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[bookmark: _heading=h.gjdgxs][bookmark: _GoBack]Section II: Schedule of Requirements
eSourcing reference: RFQ/2021/19258
Terms of Reference
[bookmark: _heading=h.30j0zll]“Report Writing Training for National Explosive Ordnance Risk Education (EORE) Actors in Iraq”
TECHNICAL REQUIREMENTS

1.1 Background/Overview

As part of its support to the national partners in Iraq, UNMAS Iraq is looking for a qualified service provider to deliver training on Report Writing, with the objective to enhance the capacity of national actors on Explosive Ordnance Risk Education (EORE). Within an organization, the technical reports are an effective way to measure the level of performance and progress, predict challenges before they arise, and achieve effective communication between the donor and Implementing partners. Accuracy and efficiency in report writing are essential skills to reflect the achievement and impact of the project. Accordingly, UNMAS is aiming to enhance the capacity of the national EORE actors for effective and accurate report writing.

1.2 Objective of the Training

The training must contribute to developing the participants' capacities in preparing and writing reports, as well as providing them with the technical skills necessary to collect information and data, prepare, formulate and produce reports efficiently and effectively.

1.3 Description of the required services:


Five days training programme in Arabic for 20 participants on reporting writing with focus on below minimum areas:
· Report Planning;
· Report structure;
· Grammar and Syntax;
· Presenting the report;
· Gender and diversity reporting;
· Reporting impact;
· Case studies ;
· Mobilization report;
· Monthly reports;
· Reducing time spent in writing and time readers spend reading;
· Common mistakes in reporting writing 

Note to Bidders - The training must include group work and it is recommended that it must focus on reporting writing for UNOPS projects especially Explosive Ordnance Risk Education (EORE) projects.

1.4 Expected Results

The Contractor is expected to:
· Deliver a 5 Day Training Course on Report Writing. 
· Submit a final report to UNMAS within 14 days after the training. 

1.5	Date of Training:
The training on reporting writing will be conducted from 23 to 27 May 2021, in case of any changes in the training date, exact dates will be communicated at the time of signing the contract. This will be subject to the COVID restriction in place at the time.

1.6 Required Qualifications of the successful contractor 

Qualification of the service provider for the training
· The service provider shall have at least 3 years of similar experience;
· [bookmark: _heading=h.1fob9te]At least three successfully managed multiple day trainings in the field of professional development or relevant field (documentary evidence must be provided); 
· Proven capacity to organize/ training/ events activities.

Qualification of the trainer(s) (CV(s) of the trainer(s) to be included to the quotation) 
At least two trainers for the training, must possess the following:
· Relevant university degree(MSC) in economics, business or administration or relevant science;  
· At least three years of experience in delivering similar training in the field of professional development or relevant field;
· Fluency in Arabic with a good knowledge in English. 

1.7	Branding

Any materials associated with the training should be branded with the donor country logo/flag and UNMAS logo. This includes the training materials, presentations and any printed materials. The UNMAS logo shall be as per below. Donor logo/flag will be provided upon signature of contract:
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UNMAS may provide other branded materials for the training.

1.8 Costs to be borne by the contractor

· The Contractor will be responsible for all costs related to the Trainers/Training Facilitators (fees, travel, and accommodation expenses, etc.)
· The contractor is responsible for facilitating visas, accommodation and related costs to the trainers.

1.9 Venue of the training 

· The training shall take place at the Babylon Hotel, Baghdad.
Note/ the participants will make their own travel arrangement and accommodation.

2.0 Costs to be borne by the UNMAS

UNMAS Iraq will provide the following: 
1. Venue for the training 
2. Food (Lunch) for the Trainers and Training participants during the training 
3. Water during the training
4. Tea and coffee with snacks (twice per day); during the training
5. Stationery (note books, Flip charts)
6. One Personnel will be assigned to facilitate Logistics for the training.  

2.1 Proposed timeline

The training must be completed by 27 May 2021. The duration of the training shall be no more than five full working days (09h00– 16h00) including the distribution of certificates. 

While the training is expected to be delivered between 23 - 27 May 2021, the actual training dates shall be agreed with UNMAS Risk Education Specialist after contract award. 

2.2 Training Execution Plan
Organizations responding to the Request for Quotations (RFQ) should provide the following items:

1) Training Execution Plan to be followed, including a training management plan with the following:
i) Training summary
ii) Background
iii) Objective
iv) Content (Example agenda for the duration of the training with clear outline of topics to be covered)
v) Knowledge testing
vi) Materials required for the training component (if any). The contractor shall provide the final draft of the content of the course (including the agenda for the duration of the training with clear outline of topics to be covered) 5 working days before the start date of the training. 

2) Bidder’s Price – a detailed breakdown of the following costs by filling Form B: Price Schedule Form.
i) Trainer(s) fees for delivery of training for the duration of the training until submission of final report
ii) Travel costs for trainer(s) (if any)
iii) Other costs (with justification). Bidders are required to provide a detailed cost breakdown with clear description. 
2.3 Payment

Payment will be made in two instalments as follows

1st Instalment - 25% of the total contract value upon submission of the final draft of the Content of the course (including the agenda for the duration of the training with clear outline of topics to be covered). The date to be agreed at the time of contract signing. 

2nd Instalment - 75% of the total contract value upon delivery of the training and submission of final report. The date of payment will be agreed at the time of contract signing.


Delivery requirements and Comparative Data Table:

	UNOPS Requirements
	Is quotation compliant? Bidder to complete
	Details 
Bidder to complete

	Delivery time
	Successful supplier is expected to complete the services by 27 May 2021.
The duration of the training shall be no more than five full working days (09h00 – 16h00) including the distribution of certificates
A final report on the training shall be submitted to UNMAS Iraq 14 days after the training
	☐ Yes   ☐ No
	Insert details 

	Delivery place and Incoterms rules
	The services/goods are to be delivered Baghdad, Iraq based on DAP (delivered at place) INCOTERMs. 
	☐ Yes   ☐ No
	Insert details 

	Consignee details
	UNMAS Iraq, 
Empire Business Complex, C3, UNMAS Office  
Erbil, Iraq
	☐ Yes   ☐ No
	Insert details 

	UNOPS Right to vary requirements
	At the time the Contract is awarded, UNOPS reserves the right to vary the quantity of the goods and associated services specified above, provided this does not exceed +/- 20% , without any change in the unit prices or other terms and conditions of the RFQ.
	☐ Yes   ☐ No
	Insert details 
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