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INDIVIDUAL CONSULTANT PROCUREMENT NOTICE 

                                                                                                                                                                          Date:    June 8, 2020 

                                  

Description of the Assignment:   The purpose of this assignment is to support in the development and 

implementation of several communications activities in the project, based in Panama, and reporting to the UNDP 

GCP Global Communications Lead. 

Project Number and Name: 00101611, GGP Production – Global. 

Period of Assignment /Services:  220 working days within a 1-year period. 

Proposal should be submitted at the following email procurement.rblac.regionalhub@undp.org, Subject: 17457 RSC 2020 – 

Communications Specialist no later than June 23, 2020 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 June 16, 2020 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. 
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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.  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 Curriculum Vitae:  Including experience in similar projects and at least three (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 Health Statement: Self-declaration to be made and signed by the consultants to confirm that they are in good 

health and have the necessary insurance coverage and inoculations.  It does not require a doctor to sign. 

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  

Nature, Climate & Environment Team 

A. GENERAL INFORMATION 

Title:                                          Communications Specialist 

Project:                                     GCP Phase II /GGP 

Type of Contract:                    Individual Contract 

Duty Station:                            Panama 

Estimated Start Date:            September 2020 

Duration:                                  220 days within a one-year period  

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 policies, a well-functioning legal framework, clarity regarding land-use planning, effective enforcement 

 
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. 



Page 4 of 24 
 

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

performance of agricultural commodity sectors.  UNDP 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 UNDP GCP has pioneered the concept of National Commodity Platforms to help governments facilitate shared 

visions and actions for sustainable commodity production among key stakeholders.  UNDP GCP operates in over 10 

countries globally.  

UNDP GCP is now coordinating the Good Growth Partnership program (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 GGP 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 also is implementing the production project within the GGP 

which includes global support and activities in three target countries (Paraguay, Liberia, and Indonesia). 

C. PURPOSE  

UNDP Green Commodities Programme is seeking to engage a Communications Specialist to support in the 

development and implementation of several communications activities in the project, based in Panama, and 

reporting to the UNDP GCP Global Communications Lead. 

D. SCOPE OF WORK  
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The consultant will provide overall support for the UNDP Green Commodities Programme and the Good Growth 

Partnership with a special focus to these three categories:  

1) Support the implementation of the UNDP GCP Communications Strategy; 2) Support the implementation of the 

GGP Communications Strategy; 3) Support the development and implementation of the Food and Agriculture and 

Commodities Communications Strategy; 4) Support the wide dissemination of Knowledge Products, with a view to 

helping position GCP as a thought leader in the area of sustainable commodities; 5) Management of UNDP GCP, GGP 

and FACS media relations. 

The following deliverables will be produced during the contract period:   

 

1. Implementation of the Green Commodities Programme (GCP) Communications Strategy and Workplan: 

 

• Production and dissemination of quarterly UNDP GCP e-newsletters; 

• Development of communications content to contribute towards a growing understanding of and support 

for UNDP GCP: bi-weekly blogs, photo-essay, human interest story articles or editorials; 

• Updating and day-to-day management of UNDP GCP website; 

• Updating and editing of UNDP GCP slide decks, one-pagers, branding guidelines, photo archive, fundraising 

brochure and other basic communications tools; 

• Day-to-day management of UNDP GCP’s online presence (Twitter, YouTube, Flickr); 

• Maintenance and coordination of communications management tools: communications tracker, quarterly 

editorial calendar and annual events calendar; 

• Management and oversight of Communications & Knowledge Management intern, temporary consultants, 

and service providers (web developers, designers, videographers, photographers) as needed to implement 

the communications strategy and work plan; 

• Management of communications infrastructure (UNDP GCP mailing lists, Mailchimp platform, photo library, 

branding assets, power point templates, etc.); 

• Support to the communications needs of the Green Commodities Community and the launch of the Green 

Commodities Community Digital Platform; 

• Response to ad-hoc requests for information from UNDP HQ, partners and other external parties; 

• Substantive and technical support to Country Offices in their communications plans and activities. 

 

2. Implementation of the Good Growth Partnership (GGP) Communications Strategy and Workplan: 

 

• Support in event participation and engagement with at least 1 Industry Forum per year;  

• Maintenance and coordination of communications management tools: GGP slide decks, one-pagers, 

branding guidelines, photo archive, and annual editorial calendar; 

• Development of communications content to contribute towards a growing understanding of and support 

for GGP: 1 monthly news, blogs, photo-essay, human interest story articles or editorials; 

• Updating and day-to-day management of GGP website;   

• Participation in the A&L Annual Workshop; 
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• Inputs to M&E A&L quarterly reports and annual review, and other reporting mechanisms;  

• Handling of ad-hoc GEF and partner requests and calls for communications support. 

 

3. Development and implementation of the Food and Agriculture Commodities System (FACS) 

Communications Strategy and Workplan: 

 

• Co-creation of a Communications Strategy for the launch of the Food and Agriculture Commodities System 

(FACS) UNDP project; 

• Development of communications content to contribute towards a growing understanding of and support 

for FACS: blogs, photo-essay, human interest story articles or editorials; 

• Co-creation, updating and editing of FACS slide decks, one-pagers, branding guidelines, photo archive, 

fundraising brochure and other basic communications tools; 

• Co-creation of FACS’ online communications strategy and day-to-day management of UNDP FACS’s online 

presence; 

• Maintenance and coordination of communications management tools: quarterly editorial calendar and 

annual events calendar; 

• Management and oversight of consultants and service providers (web developers, designers, 

videographers, photographers) as needed to implement the communications strategy and work plan; 

• Creation and management of communications infrastructure (FACS’ mailing lists, Mailchimp platform, 

photo library, branding assets, power point templates, etc.); 

• Response to ad-hoc requests for information from UNDP HQ, partners and other external parties, including 

the media; 

• Substantive and technical support to country offices in their communications plans and activities. 

 

4. Support the wide dissemination of Knowledge Products: 

 

• Development and implementation of communication action plans for key UNDP GCP, GGP and FACS 

knowledge projects and products.  

 

5. Manage UNDP GCP and GGP media relations: 

 

• 3 pieces of UNDP GCP and /or GGP and FACS media exposure; 

• Managing and growing of the UNDP GCP/ GGP /FACS media contacts lists. 
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E. EXPECTED OUTPUTS / DELIVERABLES 

 
 

DELIVERABLE 

 

ESTIMATED TIME 

TO COMPLETE  

(Days) 

 

PERCENTAGE OF 

PAYMENT 

 

DUE DATE 

 

REVIEW AND APPROVAL 

(Indicate the title of supervisor) 

1. Implementation Report 
on Communications 
Strategies and Workplans 
of GCP, GGP and FACS 

170 77.27% Monthly UNDP GCP Global 

Communications Lead and GGP 

Global Project Manager 

2. Report on dissemination of 

Knowledge Products. 

 

30 13.63% Monthly UNDP GCP Global 

Communications Lead and GGP 

Global Project Manager 

3. Report on Managing 
UNDP GCP and GGP 
media relations. 

20 9% Monthly UNDP GCP Global 

Communications Lead and GGP 

Global Project Manager  

TOTAL  220 100 
  

 

F. INSTITUTIONAL ARRANGEMENTS 

• The consultant will work at UNDP Regional Center offices in Panama, some mission travel could be needed.  

Post-COVID-19 working from home arrangements will be followed;  

• The consultant will report to, and be directly supervised by the UNDP GCP Communications Lead, based in 

the UK; 

• The Consultant will be given access to relevant information necessary for execution of the tasks under this 

assignment; 

• Given the global consultations to be undertaken during this assignment, the consultant is expected to be 

reasonably flexible with his /her availability for such consultations taking into consideration different time 

zones where applicable; 

• The Consultant will be responsible for providing her /his own laptop, UNDP will provide other services like 

internet, phone, scanner /printer, etc.; 
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• Payments will be made upon submission of a detailed time sheet and certification of payment form, and 

acceptance and confirmation by the supervisor on days worked (with a “day” calculated as 8 hours of work) 

and outputs delivered.  If the quality does not meet standards or requirements, the consultant will be asked 

to rewrite or revise (as necessary) the document before proceeding to payment. 

G. DURATION OF THE WORK 

The Individual Contract is expected to require a commitment of 220 days within a one-year period.  

The expected date of commencement is September 2020 and expected completion date is September 2021. 

H. DUTY STATION  

The Individual Contractor will be based in Panama at UNDP Regional Center Offices, following the post-COVID-19 

working from home arrangements. 

I. TRAVEL 

The Individual Contractor will be Panama-based, with mission travel. 

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 BSAFE course 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. 

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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J. QUALIFICATIONS OF THE SUCCESSFUL CONTRACTOR 

Education: 

• University degree in Communications, Journalism, Marketing or equivalent (mandatory requirement Pass 

/Fail).  A Master’s degree in the mentioned areas will be an advantage. 

 

Experience: 

• A minimum of five years working in communications or journalism; 

• Demonstrated knowledge and experience in communications management at the international level;  

• Experience in the elaboration of communication plans and the development and implementation of 

communication strategies that involve print, video, events, media engagement and social media; 

• Experience working successfully in projects and programmes involving a range partners;    

• Experience in the elaboration and development of content for media and for different platforms and social 

networks at corporate level; 

• Experience at the UN, or at similar international organizations will be an advantage. 

 

Languages: 

• Fluency in English is required (mandatory requirement Pass /Fail); 

• Fluency of Spanish will be an asset. 

K. 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 will also be specified in the contract.  

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. 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

http://www.undss.org/
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ANNEX 2 
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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    
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Living Allowance    

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 77.27%  

Deliverable 2 13.63%  

Deliverable 3 9.00%  

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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ANNEX 4 

EVALUATION MATRIX 

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

 
QUALIFICATION REQUIREMENTS AS PER TORs MAX. POINTS 

A Master’s degree in communications, Journalism, Marketing or equivalent.   10 

B 

Experience in Communications or Journalism:  

5 years of experience                                                           10 points 

More than 5 but less than 8 years of experience            12 points  

More than 8 years of experience                                       15 points 

15 

C 

Demonstrated knowledge and experience in communications management at the international 

level:  

2 years of experience                                                            7 points 

More than 2 but less than 4 years of experience             9 points  

More than 4 years of experience                                      10 points 

10 

D 

Experience in the elaboration of communication plans and the development and implementation of 

communication strategies that involve print, video, events, media engagement and social media: 

3 years of experience                                                           7 points 

More than 3 but less than 5 years of experience            9 points  

More than 5 years of experience                                     10 points 

10 

E 
Experience in the elaboration and development of content for media and for different platforms 

and social networks at corporate level. 
10 

F 

Experience working successfully in projects and programmes involving a range partner: 

 

One experience                                                                     3 points  

Two experiences                                                                   5 points 

5 

G 

Experience at the UN, or at similar international organizations will be an advantage: 

 

Experience at Int Organizations                                        3 points  

Experience at UN                                                                 5 points 

5 

H 
Working level proficiency of Spanish, French is desirable.            

5 

I Interview. 30 

 
TOTAL 100 
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INTERVIEW 

Offerors who reach a minimum of 49 points and achieve the 3 highest scores after evaluation of technical 
criteria (items A, B, C, D, E, F, G, and H of 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 


