TERMS OF REFERENCE
PROJECT TITLE:


BENEFICIARY ENTERPRISE:


CONSULTANT:

1. Background

This section should set the project  in its context and explain, as concisely as possible, the need and reasoning for undertaking the project, including:

1.1. Description of enterprise
A brief description of the project beneficiary’s business. As far as possible, include quantitative details on turnover, production volumes, number of employees, exports for last 1-2 years as well as qualitative details about the company’s management, history and main developments.

1.2 Business need

A summary of the project beneficiary’s vision and strategic plan (including funding needs (if any) and potential sources of investment); 

A definition of the project beneficiary’s main problem(s) to be solved by the project (including the key stakeholders from within the enterprise who would be engaged in the project). 
2. Project Description

2.1  Objectives of the consulting services

This section should set out the objectives of the project as clearly and specifically as possible. Define clearly what is aimed to be accomplished and what are the expected results of the project. 
The overall objective should relate to the core objective of the BAS project (e.g. to improve market performance). A minimum of three specific objectives for the project should also be described, which for instance may relate to:

· strengthening the project beneficiary's capacity in performing its activities 

· restructuring, training staff and/or transferring skills 

· assessing project feasibility 

These objectives should be concise and easily understood by all parties. 
2.2. Scope of services

Describe what is expected to be done by the consultant to ensure that the objectives of the project are achieved. While the project beneficiary expects certain specific tasks from the consultant, the consultant should also carry out other tasks that in its  professional judgment may be required to achieve the project objectives.

First paragraph should briefly describe the work to be carried out by the consultant, its phases (if appropriate) and the manner in which the consultant should cooperate with the project beneficiary. Subsequent sections describe the principal components presented as block of activities with specific tasks for each phase. Each main component should preferably have an outcome that mark a point of decision in the project and which can serve as a milestone against which to measure the progress of the work.

It is important to emphasise the practical intent behind the task and how its results will be applied. It is advisable to formulate the scope of work in a logical and manageable structure.
3. Implementation arrangements 

Describe how the project will be managed and supervised, covering in details the roles of the consultant and the project beneficiary. In particular describe obligations of the consultant and the project beneficiary with respect to provision of staff, data, facilities, services, accommodation, local transport, equipment, etc.
3.1 Schedule

Include detailed agenda of the project and timing of project implementation preferably in the form of a table, such as:

	ACTIVITY / MONTH / WEEK
	Month 1
	Month 2
	Month 3

	
	W1
	W2
	W3
	W4
	W5
	W6
	W7
	W8
	W9
	W10
	W11
	W12
	W13

	Phase 1: …..

	1.1 ….


	
	
	
	
	
	
	
	
	
	
	
	
	

	1.2 ….


	
	
	
	
	
	
	
	
	
	
	
	
	

	Phase 2: ….

	2.1 ….


	
	
	
	
	
	
	
	
	
	
	
	
	

	2.2 ….


	
	
	
	
	
	
	
	
	
	
	
	
	

	Final Report
	
	
	
	
	
	
	
	
	
	
	
	
	

	Review meetings
	
	
	
	
	
	
	
	
	
	
	
	
	


3.2 Consultant Selection

A brief description of the consultant selected for the project, its qualifications and main types of services provided (particularly those relevant for the project). Include a summary of the selection process and the criteria used to justify the selection of the consultant.
Include a description of the team of experts to be engaged in the project implementation by the consultant, preferably in the form of a table, such as:
	Expert 
	Primary role
	# of days
	Rate (€)
	Total (€)

	
	
	
	
	

	
	
	
	
	

	Total Direct Costs
	


4. Deliverables and reporting 
Describe the outputs in concrete terms, and the supporting documentation to be provided. Clear milestones are essential for linking payments to performance. 

Give a timetable for the deliverables, preferably in terms of results to be achieved by a certain time (days, weeks, months, as appropriate) after the commencement of services (this should mirror the implementation/timing schedule set out in Section 4 above). 

List reports to be provided. Treat separately reports documenting or illustrating the project output, i.e, forming part of the tasks to be performed, and those to be provided for monitoring purposes (typically progress reports, final report). 
State which reports are due, when and to whom they should be submitted, the number of copies, language(s) (where translation is required it must be of high quality), time allocated for the report recipients of drafts for review and comment, and for the consultant to incorporate those comments in final reports.
For monitoring, detail what information the project beneficiary would expect to receive in order to monitor the project during the course of implementation at the review meetings (as set out in the schedule in Section 3.1.).

For the completion report, state by when the Consultant should submit a final report to the project beneficiary for consideration and approval by the project beneficiary. [NB: it is understood that these should also be made available to BAS teams].
	Deliverables 
	Draft report due by
	Final report due by

	Phase 1
	
	

	 
	
	

	Phase 2
	
	

	
	
	

	Phase 3
	
	

	……
	
	


5. Budget 

Set out the overall budget description for the project in the form of the breakdown of costs as per Exhibit 1 in the grant agreement. This section should clearly state the total net cost, total gross cost, as well as any requirement for advance payment from the project beneficiary and/or any other payment terms are specifically agreed.   
	
	Experts  participating in the project
	No. of working days 
	Rate/day €
(without VAT)
	Total amount, €
(without VAT)

	 Phase  1  
	TOTAL
	_
	
	____

	
	Consultant 1
	_
	___
	____

	
	Consultant 2
	_
	___
	____

	Phase  2   
	TOTAL
	_
	
	____

	
	Consultant 1
	_
	___
	____

	
	Consultant 2
	_
	___
	____

	Phase 3
	   TOTAL
	_
	
	____

	
	Consultant 1
	_
	___
	____


	
	Consultant 2
	_
	___
	____

	
	TOTAL
	
	
	____


DIRECT COSTS

[insert number] consultant days @ EUR [insert amount]# per day 
EUR [insert amount: should equal Total Direct Costs in Section 3 above]
REIMBURSABLE COSTS

Other Expenses:

EUR [insert amount]
TOTAL NET COST (excluding tax)                             
EUR [insert amount]
Taxes 

[insert amount]
TOTAL MAXIMUM PAYMENT DUE to Consultant 

by the Beneficiary
EUR [insert amount]



=======
Advance payment due to Consultant (if required)

EUR [insert amount]
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