[bookmark: _Toc471988478][image: ]



Generic Terms of Reference (ToR) for Inception Review of Project or Programmes 
Regarding Inception Review of…… [insert title of the assignment which must correspond with the title on the front page of the Consultancy Agreement]
Background and context
[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: 
· A short description of the thematic and geographical area and context 
· The budget and the Danish Finance Act
· The implementing partner(s) 
· The management set-up of the programme/project]
Purpose
[State the overall purpose of the assignment (i.e., a description of what the responsible unit intends to use the deliverables for) in order to assist the Consultant in delivering the most useful outputs.] 
[Modify suggested text as needed):
The purpose of the assignment is to undertake an inception review… of a stand-alone project or programme document, its underlying project documents and relevant annexes related to … [insert what is relevant in terms of tentative title, sector, geographical area etc.)]
Objective
[Please adjust to the specific objective of this particular assignments i.e. a description of the situation/knowledge/design that the responsible wants to have at the end of the assignment.]
[Please modify the below as relevant]:
 The objective of the inception review is to provide quality assurance of the- [insert name of programme/project] as per the MFA Aid Management Guidelines. 
Scope of work
[The exact scope of work will depend on the specific review in question. The purpose of inception reviews is to follow up on recommendations from the appraisal, or to complete an appraisal, if the documentation was incomplete at time of appraisal. Focus can be on programmatic issues or processes still outstanding at the time of formal approval, such as results frameworks not yet consolidated in terms of baselines and targets, management and partnership structures, etc.]
Deliverables (output)
[Insert a description of the deliverables the Consultant is supposed to deliver. Try to be as specific as you can, without limiting the ability of the Consultant to provide their specialist competencies and suggest new and better ways to perform the assignment. The deliverables may include (but are not required to:
· A mission preparation note (i.e. a detailed description of the Consultant’s approach in order to achieve the objective)
· Meetings and presentations including briefing and debriefing where relevant (normally a kick-off meeting and a debriefing after the mission (even if virtual))
· Draft Inception Review report
· Final Inception Review report
Include, if possible, not only quantitative deliverables, but also aspects of quality. As to minimum requirements and wishes, see the chapters on Methodology and Qualifications and Competence of Staff below.
The list of deliverables should, when delivered, fully achieve the purpose and objective of the assignment.
Specify where (country, location/ desk study) the Consultant must perform the Services.]
Timing
[Insert Commencement and Completion date. When signing the Agreement, you must repeat these dates on the front page of the Consultancy Agreement.]
[Insert a description as to when the deliverables, key events or other significant milestones shall be delivered by the Consultant. However, consider the use of realistic periods instead of specific deadlines in order not to limit the flexibility of the Consultant so rather longer than shorter.]
[Please modify the below as relevant:]
	Phases
	Main activities
	Output
	Timing

	[Mission preparation] 

	[Kick-off meeting between the responsible unit and the Consultants]  
[Document review]
[Drafting of Mission Preparation Note (MPN)]
[Meeting to discuss Mission Preparation Note (MPN) with the responsible as relevant] 
	

[Mission Preparation Note (MPN)]

	[Week…]

	[Field mission] 
	[Mission (can be virtual) to specific countries and interviews with relevant stakeholders at various levels]
[Debriefing session with responsible Unit and implementing mission (s) as relevant]  
	[Debriefing Power Point or Note] 
	[Week…]

	[Drafting and finalisation of review report] 
	[Draft and final review report with annexes]  

	[Draft review report]
[Meeting to discuss draft]
[Final review report]
	[Week...]


[Week, or date]


[Week, or date]



Methodology 
[The methodology section outlines how the Consultant(s) shall undertake the task. If the unit has certain methodological aspects to be included in the formulation, this is where it should be indicated. Key methodological components for an inception review typically include (keep and edit the bullets that are relevant):
· Document review of programme/project documentation to gain an understanding of the programme/project context and implementation. 
· Consultations with partners and key stakeholders, in person, online and in focus group discussions, depending on what is relevant. 
· Field visit(s) to relevant countries and locations to observe locations and project sites and meet stakeholders and beneficiaries. Semi structured and more qualitative interviews and focus group discussions are useful methods to capture the thoughts and opinions of the stakeholders and beneficiaries. The mission may be virtual.] 
Qualifications and Competence of Staff
[Insert a description of the required and desired qualifications of the individual external 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. It is a good idea to consider how the skills and experiences of the consultants will supplement the skills and experience of the LÆRING team leader if the inception review is undertaken by LÆRING.  
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. 
Add relevant number of experts as required. The number of experts will depend on the scope and complexity of the programme/project. For larger complex programmes/projects and if deemed necessary by the unit, a financial management expert can be included to ensure the budget and financial management aspects of the programme/project are in line with Danida’s Financial Management Guidelines.]
[Expert 1 (team leader unless the inception review is undertaken by LÆRING]	
· General Qualifications
· [Desired level and types of relevant of education] 
· [Years of professional experience in the field of xx within international development cooperation]

· Adequacy for the Assignment
[Add and edit as needed and relevant but not too many as these would be the criteria for the evaluation of the experts’ profile]
· [Experience as team leader]
· [Experience with reviews of projects and programmes] 
· [Experience with specific areas of the subject matter/sector]
· [Etc] 

· Experience in the Region and Language
· [Experience with working in fragile/conflict affected areas]
· [Experience from country X and/or region Y]
· [Fluency in English and/or…. Including excellent writing skills[ 

[Expert 2: xxx]	
· General Qualifications
· [as above]
· Adequacy for the Assignment
· [as above]
· Experience in the Region and Language
· [as above]
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) including any option.
Therefore, it is important to specify how many hours of work (level of effort) you expect from individual staff and/or from the team in total. However, consider the use of ranges instead of specific numbers of hours in order not to limit the flexibility of the Consultant (i.e. minimum and maximum number of hours). 
You should consider whether the Agreement should include a specified maximum budget in order to avoid that tenders are priced above the responsible unit’s budget for the Agreement. However, a specified maximum budget may influence the price in the tenders and this may restrain price competition. Therefore, the responsible unit should consider increasing the weight of price in the evaluation of tenders and/or defining the scope of the Agreement with further detail. 
If a maximum budget is specified, tenders with a price above the budget must be rejected.]
Management
[bookmark: _Hlk217045248][Insert a brief description of the management of the assignment.
The Consultant is responsible for delivery of the outputs required and for internal team management of the consultant team by appointing a team leader. Remember to set aside additional days for the team leader position (usually 5 extra days)
A contact in the responsible unit should be appointed as responsible for the management of the assignment on behalf of the responsible unit, 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 (in addition to what is set out in Appendix 1).
Consultants should always be under direct management and supervision by the responsible unit. Also, Consultants cannot be tasked with assignments where they undertake responsible unit responsibility of managing other Consultants, although different teams of consultants can be asked to supplement each other and do quality assurance etc. on the work of other consultancy assignments.
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. Further, it should be clearly defined how the responsible unit will apply the Consultant’s deliverables according to the Purpose above.]
If the inception review is undertaken by LÆRING, the below applies:
The MTR will be led by LÆRING. The contact point from LÆRING will be the team leader of the MTR. The team leader will lead all communication with the implementing MFA unit and other stakeholders, and ensure the final delivery of outputs to the implementing unit. Concurrently, the team leader will assign roles and responsibilities to the consultant team and set expectations for the delivery of outputs. Consultants will always be under the direct management and supervision of LÆRING.
The Consultant will be responsible for the delivery of the required outputs to LÆRING. The consultant team coordinator will be responsible for the internal team management of the consultant team and consolidation of the Consultant’s outputs prior to submission to LÆRING. The report deliverables shall be quality assured by the Consultant’s quality assurance system prior to delivery to LÆRING. The contact point for the Consultant during this assignment should at all times be the team leader at LÆRING.
A coordinator of the consultancy team should be specified in the proposal. The coordinator of the consultancy team is responsible for delivery of the outputs required to the team leader from LÆRING. 
[Remember to set aside additional days for the position as coordinator of the consultancy team (usually 3-5 extra days)]
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
[Insert a list of background documents which are required for the Consultant to undertake the assignment. The list should be exhaustive. You should take into account that the consultants will need to spend time, and thereby use the budget, on reading through the listed documents.]
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