Terms of Reference (ToR) for Local Consultant(s) to develop Program Operational
Manual (POM)

Assignment Title: Development of Program Operational Manual (POM)
Type of Consultant: Local (Indndual)
Duration: 30 Days
Location/duty station: RSPN Head Office, Thanphu
1. Background

RSPN = one of the oldest ctizen-based Non-Govermmental Emwonmental Organzations (NGO)
established m 1987 wih an amn to conserve the countrv’'s pristine natural hertage and nich
biodwersity. In the past 35 yvears since #s meeption, R5SPN had made a considerable stride m the
area of nature conservation, local commmunity lovelihood enhancement and mereasing resiience to
clmate change based onactve and rmitual partnership between the ESPN and tts partmers: donors,
foundations, government agencies and local comnmmnities. The work of R5SPN & guded by the
vision of #s strategic plan, which s characterized by s thematic areas such as (1) Species and
habitats conservation (2) Wetlands and freshwater (3) Chmate change mitigation and adaptation
{4) Waste and pollition (3) Sustamable lnvelihoods and (6) Emwonmental education The thematic
areas are closely mtertwined with the country’'s Frve-Year Plan, emergmg national priormes and
Sustamable Development Goals.

Drawmg mspration from the vision of s strategic plan,. RSPN = embarking on strengthening s
goodwill and matual partnership with Chmate Fmance and other relevant multilateralism  Along
this lme, RSPN & working towards accessmg chmate finance dmectly for the country through
direct access modalty and gatmung accredtation with Adaptation Fund (AF) as the first Natwonal
NIE NGO and with the Green Clmate Fund (GCF) as a Delvery Partner (DP). RSPN s currently
managing and executing the Readmess Grant Packages of GCF and AF . As part of AF Eeadiness
Program support, RSPN & seeking consultancy senvices from the potential natwonal consultant to
review, collate and revise its Program Operation Gudeline, 2020.

2. Scope of Work

The key objectve of'the assignment s to review, anahze and strengthen RSPN's exsting Program
Operation Gudeline by mcorporating best project management practices, requirememis of
Adaptation Fund and RSPN, The revised Program Operation Mamal (POM) should be prepared
i a manner that ¢ ahgns with the exsting povemance pohcies. rules and repulations of RSPN and
other relevant agencies, mchiding RGOB.

The scope of the work, among others, mclude the following:
o Review and wemtify the gaps of exwsting RSPN's Program Operation Guideline and
recommend smproving # throughout project cycle management stages starting from project



wleation. preparation. mplementation and management, monttoring and evaluation and project

closure;

Develop a clear and unambiguous 50P under each of these project cwcle stages: project

ideation, project preparation, project implementation and management, monitoring and

reporting, project auditing, mid-term and terminal evaluation and project closures. The

S0P for the project preparation stage, among others, for exampl would mclede the processes

of project preparation. how and who will review the project. what parameters/criteria are to be

covered m reviewing a project and finally ensure that there & a robust project qualty check at

a project entry level

While preparmg SOP® under each of the above discussed project stage, ¢ 5 essential to

undertake the following:

-  Rewview and collate AF accreddation policies, standards and requwements and mcorporate
relevant provsions and ulimately ensure that the SOP meets the AF standards and
requirements.

-  Conduct a senes of bilateral meetngs and consultations with RSPN staff Department of
Program Coordmation and Chmate Change, Admmstration and Fmance Dowsion and
Management Team so that the SOPs are n keeping with the prnciples of good governance
characterzed by accowrtability, efficiency, transparency. equity and mclustveness, farness
and rule of bw, among others.

- Coordmate meetings and consultations wih relevant agencies (Wational agencies. Local
Government, NGOs, CSOs, etc ) to draw challenges, lessons and recommend mcorporating
the best and workable practices

- It 5 essental to review the program and project operations of mmltlateral agencies of
Green Climate Fund, Adaptation Fund and m-countrv comservation agencies such as
BTFEC, BFL and WWF Program Office and recommend mcorporating the best and
relevant provision mto revised RSPN's POM

Addmionally, the consultancy service 1 ako expected to prepare a robust monfforing and

evaluation framework together with M&E SOPs.

All the above SOPS_mchiding the M&E SOP should be put together coberently with a logical

flow to form a RSPN POM

It = essential to prepare a mechamsm on how to wentify and manage project msk. gender

assessmetnt and considering emwonment and social safeguards mto the above dscossed 50Ps

zo that the projects supported by RSPN comsuler nigorous scrutmy  at the project entry level

Prepare traming materials and tram and senstize RSPN staff’ on the revised POM

2. Expected Deliverables

The expected delverables mchade:

Prepare the approach. roadmap and outlne of the report and present ¢ to RSPN for
endorsement.

Prepare the zero draft report and present to RSPN for comments and direction

Prepare the first draft report and present them to RSPN after mcorporating comments recerved
on the zero draft

Prepare the second draft report and present them to RSPN after mcorporating the comments
recerved on the first draff



* Prepare the final draft report and present # to ESPN and seek endorsement of the report. In
case the final draft & substandard, RSPN may deswre further mputs and mprovement from the
consultant(s). The report = considered fnal onlv upon the endorsement from the RESPN
Management Where deswable, RSPN may requwre Power Pomt Presemtation of the above
report for better comprehension and process mfbrmation effectively.

o Tram and senstize RSPN staff on the revised POM

4. Institutional Arrangements

The natiomal consultant shall work under the dwect supenvision and support of the Department of
Program Coordmation and Chmate Change (DPCCC). All admmnsstrative and financial works,
especially m conducting meetmgs outside and within Thimphu shall be governed by the prevailing
Service Rules and Regulation 2022 of RSPN. For any mqury, reporting or logistics relatng to
this consultancy services, the consultant shall diwectly comtact the designated focal officer at
DPCCC. Wih a view to keep the work on track and resole problems. of anyv. m a timely mamner,
the DPCCC shall monttor the consultancy work on a regular bass and faciltate the work through
provision of necessary logstic support

5. Educational Qualifications

Postoraduate Degree, Master's Degree or higher-level education m  Publke Pohcy,
Admmetration Project Management, Economics, Social Science or other relevant fields from
a recognized unmversity (Attach relevant credentials and certificates).

Professional Experience:

& A mmimum of 3 vears of workmg expenence m project management and other relevant fields

¢ Previous professional expenence of draftng Project Operation Mamial and M&E Framework
or other related documents.

o FPamiliarity and knowledge on the development of Program Operation Gudeline and M&E
Framework are essential Likewse, knowledee on the pobcies, fameworks, finding
modalties and accredtation standards AF 1 essential

* Strong command over the Englsh lnguage especally with excellent report wrting skalls (able
to communicate effectively using simple language) 5 essential to undertakmg this assnment.

s Excellent skills n organzing and coordmating meetings, anahtical thnking abify to work
i a team with mtative and resourcefiulness.

o (Crtical thinking and experience m workmg with government agencies and stakeholders.

* Applcations from women with relevant qualifications and expenences are encouraged.

6. Scope of financial proposal

o A financial proposal with detadled budget breakdown must be prepared based on delverables.
It shall take mto account all expenses to be meurred by the consultant during the contract period
(Example: fee, affice vent, travel cost, logistics and any other relevant expenses related to the
contract).

7. Expression of Interest/Application Procedure

Qualified national consultant{s) mterested m commssioning this assionment rmst submit a formal
apphcation to the RSPN, addressed to the Executive Director. The sealed emvelope contaming the
application should be ttled: Project Operation Manual. Submt the applbcation m hard copy



mchiding any other documents to Adminstration and Fmance Dmision (AFD) of RSPN. For any
further clarfication kmdhy comact at sdomi@rspnbhutan org'1 7746914 or
syvarphel@rspobhutan org/1 7891115,

The submission deadhne for the consultancy semvice & latest by 400 PM, November 15, 2024.

Applications submitted after the datelme will not be considered. The apphcation  should

encapsulate the followmng:

o (Cover letter - Addressed to the Executive Diwector, RSPN_ Thimphu, Blugtan

& Techmcal Proposal descnbmg the approaches, kev tasks to be undertaken under each
delrverable.

¢ Fmancial Proposal descrbmg each actnity under each delverable with detaled budget
breakdown

¢ Supportmg Documemnts: CV of the consultart(s)., (particularly mentioning if a similar
assigrnment on the same topic has been carried out i1 the recent past), valid Trade License and

Tax Clearance Certificate.

8. Evaluation of Proposals
For the bid evaluation, qualfications and relevant work expenence shall be assioned a weght of
T0% and financial quoted price a wewht of 30%.

8. Confidentiality and proprietarvy nghts

The consultant shall not ether durng the term or after the completion of the assienment. disclose
confidential or proprietary mformation relating to this consultancy wihout prior writen consent
from the RSPN. Proprictary mterests on all materials and documents prepared by the consultant
under this assymment shall become and remam properties of RSPN.



