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ANNEX 1

 

UNITED NATIONS DEVELOPMENT PROGRAMME 
 

 

 

TERMS OF REFERENCE  

 

 

A. GENERAL INFORMATION 
 

Title: Technical Support to DCO LAC RO  

Project:  98344 – Contribuciones UNDG LAC  

Type of Contract: Individual Contract 

Direct Supervisor: Regional Director DCO LAC 

Duty Station: Panama 

Estimated Start Date: 1 July, 2020 

Duration: 6 Months  

 

B. PROJECT DESCRIPTION OR BACKGROUND 
 

DCO LAC is a regional office which was created to manage the Resident Coordinator System in the region as well as 

to support the regional coordination of UN entities in LAC. Its efforts focus on guiding and supporting the RC system 

to accelerate the Agenda 2030 within the current fragile and polarized environment in LAC and in the context of 

the response to COVID-19.  The work is guided by the overall objective to help the region get back on track with 

regards to the SDGs, now in the context of the COVID-19 recovery. The office was created in March 2019 and is still 

in its start-up phase.  

 

In this context, the consultant will support the DCO RD in all matters related to COVID-19, provide support to various 

regional and sub-regional secretariats , provide technical assistance and support for internal and external 

knowledge management, including rolling out UN INFO in LAC as well as manage and advise the  RCO Monitoring 

and Evaluation Officers in LAC. 

 

The Consultant will report to the DCO Regional Director LAC and will work closely with the regional coordination 

officer and the regional programme officer. The consultancy is for 6 months, renewable upon assessment of the 

first contract.  
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C. PURPOSE 

 

The main purpose of the consultancy is to provide support in knowledge management, data and monitoring as well 

as in all UN Regional Secretariat functions. In the current volatile environment, other fields of work may be assigned 

as needed.  

 
D. SCOPE OF WORK  

 

Under the guidance of, and reporting to the DCO Regional Director LAC, the consultant will provide the following 

support: 

• Support the DCO RD in all matters related to COVID-19, including daily monitoring reports on COVID-19 and 
follow-up on and guidance on various other RCO, UNCT and national plans (BCPs, CPRPs, etc.) as well as the 
ECLAC socio economic observatory. 

• Provide support to various regional and sub-regional secretariats: UNSDG-LAC Secretariat/RCP-LAC 
Secretariat as well as to MSDF Steering Committee. 

• Offer specific country and sub-regional support to RCOs as needed. 

• Manage and advise the network of RCO Monitoring and Evaluation Officers.  

• Technical assistance and support for internal and external knowledge management, including rolling out 
UN INFO in LAC. 

 
E. EXPECTED OUTPUTS / DELIVERABLES 

 

Expected Outputs/Deliverables of this consultancy are:   

• The consultant is expected to produce issue brief, presentations and communication materials as needed, 

including daily monitoring reports on COVID-19 and follow up on and guidance on various other RCO, UNCT 

and national plans (BCPs, CPRPs, etc.) as well as the ECLAC socio economic observatory. 

• The consultant will provide support to the UNSDG-LAC Secretariat/RCP-LAC Secretariat as well as to MSDF 
Steering Committee and offer specific country and sub-regional support to RCOs as needed. 

• The consultant will manage and advise the network of RCO Monitoring and Evaluation Officers and provide 
technical assistance and support for internal and external knowledge management, including rolling out UN 
INFO in LAC. 

• The consultant is expected to work maximum 20 days per month. Payments will be done on a monthly 

basis, based on daily fee and number of days worked.  

                      Payment Schedule: 

- Monthly payments upon presentation of reports based on key results with a maximum of 20 

days per month.  

- The consultant will report directly to the DCO Regional Director LAC.  

- Deliverables acceptance reports will be signed by the DCO Regional Director LAC. 

 

F. INSTITUTIONAL ARRANGEMENTS 
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Depending on the assigned deliverables, the consultant will work under the direct guidance of the DCO Regional 

Director LAC. 

 

G. DURATION OF THE WORK 
 

 

The expected duration of the assignment will be six (6) months.  

 

H. DUTY STATION 
 

Panama. 

 

Travel:  All travel expenses will be paid separately, in compliance with UNDP regulations and rules. 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. 

 

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 using an F10 Form. 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:              Master’s degree or equivalent in Development Studies, Politics, Public Policy or Public 

Administration, or related fields. 

Experience:                   At least 4 years of relevant work experience with UN entities, preferably related to 

                                         Latin America and the Caribbean. 

      Language:                        Excellent oral and written communication skills in English and Spanish is required, a third  

                                               language is an asset. 

 

 

J. SCOPE OF BID PRICE AND SCHEDULE OF PAYMENTS 
 

 

The consultant will be paid a daily fee for each day worked upon monthly submission of certificate of payment 

requests for verification and approval by the DCO Regional Director LAC. Supporting documents will be attached, 

including the analytics and data collected. 
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K. RECOMMENDED PRESENTATION OF PROPOSAL AND OTHER RELEVANT INFORMATION 

In order to be considered, the researcher must submit: 

• His or her curriculum vitae. 

• A fee proposal in US dollars. 
 

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. 
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ANNEX 2 
 
 

OFFEROR’S LETTER TO UNDP 
CONFIRMING INTEREST AND AVAILABILITY  

FOR THE INDIVIDUAL CONTRACTOR (IC) ASSIGNMENT  
 
 
 

Date       
  
  
Dear Sir/Madam 
United Nations Development Programme  
Regional Centre for Latin America and the Caribbean 
 
Dear Sir/Madam: 
 
I hereby declare that: 
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i) If I am selected for this assignment, I shall: [pls. check the appropriate box] 
 

 Sign an Individual Contract with UNDP;  

 Request my employer [state name of company/organization/institution] to sign with UNDP a 
Reimbursable Loan Agreement (RLA), for and on my behalf.  The contact person and details of my 
employer for this purpose are as follows: 
            

 

j) I hereby confirm that: [check all that applies] 
 

 At the time of this submission, I have no active Individual Contract or any form of engagement with 
any Business Unit of UNDP;  

 I am currently engaged with UNDP and/or other entities for the following work: 
 

 
Assignment 

 
Contract Type 

UNDP Business 
Unit / Name of 

Institution/Company 

 
Contract 
Duration 

 
Contract 
Amount 

     

     

     

     

 

 I am also anticipating conclusion of the following work from UNDP and/or other entities for which I 
have submitted a proposal: 
 

 
Assignment 

 
Contract Type  

Name of 
Institution/ 
Company 

 
Contract 
Duration 

 
Contract 
Amount 
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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. 

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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ANNEX 4 

EVALUATION MATRIX 

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

TECHNICAL EVALUATION 
MAXIMUM    

SCORE 

Education 
 

• Master’s degree or equivalent in Development Studies, Politics, Public Policy or Public 
Administration, or related fields. 

30 

Experience 
 

• At least 4 years of relevant work experience with UN entities. 25 

• Particular experience in Latin America and the Caribbean region. 20 

 
Language 
 

 

• Excellent oral and written communication skills in English and Spanish is required, a third 
language is an asset. 
 
Spanish - 10 points 
English - 10 points 
Third Language - 5 points 

25 

TOTAL SCORE  100 

 

 

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 
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μ = price of the lowest priced proposal 

z = price of the proposal being evaluated 


