. 

The project requests for an analysis of the implementation, in order to systematize the route of the 

process and best practices. The main goal is to present this document to the counterparts in the region as 

a document for consulting and reference in their process to continue the expansion of the program.    
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III. SCOPE OF WORK:  

To analyze and systematize the process of implementation of the prevention program “Familias Fuertes” 

(SFP 10-14) in Central America and Dominican Republic.  

IV. CONSULTANT RESPONSIBILITIES: 

1) Develop a detailed plan for the consulting, procedures, indicators, instruments for data collection, 
and amount of time to implement the plan.  

2) Conduct one mission to Dominican Republic and one mission to Panama as part of the 
consultancy.  

3) Collect and analyze data regarding the implementation of GLOK01 in the Central American Region 
to elaborate a map route of the process and identifying best practices.   

4) Conduct 6 focus groups with families with different risk levels who participated in the workshops. 
5) Conduct interviews with stakeholders, facilitators and trainers involved in the implementation of 

the project.  
6) Document the findings and present a Preliminary Report. 
7) Incorporate feedback and submit the Final Report with strategic responses.  

 

V.   EXPECTED OUTPUTS: 

1. Detailed plan of the analysis, including job description, procedures, indicators, data collection 

instruments, and the time line for the development of the tasks. 

2. Preliminary Report. 

3. Final Report. 

 

VI.  SUPERVISION, DURATION OF WORK AND DUTY STATION: 

 Supervision and monitoring will be conducted by a Coordinator of the GLOK01 Project of the 
Central American and Caribbean Segment. 

 The consultancy should be developed for a period of three (3) months. 

 The consultancy will take place in Panama, Dominican Republic and/or home base. 
 

VII.  QUALIFICATIONS OF THE SUCCEFUL CONTRACTOR:  

 

EDUCATION AND EXPERIENCE 

Qualifications and Language: 

 Degree in Social Sciences or related field 

 Advanced studies are preferred: 
- Doctorate or Masters 

 Excellent knowledge of the  Spanish  language both oral and written;  
 

General Experience: 
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 At least five (5) years of experience in the field of drug demand reduction.  

 At least five (5) years of experience working with international organizations or with institutions 
that work on the theme of drugs.  

Specialized Experience: 

 At least five (3) years of experience with conducting diagnoses or evaluations  on the theme of 
drugs. 

 
Methodological Proposal:  

 Letter briefly detailing the methodology on how to focus and execute the assignment. 
 

VIII.  PAYMENT AND SCHEDULE OF PAYMENTS: 

 All payments will be effective after review, acceptance and approval of the direct supervisor, 10 

days after delivery of product. 

 Payments will be made against deliverables based on the offer submitted of the expected 

deliverables, according to the following table: 

Payments Conditions 

First Payment 30% On delivery  and approval of product  1 

Second Payment 40% On delivery and  approval of product  2 

Third Payment  30% On delivery and approval of product  3 

 

The consultant should include a proposal for the accrued fees.  These fees include travel expenses or 
missions to Panama and Dominican Republic . 
The signed IC contract does not allow any prepayments to be made at the beginning of the consultancy.  
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 Prevention of drug use, HIV/AIDS and crime among young people through 
family skills training programmes in low-and middle income, UNODC Project.

 

 

 

 A total lump sum of [state amount in words and in numbers, indicating 

exact currency], payable in the manner described in the Terms of 

Reference. 
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BREAKDOWN OF COSTS  
SUPPORTING THE ALL-INCLUSIVE FINANCIAL PROPOSAL 

 

A. Breakdown of Cost by Deliverables* 
 

 
Deliverables 

[list them as referred to in 
the TOR] 

 
Percentage of Total Price 

(Weight for payment) 

 
Amount 

 
Deliverable 1 Detailed plan 

of the analysis, including job 

description, procedures, 

indicators, data collection 

instruments, and the time 

line for the development of 

the tasks. 

 

 
 
 

30% 

 

Deliverable 2: Preliminary 

Report. 

40%  

Deliverable 3:  Final Report 
 

30%  

Total  100% USD …… 
*Basis for payment tranches 
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UNITED NATIONS DEVELOPMENT PROGRAMME 
 

Contract for the services of 
an Individual Contractor 

   No____________ 
 

This Contract is entered into on [insert date] between the United Nations Development Programme (hereinafter 
referred to as “UNDP”) and ___________________________________ (hereinafter referred to as “the Individual 
Contractor”) whose address is 
________________________________________________________________________. 
WHEREAS UNDP desires to engage the services of the Individual Contractor on the terms and conditions hereinafter 
set forth, and: 
WHEREAS the Individual Contractor is ready and willing to accept this Contract with UNDP on the said terms and 
conditions,  
NOW, THEREFORE, the Parties hereby agree as follows: 

1. Nature of services 
The Individual Contractor shall perform the services as described in the Terms of References which form an integral 
part of this Contract and are attached hereto as Annex I in the following Duty Station(s): 
________________________________________________________. 

2. Duration  
This Individual Contract shall commence on [insert date], and shall expire upon satisfactory completion of the 
services described in the Terms of Reference mentioned above, but not later than [insert date], unless sooner 
terminated in accordance with the terms of this Contract. This Contract is subject to the General Conditions of 
Contract for Individual contractors which are available on UNDP website at www.undp.org/procurement and are 
attached hereto as Annex II. 

3. Consideration 
As full consideration for the services performed by the Individual Contractor under the terms of this Contract, 
including, unless otherwise specified, his/her travel to and from the Duty Station(s), any other travel required in the 
fulfillment of the Terms of Reference in Annex I, and living expenses in the Duty Station(s), UNDP shall pay the 
Individual Contractor a total of [currency] ----------- in accordance with the table set forth below1.  Payments shall be 
made following certification by UNDP that the services related to each Deliverable, as described below, have been 
satisfactorily performed and the Deliverables have been achieved by or before the due dates specified below, if any. 
 

DELIVERABLE DUE DATE AMOUNT IN  
[CURRENCY] 

   

   

                                                           
1 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. 

https://intranet.undp.org/unit/bom/pso/Support%20documents%20on%20IC%20Guidelines/UNDP%20General%20Conditions%20for%20Individual%20Contracts.pdf
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If unforeseen travel outside the Duty Station not required by the Terms of Reference is requested by UNDP, and 
upon prior written agreement, such travel shall be at UNDP’s expense and the Individual Contractor shall receive a 
per diem not to exceed United Nations daily subsistence allowance rate in such other location(s). 
Where two currencies are involved, the rate of exchange shall be the official rate applied by the United Nations on 
the day the UNDP instructs its bank to effect the payment(s). 

4. Rights and Obligations of the Individual contractor 
The rights and obligations of the Individual Contractor are strictly limited to the terms and conditions of this Contract, 
including its Annexes. Accordingly, the Individual Contractor shall not be entitled to any benefit, payment, subsidy, 
compensation or entitlement, except as expressly provided in this Contract. The Individual Contractor shall be solely 
liable for claims by third parties arising from the Individual Contractor’s own acts or omissions in the course of 
performing this Contract, and under no circumstances shall UNDP be held liable for such claims by third parties. 

5. Beneficiary 
The Individual Contractor selects ___________________ as beneficiary of any amounts owed under this Contract in 
the event of death of the Individual Contractor while performing services hereunder. This includes the payment of 
any service-incurred liability insurance attributable to the performance of the services for UNDP. 
 
Mailing address, email address and phone number of beneficiary: 
_______________________________________________________________________________________ 
______________________________________________________________________________________ 
 
Mailing address, email address and phone number of emergency contact (if different from beneficiary): 
_______________________________________________________________________________________ 
 
IN WITNESS WHEREOF, the Parties hereto have executed this Contract. 
 
By signing below, I, the Individual Contractor, acknowledge and agree that I have read and accept the terms of 
this Contract, including the General Conditions of Contracts for Individual contractors available on UNDP website 
at www.undp.org/procurement and attached hereto in Annex II which form an integral part of this Contract, and 
that I have read and understood, and agree to abide by the standards of conduct set forth in the Secretary-
General’s bulletins ST/SGB/2003/13 of 9 October 2003, entitled “Special Measures for Protection from Sexual 
Exploitation and Sexual Abuse” and ST/SGB/2002/9 of 18 June 2002, entitled “Regulations Governing the Status, 
Basic Rights and Duties of Officials other than Secretariat Officials, and Experts on Mission”. 
 
□ The Individual Contractor has submitted a Statement of Good Health and confirmation of immunization. 
 
AUTHORIZING OFFICER:     INDIVIDUAL CONTRACTOR: 
United Nations Development Programme  
 
 
Name; _______________________________  Name; _____________________________ 
 
 
Signature; ___________________________   Signature; __________________________ 
 
 
Date; _______________________________   Date; ______________________________ 
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