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Generic Terms of Reference (ToR) for the formulation of programmes and projects
Regarding [e.g. Consultancy services to assist with the formulation of …….] 
[The type of formulation services needed from the consultancy may concern the formulation of a stand-alone project or a programme with underlying projects:] 

[Stand-alone project formulations may entail a consultancy assignment supporting the responsible unit drafting the project document, annexes and budget.  

Programme formulations may be a consultancy assignment supporting the responsible unit drafting the programme document, annexes and budget. It may also include formulation of some or all of the underlying project documents.]
Background and context
[bookmark: _Hlk214872392][Describe the background of the assignment to ensure the Consultant is aware of the overall framework of the assignment. This includes, but may not be limited to, information on: 
· The justification and rationale for developing a programme/project,
· The budget and the Danish Finance Act
· The thematic and geographical area and context, 
· Whether it is a new programme/project or a new phase of an ongoing programme or project,
· Reference to studies/ identification notes that may have been drafting in preparation for the formulation, 
· The strategic objective (and outcomes if they already exist), 
· The implementing partner(s) if already known, 
· The management set-up, to the extent this is already decided] 
Purpose
[bookmark: _Hlk214872738][Modify suggested text as needed]:
The purpose of the assignment is to support the Unit/Mission… in formulating a new programme/project documents and relevant annexes related to [… (insert what is relevant in terms of tentative title, sector, geographical area etc.)
Objective
[Modify suggested text as needed:]
The objective of the consultancy services is to e.g. …facilitate the development of a comprehensive programme/project and draft the programme/project documents and related annexes in line with the aid management guidelines for approval and subsequent financing and implementation in the period (year – year).
Scope of work
The assignment will take place in [… specify country, location, whether it is desk based only or include one or more field missions etc.]
The scope of work of the formulation assignment is linked to the following responsibilities:  
[adapt text below  to what is relevant for the specific formulation, it may vary depending on whether it is a formulation of a stand-alone project or a programme with underlying projects:
1. [bookmark: _Hlk222905278]Analysing the context including a political-economy analysis, mapping of Danish interest and actors, analysis of poverty implications as well as other relevant topics (see guidance for context analysis in the Aid Mangement Guidelines), mapping the lessons learned from previous phases or similar programmes/projects and research as well as a mapping of other donor projects and initiatives. This phase may also include initial consulting with key stakeholders. 
2. The analysis and mapping may culminate in an inception report that is discussed and validated with relevant stakeholders. The inception report may include ideas for the overall strategic direction and a Theory of Change  (at project level), the orientation of the programme/project and potential partners if relevant. 
3. Based on what is agreed regarding the inception report, more specific analysis, consultations and field missions take place to XX to consult with stakeholders and beneficiaries. 
4. Following consultations and field visits, the Programme/Project document and budget is drafted in line with the AMG and FMG guidelines and templates.
5. The draft programme/project document and annexes are presented to relevant stakeholders and discussed in a meeting/validation workshop.
6. Based on feedback, the Programme/Project document and annexes are finalised.
7. [bookmark: _Hlk222926965]If relevant revise programme/project document and annexes after quality assurance (e.g. appraisal and External Panel)] 
Deliverables (output)
The Consultancy is responsible for the following deliverables: 
[Include what is relevant from the below list of standard deliverables, edit if needed, and add other deliverables if relevant to fullfill the assignment. The list of deliverables should, when delivered, fully achieve the purpose and objective of the assignment.
a) Inception Note, for discussion and validation (the inception note includes the preliminary context analysis as an annex and is the basis for discussion with the MFA and partners regarding the theory of change and what is feasible in terms of programming orientation, programme/project structure and management modalities)
b) Debrief presentation after field mission or during the formulation process to discuss programme/project dilemmas, Theory of Change, implementation and management modalities, budget etc. 
c) Draft programme/project document with budget and annexes in line with AMG and FMG templates 
d) Final programme/project document with budget and annexes in line with AMG and FMG templates]

Timing
[Inform of the desired start date of the assignment and when the assignment is expected to be finalised. Indicate when the deliverables, key events or other significant milestones shall be delivered by the Consultant. Consider the use of realistic periods instead of specific deadlines in order not to limit the flexibility of the Consultant(s). A table can be useful. Example below, edit as needed.] 
	[bookmark: _Hlk214874222]Phases
	Main activities
	Output
	Timing

	[Inception]

	[Kick-off meeting] 
[Document review, Initial interviews and consultations as needed] 
[Validation meeting to discuss inception report with ToC etc.]

	

[Inception report]

	[Week…] 

	[Field mission (can be virtual)] 
	[If relevant for formulation, mission to specific countries and interviews with relevant stakeholders at various levels] 
	
	[Week…]

	[Document
Preparation]
	[Draft document with annexes for discussion and comments] 

[Validation meeting to discuss draft] 

[Final document with annexes based on MFA feedback] 
	[Draft programme/project document]
[Meeting to discuss draft]
[Final programme/project document]
	[Week..] 

[Week, or date]

[Week, or date]



Methodology 
[bookmark: _Hlk215130081][The methodology section outlines how the Consultant(s) shall undertake the task. If the unit has certain methodological aspects it wants to be included in the formulation, this is where it should be indicated. Key methodological components for the formulation typically include (keep and edit the bullets that are relevant):]
· [Document review to gain a thorough understanding of the context, topic, sector and problems to be addressed, as well as lessons learned and best practices in similar interventions]   
· [Consultations with partners and key stakeholders, in person, online and in focus group discussions, depending on what is relevant. Online surveys may also be used to reach and collect information from a broader group of stakeholders]   
· [Field visit(s) to relevant countries and locations to observe locations and project sites and meet stakeholders and beneficiaires. Semi structured and more qualitative interviews and focus group dicussions are useful methods to capture the thoughts and opinions of the stakeholders and beneficiaries] 
· [Validation workshop(s) between the MFA, partners and Consultant to share ideas and agree on understandings, processes and modalities] 
· [Wishes for an ongoing dialogue etc. between the Consultant and the MFA may also be specified]
· [Drafting of draft and final programme and/or project documents]
Qualifications and Competence of Staff
[Insert a description of the required and desired qualifications of the individual specialists (e.g. level of education, certifications, years of experience in the areas of assignment, previous experience with this type of assignment, language skills, experience from the region/countries related to assignment, personal skills such as ability to design, facilitate, write and present etc.
Keep in mind that the longer the list of qualifications required, the smaller the pool of qualified Consultants. Consider whether there is a need for certain minimum requirements that must be met regarding qualifications, but keep in mind that if a tender does not fulfil a minimum requirement, you must reject the tender. 
Please note that there must be coherence between the ToR and Appendix 3C (the Consultant’s description of the services). The qualifications are aligned with the evaluation in the Criteria and Method of Evaluation table when scoring tenders. 
[bookmark: _Hlk215574536]Add relevant number of experts as required. For larger programmes/projects, a financial management expert should be included if the unit’s CFO cannot fully dedicate the time to ensure the budget and financial management aspects of the programme/project are in line with Danida’s Financial Management Guidelines.]
[Team Leader…]	
· General Qualifications
· Desired level and types of relevant of education 
· Years of professional experience in the field of e.g. international development/programme management… 

· Adequacy for the Assignment
Add and edit as needed
· Experience with formulations of projects and programmes 
· Experience with development/humanitarian/nexus… programming
· Experience with the subject matter/sector
· Experience with working in fragile/conflict affected/drought prone… areas
· Etc. 

· Experience in the Region and Language
· Experience from country X and/or region Y
· Fluency in English and/or…. Including excellent writing skills. 

[Expert 1…]	
· General Qualifications
· [Desired level and types of relevant of education] 
· [Years of professional experience in the field of e.g. international development/programme management/financial management/….]

· Adequacy for the Assignment
Add and edit as needed
· [Experience with formulations of projects and programmes] 
· [Experience with development/humanitarian/nexus… programming]
· [Experience with the subject matter/sector]
· [Experience with working in fragile/conflict affected/drought prone… areas]
· [Etc.] 

· Experience in the Region and Language
· [Experience from country X and/or region Y]
· [Fluency in English and/or…. Including excellent writing skills] 
Estimated budget and level of effort
[The budget of the Agreement must cover both fees and reimbursable expenses net of VAT (as set out in Article IX in the Consultancy Agreement). Specify the overall maximum budget for the assignment and indicate the minimum number of days that are expected to be contributed (level of effort) by each expert. 
When calculating the budget and the number of days, a rough estimate is to calculate DKK 8000 per day as fee per consultant. Depending on assignment, air tickets and per diems will have to be added, as well as local travel, insurance and audit costs. Security expenses should also be included if needed (see below).] 
Management
[This section contains a brief description of the management of the assignment. The following points should be clarified: 
· The Unit in charge of the contract and the contact person responsible for the management of the assignment. Note that in some instances multiple points of contacts could be appointed, but it should be clear who is overall in charge of the assignment in the responsible unit.
· The responsible unit’s responsibility in connection with the assignment should be clearly stated including how and when the Consultant should liaise with the responsible unit.  
· Consultants should always be under direct management and supervision by the responsible unit.
· The Consultant is responsible for delivery of the outputs required and for internal team management of the consultant team by appointing a team leader.]
Security
[Consider to include a fixed budget in Appendix 3B Form 2 to ensure that the security expense is not subject to evaluation. In case it is difficult to estimate the budget, add the following in the ToR at the end of this section Security: “The Client will reimburse the actual expense to be paid for the security setup mentioned above. However, the Client has determined a fixed budget amounting to DKK [amount] in Appendix 3B Form 2 for the expense. The Consultant shall in a timely manner keep the Client informed in case the expense exceeds the budgeted amount.”]
[Insert the below text if the assignment involves close protection on missions with the participation of the Client in an area of conflict or an area with high security risks]
[For this Assignment, the Client has arranged the following security setup for missions with the participation of the Client in an area of conflict or an area with high security risks: [insert description of security setup in country or area]. The Consultant hence accepts and agrees to be included in the security setup of the Client and accepts and agrees that this security setup will include measures of protection to the full satisfaction of the Consultant. Cf. Consultancy Agreement article XIII. Liability.]  
Background documents
[bookmark: _Hlk208924360][Insert a list of required background documents relevant for the assignment. The documents need to be available for the Consultant(s) at the start of the assignment.] 
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