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[Instructions to Users

This document is for general guidance purposes only and may be adapted as necessary by grant beneficiaries. Whilst this sample ToR is intended for use by grantees that plan to engage an external consultant, some content may also be of value in guiding baseline surveys conducted inhouse by beneficiaries’ own staff.

Please note that all text highlighted in yellow and within square brackets ‘[…..]’ should be removed from the final edited version of these Terms of Reference.

Where highlighted text appears within angled brackets ‘<…...>’, please replace with the required information and remove highlight.]
<Name of the Coordinator Organization and Title of the Action> 
European Union – Civil Society Fund III
[Sample] Terms of Reference

For an Individual Consultant to

Conduct Baseline Survey/Study

<March 2020>
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1. BACKGROUND INFORMATION

<Provide information on:

· The overall context relevant to the project’s geographic and thematic areas

· A brief description of the Action, its geographic and thematic scope, duration, target groups, current status, etc>.

2. OBJECTIVE, PURPOSE & EXPECTED RESULTS

2.1. Overall objective

The overall objective of the project of which this contract will be a part is as follows:

The overall objective of the <Title of the Action and its acronym, if any> is to contribute to <…..>
2.2. Purpose

The main purpose of this assignment is to conduct a baseline assessment of the impact and outcome indicators of the Action and determine the present (2020) values, thereby supporting the project management team in determining their target values. 
The availability of robust baseline data will thus help enable <name of the lead applicant organization> to concretely monitor results through the agreed indicators (as per the revised log frame), and to track progress against the baseline situation.

The <Lead Applicant> therefore requires the services of an individual consultant (Contractor) to collect reliable baseline data through an appropriate methodology which will include the formulation of data collection tools (questionnaires and others), the measurement of baseline indicators, the analysis of generated data, the determination of values and verification of assumptions stipulated, especially in relation to outcome indicators.

2.3. Results to be achieved by the Contractor
The main result to be achieved by this baseline study is the quantitative and qualitative description of the current situation of the high-level indicators through the detailed description of the situation of each Objectively Verifiable Indicator (OVI) contained in the Logical Framework (attached as Annex I).
3. ASSUMPTIONS TO BE VERIFIED
Below are the assumptions indicated in the current Logframe for Outcomes, which the Contractor is expected to verify for continued validity. [List below the outcome assumptions from the current Logframe]
· <….>
[If additional assumptions are needed, the Contractor is expected to add these with justifications.]
4. SCOPE OF THE WORK

4.1. General

4.1.1. Description of the assignment
The scope of this contract is to conduct detailed baseline surveys in order to measure the initial values of each of the impact and outcome objectively verifiable indicators (OVIs). Where values have already been provided in the logframe, it may be necessary to validate them. In addition, the contractor will check the validity of output indicators mentioned in the project Logical Framework. Below are the OVIs for which this assignment is expected to collect baseline values (2020):

· [List the indicators whose baseline values are indicated in the LFM as “to be determined-TBD”]
A crucial part of the assignment is the elaboration of appropriate questionnaires and other survey tools. The questionnaires need to be properly designed, so that through their application the grant beneficiary’s survey team will be able to collect all the data and information required to measure the values, consistency and validity of the OVIs. The design of the questionnaires needs also to allow the survey team to easily extract the information and data contained in them. Data should be geo-localized and refer to specific communities.
In addition to quantitative assessments of the initial situation of the OVIs, the contractor will capture a qualitative appreciation of other aspects as relevant to the specific indicators. These qualitative appreciations will stem from interviews and meetings with Local Authorities and Key informants, from household surveys and from community studies, etc, as appropriate, and will be properly analysed and processed by the Contractor. 
4.1.2. Geographic areas to be covered

The study will be carried out in the following geographic areas: [List the specific geographic locations the Contractor will visit as part of this assignment]
	Areas to be covered (Region, Zone, Woreda, etc.)

	N.
	<Region>
	<Zone and Woreda>
	<Number of households>

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	
	Total
	


4.2. Specific work
The Contractor, in consultation with the Project Coordinator and technical staff, will carry out the following (non-exhaustive list) tasks:
a) Review relevant project documents and prepare an inception report, including detailed work plan and questionnaires and submit for comments;
b) Integrate comments and finalise the inception report, work plan and questionnaires;
b)
Brief the grant beneficiaries (Lead and co-applicants) on the entire Baseline Survey exercise;

d)
Undertake data collection (Key informants, household surveys, and community studies – as necessary);

e)
Undertake data cleaning and entry;
f)
Undertake data analysis and prepare draft baseline study report to be submitted for comments;
g)
Finalise baseline study report in which baseline values for the high-level OVIs are clearly identified and annexes for all raw data (quantitative data files, notes from all focus groups’ meetings/ key informants’ interviews, pictures etc.);
h)
Prepare a presentation and de-brief project staff and project management.
[Add when the grantee’s staff will need to administer / undertake regular / intermittent questionnaires and surveys to determine interim values]
<In addition, the Contractor shall train the organisation’s technical staff on how to undertake interim surveys using the tools developed, analyse the data and present the results in appropriate formats.> 

5. MANAGEMENT AND LOGISTICS
5.1. Management
The <Executive Director/Project Coordinator> shall be responsible for supervising this assignment. The Contractor will also work closely with any other Experts and stakeholders as appropriate. <Specify>
5.2. Logistics
The Coordinator will provide to the contractor documents to be reviewed for the proper implementation of the services, including (amongst others) the Description of the Action, Logical Framework Matrix, maps and other relevant documents. 
The contractor will be based and work from the Coordinator’s office in <xxxxxx>. With the agreement of the Coordinator, a number of days to work from home can be determined. The geographical area to be covered is described in paragraph 4.1.2. The Coordinator will arrange transport facilities for the field visits required to carry out the services.
5.3. Start date & Period of implementation of tasks
The intended start date is <dd/mm/yy> and the total working days for this assignment are <xxx>. The contract is expected to submit a detailed schedule of tasks at the Inception Period.
6. REQUIREMENTS

The Coordinator requires the services of an individual Consultant (Contractor) with direct experience in conducting baseline surveys, studies and evaluations of projects in relevant thematic and geographic areas. The Contractor should have the following minimum qualifications and experience:
· Preferably 10 years, but not less than 5 years’ knowledge and experience in conducting surveys, studies and evaluations in at least <1/2/3> of the following fields in Ethiopia: <xxxx, xxxxx, xxxx,> or other related areas.
· Experience and skills in monitoring and evaluation and the application of research techniques, particularly qualitative and quantitative research methods.
· Excellent analytical and report writing skills, with demonstrated experience.
· Good knowledge of data analysis as well as concepts and methods of efficacy and impact evaluation.
The Contractor must be independent and free from conflicts of interest in the responsibilities s/he takes on.

7. REPORTS

The Contractor shall submit the following reports in English:
· Inception Report of maximum <5> pages to be produced within <3> days from the start of implementation. The Coordinator will review and share comments, if any, in writing and discuss these with the Consultant before proceeding to implementation of the assignment. 
· Draft final report of maximum 20 pages (main text, excluding annexes). This report shall be submitted no later than <xxxx> before the end of the period of implementation of tasks.
It will present the detailed findings related to each indicator with a summary table providing the values and description of the baseline situation. It should also include conclusions and recommendations. The report will include an Executive Summary and will explain how the assignment was conducted and clearly show how the Terms of Reference were fulfilled. The Coordinator will send its comments within one week after receipt of the Draft final report.

· A Final report with the same specifications as the draft final report, incorporating any comments received from the coordinator on the draft report. The deadline for sending the final report is <5 (five)> days after receipt of comments on the draft final report. All raw data (quantitative data files, notes from all focus groups meetings/ key informants’ interviews, etc.) will be annexed in a structured and orderly manner to the final report. <Two> hard copies and an electronic copy of the full Final Report with annexes should be submitted.
Besides the above listed reports, every week the Contractor will verbally inform the Coordinator concerning the progress of activities against the work programme, as well as about any constraints or obstacles that could delay the implementation of the contract, and any mitigation measures proposed.
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