FIRST HIRE
Terms of Reference
[Assignment title]
	Reference number
	[Reference]

	Client
	[Organisation name]

	Contact person
	[Name, role, email]

	Date issued
	[dd Mon yyyy]

	Submission deadline
	[dd Mon yyyy, time, time zone]



	HOW TO USE THIS TEMPLATE
Replace everything in [square brackets] with your own details.
Grey italic text that starts with "e.g." is an example. Overwrite it or delete it.
Delete any row or section that does not apply to your project.


[bookmark: _iz3la8gsrl8i]1. Background
Who the client is, what the project is and why this assignment is needed. Keep it to one page.
[Describe the organisation, the project and the problem this assignment will help solve.]
e.g. The Ministry is implementing a three-year programme to strengthen small business resilience across [Island]. A baseline study is needed before grants are issued in [month and year].
[bookmark: _apip4ub9n0fh]2. Objectives of the assignment
State what the client wants to be able to do once the assignment is finished.
· [Overall objective]
· [Specific objective 1]
· [Specific objective 2]
[bookmark: _svpntwcfob05]3. Scope of work
List the tasks the consultant or contractor must carry out. Say clearly what is outside the assignment.
	#
	Task
	Detail

	1
	e.g. Inception and work plan
	[What is required, and any data or sites involved]

	2
	[Task]
	[Detail]

	3
	[Task]
	[Detail]

	4
	[Task]
	[Detail]



[Out of scope: list anything the bidder should not price or plan for.]
[bookmark: _bca8pmqq21si]4. Deliverables and schedule
	Deliverable
	Format
	Due (days from start)
	Reviewed by

	e.g. Inception report
	e.g. Word, up to 15 pages
	e.g. 14 days
	[Name or role]

	[Deliverable]
	[Format]
	[Days]
	[Name or role]

	[Deliverable]
	[Format]
	[Days]
	[Name or role]

	[Final report]
	[Format]
	[Days]
	[Name or role]


[bookmark: _ub808uka264z]5. Methodology and approach
Say what you expect from the bidder, without dictating every step. Bidders will propose their own method.
· [e.g. Combine desk review with at least 20 key informant interviews]
· [e.g. All data collected on a mobile data collection tool, with raw data handed to the client]
· [Expectation]
[bookmark: _mtxb95fjv9x7]6. Reporting and supervision
	Reports to
	[Name and role at the client]

	Progress meetings
	[e.g. Fortnightly, by video call]

	Review period
	[e.g. Client comments within 7 working days of each deliverable]

	Approval
	[Who signs off each deliverable]


[bookmark: _rk75j4chyqoe]7. Team and qualifications
The minimum the client requires. Do not ask for more than the work needs.
	Position
	Minimum qualifications
	Minimum experience

	e.g. Team leader
	e.g. Master's degree in a relevant field
	e.g. 10 years, with 3 similar assignments in the Caribbean

	[Position]
	[Qualifications]
	[Experience]

	[Position]
	[Qualifications]
	[Experience]


[bookmark: _yiy3txt2s60w]8. Inputs provided by the client
· [e.g. Access to project documents, data and staff]
· [e.g. Introductions to stakeholders and permission to visit sites]
· [Input]
[State what the bidder must provide for itself, such as transport, equipment and software.]
[bookmark: _a73q3waublkc]9. Duration, location and start date
	Duration
	[e.g. 12 weeks]

	Place of work
	[Island, home office, client premises, field visits]

	Expected start
	[dd Mon yyyy]

	Travel
	[Who arranges and pays]


[bookmark: _8ldxaov0ol1q]10. Payment schedule
	Milestone
	Share of fee
	Condition

	e.g. Inception report approved
	e.g. 20%
	[Written approval by the client]

	[Milestone]
	[%]
	[Condition]

	[Final report approved]
	[%]
	[Condition]

	Total
	100%
	


[bookmark: _o9912v566gl4]11. How proposals will be evaluated
These example weights match the First Hire Bid Evaluation Matrix. Change them to suit the assignment, but they must total 100%. State the minimum technical score.
	Criterion
	Weight
	What evaluators look for

	Relevant experience
	e.g. 25%
	Similar assignments completed in the last 5 years

	Understanding of the assignment
	e.g. 15%
	Grasp of objectives, risks and context

	Methodology and work plan
	e.g. 30%
	Clear approach, realistic schedule, quality controls

	Team qualifications
	e.g. 20%
	Qualifications and experience of key staff

	Local knowledge and presence
	e.g. 10%
	Knowledge of the context and ability to be on site



[Technical and financial weighting, for example 80% technical and 20% financial. Minimum technical score to qualify, for example 70 out of 100.]
[bookmark: _7mr67sfblgjq]12. What to submit
· [Technical proposal (maximum pages)]
· [Financial proposal in a separate document, stating currency and whether taxes are included]
· [CVs of key staff]
· [Company registration, references and any required declarations]
[bookmark: _30mc0ndff5jr]13. Confidentiality and ownership
[State who owns the deliverables and raw data, and what the consultant must keep confidential.]
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