
OFFEROR’S LETTER TO UNDP 
CONFIRMING INTEREST AND AVAILABILITY  

FOR THE INDIVIDUAL CONTRACTOR (IC) ASSIGNMENT  
 

Date       
  
  
Resident Representative 
United Nations Development Programme  
107 – 108 Duke Street 
Kingston, 
Georgetown 
GUYANA 
 
Dear Sir/Madam: 
 
I hereby declare that: 
 
A) I have read, understood and hereby accept the Terms of Reference describing the duties and 

responsibilities of [Technical and Editorial Review and Updating under the [state project title]; 
 

B) I have also read, understood and hereby accept UNDP’s General Conditions of Contract for the Services 
of the Individual Contractors; 

 

C) I hereby propose my services and I confirm my interest in performing the assignment through the 
submission of my CV which I have duly signed and attached hereto as Annex 1; 

 

D) I hereby propose to complete the services based on the following payment rate: [please check the box 
corresponding to the preferred option]: 

 

 An all-inclusive daily fee of [state amount in words and in numbers indicating currency] 

 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. 

 
E) For your evaluation, the breakdown of the abovementioned all-inclusive amount is attached hereto as 

Annex 2; 
 
F) I recognize that the payment of the abovementioned amounts due to me shall be based on my delivery 

of outputs within the timeframe specified in the TOR, which shall be subject to UNDP's review, 
acceptance and payment certification procedures; 

 

G) This offer shall remain valid for a total period of ___________ days [minimum of 90 days] after the 
submission deadline;  

 



H) I confirm that I have no first degree relative (mother, father, son, daughter, spouse/partner, brother or 
sister) currently employed with any UN agency or office [disclose the name of the relative, the UN office 
employing the relative, and the relationship if, any such relationship exists]; 

 

I) If I am selected for this assignment, I shall [please 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 

     
     
     
     

 
 

K) I fully understand and recognize that UNDP is not bound to accept this proposal, and I also understand 
and accept that I shall bear all costs associated with its preparation and submission and that UNDP will 
in no case be responsible or liable for those costs, regardless of the conduct or outcome of the selection 
process. 

 



L) If you are a former staff member of the United Nations recently separated, please add this section to 
your letter:   I hereby confirm that I have complied with the minimum break in service required before I 
can be eligible for an Individual Contract. 

 

M) I also fully understand that, if I am engaged as an Individual Contractor, I have no expectations nor 
entitlements whatsoever to be re-instated or re-employed as a staff member. 
 

O) Are any of your relatives employed by UNDP, any other UN organization or any other public 
international organization?    

           YES       NO           If the answer is "yes", give the following information: 
 

Name Relationship Name of International 
Organization 

   
   
   

 
P)   Do you have any objections to our making enquiries of your present employer? 

       YES        NO   
 

Q) Are you now, or have you ever been a permanent civil servant in your government’s employ?  

              YES        NO    If answer is "yes", WHEN?  
 
R) REFERENCES: List three persons, not related to you, who are familiar with your character and 

qualifications. 
 

Full Name Full Address & Email Business or Occupation 

   
   
   
   

 
S) Have you been arrested, indicted, or summoned into court as a defendant in a criminal proceeding, or 

convicted, fined or imprisoned for the violation of any law (excluding minor traffic violations)?      

                 YES        NO    If "yes", give full particulars of each case in an attached statement. 
 

 
I certify that the statements made by me in answer to the foregoing questions are true, complete and correct 
to the best of my knowledge and belief. I understand that any misrepresentation or material omission made 
on a Personal History form or other document requested by the Organization may result in the termination 
of the service contract or special services agreement without notice.  
 
 

      DATE:    SIGNATURE:    



 
NB. You will be requested to supply documentary evidence which support the statements you have made 
above. Do not, however, send any documentary evidence until you have been asked to do so and, in any event, 
do not submit the original texts of references or testimonials unless they have been obtained for the sole use 
of UNDP. 
 

  
Annexes [please check all that applies]: 

 CV shall include Education/Qualification, Processional Certification, Employment Records 
/Experience  

 Breakdown of Costs Supporting the Final All-Inclusive Price as per Template 

 Brief Description of Approach to Work (Technical proposal)  



ANNEX 2 
 

BREAKDOWN OF COSTS1 
SUPPORTING THE ALL-INCLUSIVE FINANCIAL PROPOSAL 

 
A)    Breakdown of Cost by Components:  

Cost Components Unit Cost Quantity Total Rate for the 
Contract Duration 

I. Personnel Costs    
Professional Fees    
Life Insurance    
Medical Insurance     
Communications    
Land Transportation    
Others (pls. specify)    
     
II. Travel2 Expenses to Join duty station     
Round Trip Airfares to and from duty 
station 

   

Living Allowance    
Travel Insurance    
Terminal Expenses    
Others (pls. specify)    
    
III. Duty Travel     
Round Trip Airfares    
Living Allowance    
Travel Insurance    
Terminal Expenses    
Others (pls. specify)    

 
B) Breakdown of Cost by Deliverables* 

Deliverables 
[list them as referred to 

in the TOR] 

 
Percentage of Total Price 

(Weight for payment) 

 
Amount 

 
Deliverable 1 

 
 

 

Deliverable 2   
….   
Total  100% USD …… 

*Basis for payment tranches 
 

 
1 The costs should only cover the requirements identified in the Terms of Reference (TOR) 
2 Travel expenses are not required if the consultant will be working from home. 



 
Terms of Reference (TOR)  

for an Individual Contract (IC)  
 

Work Description:  Establishment of an SDG Data Repository for Guyana 
Project/Programme Title:  Data Repository 
Job title:   Statistician, SDG Data Repository for Guyana                         
Supervisor:     RCO Team Leader, Guyana 
Type of contract:    Individual Consultant     
Duration of Assignment:   6 months   
Period:      1 November 2021 to 1 May 2022   
Duty Station:     Guyana 
Language required:    English 
Issue on:    22 September 2021 
Deadline:    4 October 2021 

 
A. Project Title: Consultancy for Establishment of an SDG Data Repository for Guyana 
 
B. Project Description   
 

UN Cooperation Frameworks 

The United Nations Sustainable Development Cooperation Framework (UN Cooperation Framework) is the 

key instrument for planning and implementation of the UN development activities with a Government and 

its agents in support of the implementation of the 2030 Agenda for Sustainable Development (2030 

Agenda). UN Cooperation Frameworks are nationally owned, and anchored in national development 

priorities, the 2030 Agenda and the principles of the UN Charter. They outline the UN development system’s 

contributions to Agenda 2030, with a commitment to leave no one behind, human rights and other 

international standards and obligations. 

 

In 2017, the Cooperation Framework was adapted in the Caribbean region as a Multi-country Sustainable 

Development Framework (MSDF). With the framework due to expire at the end of 2021, work has been 

underway since 2020 to establish a new Multi-Country Sustainable Development Cooperation Framework 

(MSDCF) for the period 2022-2026. The MSDCF is to serve as the overarching strategic framework for 

the UN agencies, funds and programmes in 22 English- and Dutch-speaking Caribbean countries including 

Guyana. 

Common Country Analysis 

In each country, the MSDCF is underpinned by a Common Country Analysis (CCA). CCAs are the UN 

system’s independent, impartial and collective assessment and analysis of a country’s development 

trajectory. CCAs examine progress, gaps, opportunities and bottlenecks with respect to Agenda 2030. A 

core output of the CCA process is to establish and maintain a United Nations Country Team Data and 

Analysis Repository. This is to provide source material for more frequent analytic products, one of which is 

the CCA and revisions thereof. Data Repositories may also play an important role in future ‘Voluntary 

National Reviews’ of SDG progress.  

 

In Guyana, a CCA was completed in mid-2021. However, a comprehensive and replicable data repository 

was not established in its development. The current Terms of Reference are designed to address this gap. 

Data and Analysis Repository 

The Data and Analysis Repository should provide a means to track situational developments and inform 



the UN system’s work on a regular basis (no less than annual). The Repository is not intended to generate 

new primary data or statistics but should be a comprehensive collation of SDG-related (and SDG-

associated) statistics and data. 

 

In this regard, the Officer for the UN Resident Coordinator in Guyana requires the services of a statistician 

to prepare a data repository to underpin future iterations of the Common Country Analysis and associated 

products. The data repository should use the 242 indicators of the Sustainable Development Goal 

framework as its basis. 

 

C. Scope of Work 
 
Under the overall direction of the Resident Coordinator’s Office and guidance of the Strategic Planner and 
Team Leader and Data, Results, Monitoring and Reporting Officer, the contracted consultant will undertake 

the following tasks: 
 

• the development of the Data and Analysis Repository Report and Matrix for the SDGs by collating 
high-quality disaggregated data available (to the extent possible) for the approved SDG 
indicators, in accordance with the tier classification and metadata for each indicator. Data 
collation can include citizen-generated alternative data sets (big data) on SDG progress that 
satisfy ethical guidelines in accordance with the Fundamental Principles of Official Statistics and 
Principles for International Statistics, to complement data beyond the scope of national statistics; 

• where gaps in the SDG indicator framework exist, identify proxy indicators, data sources and data 
sets; develop metadata and identify strategies for the collection of necessary data for these 
proxies if not immediately available; 

 
The Consultant is encouraged to:  
 

• propose meaningful recommendations and strategies to improve the real time collection and 
updating of the Data and Analysis Repository; including but not limited to ICT and other 
technological applications. 

 
D. Expected Outputs and Deliverables  
 
The contract is for six months. The expected deliverables are:  
   

No Service Deliverables Payment 
Milestone (%) 

Due Date 

1 Inception Report detailing the approach and 
methodology, including the workplan to 
complete the assignment 

0% Two weeks after date of 
contract signing  

2 Feasibility Report on compiling data for SDG 
indicators and proxy indicator development 

25% Eight weeks after date of 
contract signing 

3 Draft of Data and Analysis Repository 
Matrix and Report 

50% Twenty weeks after date of 
contract signing 

4 6x monthly project updates to RCO Team 
Lead, (one for each 
month of the contract) 

25% Monthly 

 
 
 
 



E. Institutional Arrangement 
 
The consultant will be issued a contract by UNDP Guyana.  The consultant will be directly managed by the 
UN Resident Coordinator’s Office. The consultant will be supervised by the Development Coordination 
Officer, Strategic Planner/Team Leader.  
 
The consultant will work with the UN Data Management and Results Monitoring and Reporting Officer to 
undertake the assignment.   

 
F. Duration of the Work3  
 
The consultancy is expected to continue for a duration of six months. 

 
G. Duty Station 
 
The consultancy may be conducted remotely/online, provided that the consultant establishes a clear plan 

of action for the gathering of existing datasets from the custodians of these data where they are in 

Georgetown, Guyana. 

H. Qualifications of the Successful Individual Contractor 
 

Education 

• At least a Masters’ university degree in Economics, Statistics, Data Science, or related degree. 
  
Experience 

• Min.10 years relevant work experience with expertise in high quality statistical research; 

• Extensive experience conducting research on behalf of UN, regional, and national institutions; 

• Evidence of strong working relationship with National Statistical Office; 

• Knowledge of statistical calculation; 

• Knowledge of the 2030 Agenda for sustainable development and the SDGs in Guyana; 

• Excellent writing skills; 

• Good networking, partnership building, team building, presentation and communication skills; 

• Fluency in written and spoken English. 
 
Competencies 

• Management & Leadership: motivates teams well, inspiring confidence in others; 

• Management & Leadership: develops creative solutions to particularly challenging situations; 

• Teamwork: works effectively through networks of diverse and dispersed people; 

• Building partnerships: cultivates productive relationships with institutions and individuals. 

And should be available for full participation and intensive work within required timeframes. 
 
 
 

 
3 The IC modality is expected to be used only for short-term consultancy engagements.  If the duration of the IC for the same TOR 

exceeds twelve (12) months, the duration must be justified and be subjected to the approval of the Director of the Regional Bureau, 

or a different contract modality must be considered.  This policy applies regardless of the delegated procurement authority of the 

Head of the Business Unit.   

 

 



 
I. Scope of Price Proposal and Schedule of Payments 
 

No Service Deliverables Payment Milestone (%) Due Date 
1 Inception Report detailing the approach 

and methodology, including the workplan 
to complete the assignment 

0% Two weeks after date 
of contract signing  

2 Feasibility Report on compiling data for 
SDG indicators and proxy indicator 
development 

25% Eight weeks after date 
of contract signing 

3 Draft of Data and Analysis Repository 
Matrix and Report 

50% Twenty weeks after 
date of contract 
signing 

4 6x monthly project updates to RCO Team 
Lead, (one for each 
month of the contract) 

25% Monthly 

 
J. Recommended Presentation of Offer 

 
Offers should include: 
 

a) Letter of Confirmation of Interest and Availability using the template provided; 
b) CV including experiences in similar assignments and at least 3 references along with contact 

details (email and telephone number). 
c) A brief Technical Proposal (maximum 2 pages) summarizing how the assignment will be 

completed; 
d) A Financial Proposal. 

   
The financial proposal shall specify a total lump sum amount supported by a breakdown of costs, as per 
template provided. 

 

K. Assessment of the proposal 

Individual Consultants will be evaluated based on the Combined 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) 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.  

  



 
L. Criteria for Selection of the Best Offer 

 
Criteria for selection 
Selection criteria will be based on qualification, knowledge, and experience.  The proposal will be 
weighted at a maximum of 100 points with 70% pass rate. This will be broken down in the following 
manner: 

 
Criteria for Selection Points Allocated 

per criteria 

1  Technical Proposal 30 

  Clearly articulated proposal and methodology to undertake the 
assignment (maximum 2 pages).  

30 
 

 2   Qualifications & Experience 45 
  

• At least a Masters’ university degree in Economics, 
Statistics, Data Science, or related degree. 

  

• Min.10 years relevant work experience in statistical 
research organisation; 

 

• Min. 7 years conducting research on behalf of UN, regional, 
or national institutions; 

 

• Evidence of strong working relationship with National 
Statistical Office. 

15 
 

 
 
10 
 
 
10 
 
 
10 

3  Knowledge and skills 25 
  

 
• Quantitative/statistical research methods qualification; 

 
• Management & Leadership: develops creative solutions to 

particularly challenging situations; 
 

• Building partnerships: cultivates productive relationships 
with institutions and individuals. 

15 
 
5 
 
 
5 
 

Total technical score (Passing Rate = 70%) 100 pts 

Financial criteria = 30%  

 
M.  Submission  
 

Please complete and submit to procurement.gy@undp.org Deadline for submission of application is 4 

October 2021 on or before 10:00 hrs. 

Subject caption “Statistician, SDG Data Repository for Guyana” 
  
 
 
 
 
 
 



 



 



 
 

  
 


