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INDIVIDUAL CONSULTANT PROCUREMENT NOTICE 

                                                                                                                                                                          Date: November 20, 2020 

                                  

Description of the Assignment: The consultant will be in charge of providing programme and administrative support, 

supporting policy research, and knowledge generation/management related to the area of SDG Integration and Inclusive 

Growth. 

Project Number and Name: 108340 Engagement Facility, Sustainable Development and Resilience-Inclusive Growth. 

Period of Assignment /Services: Six (6) months 

Proposal should be submitted at the following email procurement.rblac.regionalhub@undp.org, Subject: 17985-2020 – SDG 

INTEGRATION ANALYST no later than December 4, 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 November 27, 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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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 – STATEMENT OF HEALTH – INDIVIDUAL CONTRACTORS 

ANNEX 4 – DESIGNATION OF BENEFICIARY FOR IC CONTRACTS 

ANNEX 5 – MODEL OF INDIVIDUAL CONSULTANT CONTRACT & GENERAL CONDITIONS OF CONTRACTS                                                                  

.                            FOR THE SERVICES OF INDIVIDUAL CONTRACTORS 

ANNEX 6 – EVALUATION CRITERIA                                                                                                                                                                                    

 

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.  
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ANNEX 1 

 

UNITED NATIONS DEVELOPMENT PROGRAMME 

 

TERMS OF REFERENCE 

CLUSTER: Inclusive Growth and SDG Integration 

A.   GENERAL INFORMATION 

 

Title:                                          SDG Integration Analyst 

Project:                                     108340 Engagement Facility, Sustainable Development and Resilience-Inclusive 

Growth Type of Contract:     Individual Contract 

Direct Supervisor:                  Regional Inclusive Growth Team Leader, UNDP Regional Center  

Modality of Execution:          DIM 

Duty Station:                           Home-based  

Estimated Start Date:            January 2021  

Duration:                                 6 months 

B.   PROJECT DESCRIPTION OR BACKGROUND 

The United Nations Development Programme (UNDP) supports the strengthening of national capacities in Latin 

America and the Caribbean (LAC); promotes the implementation of the Sustainable Development Goals (SDGs), 

directing different public policies to incorporate the approach of sustainable human development, human rights 

and gender equality into the 2030 agenda. The 2030 Agenda, which includes the SDGs, will guide the future 

development work for the next 10 years. The SDGs are the primary points of reference for UNDP’s thought 

leadership and advocacy work as well as a major actor in the development debate at all levels. Among the 

approved SDGs are goals related to, among others, eradicating poverty and hunger in all its forms, promoting 

inclusive societies, responsible consumption and production, the conservation of marine and terrestrial 

ecosystems, full employment and decent work for all, and reduce inequalities within and among countries. All 

these will be key areas of work of the UNDP Strategic Programme 2018-2021, as well as of the Latin American 

and Caribbean Regional Programme 2018-2021. 

Th The UNDP Regional Hub for Latin America and the Caribbean provides policy advice and technical support for 

SDG implementation at the national and subnational levels. It notably does so through the analysis of national 

policies and generation of policy alignment proposals, technical support to the establishment of monitoring 

systems and the development of national statistical capacities, publication of key reports, and the 

systematization and transfer of good practices. It supports initiatives to track the progress of the SDGs and while 
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developing and improving disaggregated data for better identifying and targeting vulnerable and excluded 

groups.  In accordance with established national priorities, it supports the coordination between national and 

regional actors, building on national level efforts to ensure coherence and consistency. Under the guidance and 

supervision of the Panama  Inclusive Growth Team Leader, the consultant is responsible for contributing to the 

thematic area of Inclusive growth, including issues of social protection, social cohesion, socio-economic 

inclusion, fiscal inclusion, multidimensional poverty measurement, vulnerabilities and inequalities, and 

supporting the implementation of SDGs tools such as the Rapid Integrated Assessment (RIA). 

C.  PURPOSE  

Objective 

The consultant will be in charge of providing programme and administrative support, supporting policy 
research, and knowledge generation/management related to the area of SDG Integration and Inclusive 
Growth. 

D.   SCOPE OF WORK 

Under the direct supervision of the Regional Inclusive Growth Team Leader and in coordination with the 

Inclusive Growth team, the contractor will undertake the following tasks: 

1. Support to projects closure: 

o Coordinate the closure of the Social Cohesion project with AECID; 

o Support the closure of activities of the Latin America Green Awards and elaborate a 

compilation report of lessons learnt and best practices. 

2. SDG delivery: 

o Delivery of two SDG analyses using corporate tools such as RIA or COMBOS; 

o Elaboration of two resource mobilisation proposals with respect to the SDGs or other 

sustainable development initiatives. 

3. Formulation on Social Protection and connected support: 

o Assist in the formulation of a Regional Youth Initiative. 

Complementary tasks connected to responding to Country Office queries on SDG Integration and Inclusive 

Growth, and promotion of networking and relationships with Country Offices on SDG Integration. 
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E.    EXPECTED OUTPUTS /DELIVERABLES 

 

    

 

DELIVERABLE /PRODUCT 
ESTIMATED TIME 

TO COMPLETE 

 

DUE DATE 
PAYMENT 

PERCENTAGE 

REVIEW AND APPROVAL 
(Indicate the title of supervisor) 

1. Work plan 2 days Jan 6, 2021 2% Regional Inclusive Growth 
Team Leader 

2. Report on projects 
closure and corporate 
handover 

40 days Mar 5, 2021 33% 
Regional Inclusive Growth 
Team Leader 

3. Compilation report on the 
SDG delivery analyses and 
resource mobilization 
proposals 

 

40 days 
 

May 2, 2021 
 

32% 
Regional Inclusive Growth 
Team Leader 

4. Final report on SDG 
Integration opportunities 
and next steps on work on 
Youth in LAC 

 

40 days 
 

Jun 30, 2021 
 

33% 
Regional Inclusive Growth 
Team Leader 

F.   INSTITUTIONAL ARRANGEMENTS 

UNDP Regional Hub: 

The selected contractor will report to the Regional Inclusive Growth Team Leader. There will be an initial 

briefing for the consultant as well as regular consultations with the Team Leader and the broader Inclusive 

growth and SDG integration team. The contractor will be home-based and, after the contract signing and prior 

to starting work, will be given access to relevant information necessary for execution of the tasks under this 

assignment by the UNDP Regional Hub. 

G.   DURATION OF THE WORK 

The contract is expected to require a commitment of 6 
months.  

The expected date of commencement is January 4, 2021. 

H.   DUTY STATION 

The contractor will be home-based. 
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I. QUALIFICATIONS OF THE SUCCESSFUL CONTRACTOR 

Academic Background: 

• Master’s degree related to Social Sciences /Sustainable Development 

 

General Experience: 

• Minimum of 3 years of directly relevant experience in development work, especially related to the 

SDGs and the 2030 Agenda. 

 

Specific Experience: 

• Proven experience in applying SDG tools such as the “Rapid Integrated Assessment” and the 

Combos approach; 

• Previous experience working with the UN and/or UNDP, familiarity with its mandate and work 

preferred. 

 

Required Languages: 

• Proficient in English and Spanish. 

 

Other: 

• Excellent time-management skills, ability to meet tight deadlines; 

• Ability to produce clear and concise written reports. 

J. SCOPE OF BID PRICE AND SCHEDULE OF PAYMENTS 

UNDP will pay the expert the fees 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. There will be 

three payments scheduled: the first payment will be due upon approval of Deliverables 1 and 2 (34% of 

assignment); the second payment will be due upon approval of Deliverable 3 (33% of assignment); and the and 

third payment will be due upon approval of Deliverable 4 (remaining 33% of assignment). 

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. 
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K.    RECOMMENDED PRESENTATION OF PROPOSAL AND OTHER RELEVANT INFORMATION 

The selected contractor 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 

 

 

 

 

 

 

 

 

 

 



Page 9 of 23 
 
 

 

 

 

 

 

 

 

 

 



Page 10 of 23 
 
 

 

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 2%  

Deliverable 2 32% 
 

Deliverable 3 33% 
 

Deliverable 4 33% 
 

TOTAL  100.00% USD  

*Basis for payment tranches 
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1 For payments which are not output-based lump sum, indicate the maximum number of workng 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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□
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ANNEX 6 

EVALUATION MATRIX 

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

 

EVALUATION OF THE TECHNICAL PROPOSAL 
MAXIMUM 

SCORE 

A. Academic Background 10 

• Master’s degree in Social Sciences /Sustainable Development or equivalent.                                                                                
Proposals with only an undergraduate degree will not be considered.   

10 

B. General Experience  75 

• Minimum of 3 years of directly relevant experience in development work, especially 
related to the SDGs and the 2030 Agenda. 

15 

• Previous experience in applying SDG tools such as the "Rapid Integrated Assessment 
(RIA)" and the Combpos approach. 

20 

• Proven experience working with the UN and /or UNDP, familiarity with its mandate and 
work.  

10 

• Ability to produce clear and concise written reports. 15 

• Excellent time-management skills, ability to meet tight deadlines. 15 

C. Knowledge  15 

• Excellent oral and written communication skills in Spanish and English.  15 

TOTAL 100 

  

TECHNICAL PROPOSAL WEIGHT PERCENTAGE 70% 

FINANCIAL PROPOSAL WEIGHT PERCENTAGE 30% 

Offerors who reach a minimum of 70 points after evaluation of technical criteria (items A, B, and C of the 

Evaluation Matrix), will be considered RESPONSIVE and will continue for the final stage of financial 

evaluation of proposals. 
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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 


