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[bookmark: _GoBack]                                     UNITED NATIONS CAPITAL DEVELOPMENT FUND (UNCDF)
Expanding Financial Access & Digital and Financial Literacy for Refugees and Host Community: Rwanda
REQUEST FOR APPLICATIONS (RFA)

UNCDF Financial Inclusion Practice Area 

Location: Kigali, Rwanda, with extensive travel to refugee camps and communities throughout the country.
Objective: To work in partnership with UNCDF to develop technology-based solutions to strengthen the digital and financial capabilities of low-income people, with a focus on those with low levels of literacy and located in rural areas.
Timeline: 
•	Publication date: February 15th 2019
•	Final deadline for applications: March 22nd 2019
Expected duration of Assignment: up to 1 year with possibility of renewal 
Language required: English. Kirundi and Kinyarwanda (and potentially Kiswahili) for tools reaching clients
· Applications should be returned to the UNCDF by email at fipa.procurement.tz@uncdf.org  no later than midnight on March 22nd, East Africa Time (EAT). 
· Applications must follow the submission format as outlined in Annex 1 of this RfA. 
· The subject line of the email should be:  RFA Rwanda: Digital and Financial Literacy for Refugees and Host Community
· Note that submissions to this address may not exceed 10MB. If size of the application is an issue, a DropBox or Google Drive link is acceptable.


Annex 1 is the Submission Format
Annex 2 is a Sample of UNCDF Language Regarding Proprietary Rights of Knowledge Products 

1.  GENERAL BACKGROUND

The UN Capital Development Fund makes public and private finance work for the poor in the world’s 47 least developed countries (LDCs). UNCDF focuses on Africa and the poorest countries of Asia, with a special commitment to countries emerging from conflict or crisis. It provides seed capital – grants and loans – and technical support to help financial service providers reach more poor households and small businesses, and local governments finance the capital investments that will improve poor peoples’ lives. Financial inclusion means universal access, at a reasonable cost, to a wide range of financial services, provided by a variety of sound and sustainable institutions. The range of financial services includes savings, short and long-term credit, leasing and factoring, mortgages, insurance, pensions, payments, local money transfers and international remittances. (http://www.uncdf.org/).

In Rwanda, UNCDF is embarking on the implementation of its ‘Expanding Financial Access & Digital and Financial Literacy for Refugees’ programme in and around selected refugee camps. The programme aims to increase access to finance for refugees through savings groups, financial education, and digital literacy. 




2. INTRODUCTION TO THE REQUEST FOR APPLICATIONS

2.1.	Purpose of the RFA
In order to build the knowledge, skills, attitudes and behaviours that allow low-income people to manage money effectively, invest wisely, make good choices about formal and informal financial services, and grow their enterprises, UNCDF is beginning an initiative to provide a publicly available and easily adaptable toolkit of financial and digital literacy materials in countries where we currently work. 

The purpose of this RfA is to recruit individual(s) and or firm(s) (hereafter referred to as the Consultant) to support UNCDF in developing technology-based financial and digital literacy materials to teach users new skills that will allow them to better manage their household finances and gain confidence using digital financial services. UNCDF seeks applications from individual(s) or firm(s) proposing creative, cost-effective and scalable ways to build digital literacy and financial capability using technology. 

The expected result is that UNCDF will partner with one or more of the shortlisted organizations to 1) identify and prioritize behavioral learning objectives to test and verify the delivery mechanism in our Rwanda programme, 2) develop a prototype of the materials/delivery mechanism, 3) test and update the prototype for use in UNCDF programs and as a public good, 4) develop a pricing plan for adaptation, expansion of modules and use by other programs, and 5) create an M&E dashboard and collect data on use of the tools on an ongoing basis. 

Applicants will be evaluated based on:
1) ability to provide ongoing and timely support to UNCDF and partners (i.e. in a similar time zone or preferably with offices in East Africa), not simply during the development process but also during rollout;
2) demonstration of an in-house team for software development, upgrades, technical assistance and troubleshooting for streamlining of service to UNCDF;
3) creativity of the proposed approach and prototype (see description below);
4) expertise and past experience in developing participatory educational tools built on good practices and using technology, to be demonstrated through provision of a portfolio of prior work provided in the application;
5) cost-effectiveness of the proposed approach;
6) potential for adaptability and scale;
7) a commitment to including refugees, specifically those in training to become A-level programmers, in the production and learning process;
8) a commitment to provide tools developed under this project as a public good in the long-term. 

The prototype is required to serve as the basis for additional materials or modules to be developed by the individual(s) and/or firm(s) in partnership with UNCDF and other UN agencies, and to be available as a public good. UNCDF’s Financial Capability Specialist will support on content, delivery, and good practice during the development, testing and rollout phases.

The prototype required for response to this RfA should:
· sketch out an approach to data collection and M&E;
· give a realistic work plan or timeline of tasks and a schedule to reach a beta version of a tool for testing;
· define the developer or organization’s approach to using technological educational tools to effect behavior change;
· provide an outline of two potential modules, one on saving and one on budgeting, that include at least 3 participatory activities or games (i.e. storyboards, or other rough descriptions);
· explain how the app can be used and provided as a public good, and how it could be modified or adapted for use in multiple contexts (i.e. changing languages, adapting images, etc.);
· provide a line-item list of costs for development, testing, and rollout so that financial aspects of tool creation are clear and can be considered for future modules to be added. 

2.2.	Timing

Applications should be returned to UNCDF by email, no later than midnight on March 22nd East Africa Time (EAT). It is anticipated that shortlisting will be completed within 2 weeks of application submission. The time needed for submission of revised proposals, if needed, will depend on the thoroughness and complexity of initial proposals but should take no more than 2 weeks. UNCDF aims to conclude all agreements no later than 1 June 2018.

The overall duration of the initial work (prototype development only, not full app) is expected to take up to 3 months; the expected date of full completion is no later than August 31st, 2019. Further collaboration will be determined contingent upon the Consultant’s ability to complete the first phase in a timely and satisfactory manner. The applicant(s) should propose a timeline and work plan for their own proposed project. 

2.3.	Contact

· Applications and any consultation about this RFA should be submitted via email at: 
fipa.procurement.tz@uncdf.org

· The subject line of the email should be:  RFA Rwanda: Digital and Financial Literacy for Refugees and Host Community


2.4.	Responses

All queries and submitted applications will be acknowledged.

3. ORGANIZATIONAL CONTEXT AND BACKGROUND INFORMATION

3.1.	Organizational Context

In January of 2019, UNCDF launched a programme to expand financial access and digital and financial capability for refugees and host communities in Rwanda. The goal of this three-year intervention is to increase access to and usage of formal and informal financial services to refugees and members of the host community in Rwanda with a focus on digital financial services (DFS). It will contribute to the development of a strong, inclusive financial sector in Rwanda and to the achievement of the Sustainable Development Goals (SDGs), in particular “no poverty” (Goal 1), “achieving gender equality” (Goal 5), and “decent work and economic growth” (Goal 8). 

UNCDF has partnered with Comic Relief and Jersey Overseas Aid to expand access to finance to refugees and host communities in Rwanda. At the same time, UNHCR and UNCDF have launched a programme on the economic inclusion of refugees, which will target countries hosting refugees and forcibly displaced peoples (FDPs) globally.  While UNCDF will bring its experience in digital finance and reaching refugees with financial services and financial and digital education, partnerships with UNHCR, the Government of Rwanda, and organizations directly serving both refugees and underserved communities will be established during this programme. UNCDF also aims to partner globally with other UNCDF programs also serving FDPs and host communities in a number of other countries.

3.2.	Background Information about UNCDF and Financial and Digital Literacy 

Financial and digital literacy have been a focus of UNCDF across its many programs. The YouthStart, Mobile Money for the Poor (MM4P) and MicroLead initiatives all included components of financial education as core to their programs throughout Africa and Asia. Lessons learned from these programs form a basis that quality financial education can be delivered at scale to rural populations, and those recipients with low levels of literacy and numeracy can learn in fun and participatory ways when technology is leveraged. In a world where financial inclusion and access are changing rapidly, building this digital and financial literacy will be of highest priority to ensuring that those with little previous formal financial experience are protected and can use services to their greatest benefit. 

UNCDF proposed to build upon recent learnings from Tanzania in which, along with local partner organizations and NGOs, a suite of financial and digital literacy materials have been developed and tested. Work in Rwanda will benefit from lessons learned and tools and materials from the Tanzania experience. 


4. SCOPE OF WORK

4.1.  Summary

UNCDF Rwanda seeks a firm or organization to partner with in developing high quality, participatory financial and digital literacy tools – using technology – that can be delivered to beneficiaries in a cost-effective and consistent way.  The word “application” is used throughout this document and is meant to be somewhat vague so as to leave room open for the creativity and ideas of those submitting proposals. The first step of this partnership will be to develop and test a prototype which will become an adaptable public good, and which can be expanded to cover different target groups and/or various content areas. The prototype will also focus on content and activities that have been shown to aid or encourage changes in behaviour and skill building as opposed to entertainment or knowledge sharing only. 

4.2. 	Target Populations

Target populations for this project are refugees (Congolese, Burundian) and surrounding host communities throughout Rwanda. While there are numerous differences in these groups, they share much in common in terms of educational levels, focus on agriculture, access and usage of financial services, etc. These populations speak very limited English, and final products must be in Kirundi, Kinyarwanda and potentially Kiswahili.

Women: Women in Rwanda are less likely to use digital financial services than men (especially young, urban men), are less likely to own phones, and have lower digital literacy, although they are interested in saving and in learning more about financial services and money management.  They would therefore benefit from programming that meets their specific needs.

Youth: In contrast to women, youth have higher levels of digital literacy than other segments of the population, are familiar with mobile money services, and have a particular interest in saving for the future. These young people also express the motivation to learn new skills and help others in their communities, presenting a potential target group to both receive financial and digital education and to be trained as community trainers.

Savings Groups and Cooperatives: UNCDF works to promote and strengthen savings groups and other types of cooperatives as a basic aspect of our programming. These groups are a beneficial entry point for building financial and digital literacy and for eventual linkage to formal services as they provide members with the opportunity to save regularly, borrow and manage credit, and learn new skills. Applicants should consider how their proposed tool or tools could be delivered both via groups and on an individual basis. 

Low Levels of Literacy and Numeracy: Rwanda’s reach of basic education and literacy have grown exponentially in previous years. Illiteracy and low levels of numeracy are estimated to be lower in rural areas, among adult women, and in populations of recently arrived refugees, specifically those from Burundi located in Mahama camp. 

Cash-transfer Recipients: In recent years, refugee households have begun receiving cash-based transfers in lieu of in-kind donations. This has increased the amount of cash on hand for refugees and FDPs, as well as their ability to be economically active. Targeting the economically active will improve the likelihood that recipients of financial and digital education will have the opportunity to practice and build ongoing good habits, thus adopting beneficial behaviours and relevant new skills. 

4.3. 	Expected Activities and Outputs

4.3.1. Scope of Work: Major Activities 

Stage 1: Research and Development of Digital System Plan

The selected partner will conduct desk research and work (remotely if necessary) with UNCDF’s Financial Capability Specialist and Programme Coordinator to identify the key technical requirements of the application, and the application workflow design. The selected partner will work closely with UNCDF and partners to identify the key financial education messages delivered through activities and/or games to be included in the prototype application. This will include an initial plan on data to be tracked at the back-end by the partner organization as per the UNHCR guidelines for data privacy (essential for work with refugee communities, and to be shared upon award of the contract). At this time, the partner will also propose how to include refugees currently being trained to become certified programmers in the process. 

Stage 2: Field Testing and Iteration

The selected partner with create a prototype of the application and test with at least 50 users in the refugee camps to be chosen by UNCDF as entry points. At the end of the field test, the partner will create a report detailing the field test activities, outcomes, and after presenting to UNCDF, will make improvements based on the user experience. The plan will include options for keeping the application an open-source, public good, tool in the long-term. 

Stage 3: Training of Trainers: 

The selected partner will train UNCDF and field partner personnel in Rwanda and in the camps in how to use the application and include an element of action planning for roll out, next steps, and tracking outputs and outcomes in the field. A communications pipeline should be established between those trained and the partner organization so that any bugs or errors in the application can be quickly brought to the partner’s attention and fixed. 

Stage 4: Launch of Application: 

The selected partner will put a plan and measures in place to ensure that the application is effectively launched and deployed with UNCDF partner institutions in Rwanda. Deployment of the prototype should reach at least 2,000 individual users in camps and surrounding communities. The selected partner must work with UNCDF’s field partners (to be identified) to circulate and test the prototype. The selected partner will measure uptake and usage by different target groups: women, youth, or others identified during Stage 1. 


Stage 5: Ongoing Support: 

Following deployment and data collection on prototype launch, UNCDF and the selected partner will develop a plan for the creation of new content and material (based on good practices and lessons learned during Stages 1-4), as well as a plan for cost-effective ongoing support and bug fixing for both UNCDF and partner institutions interested in taking up and/or adapting the prototype (and any future content) for their own use. In some cases, UNCDF partners or UNCDF offices in other countries may wish to adapt this tool; therefore the tool must have flexibility for modification. For example, in some contexts, similar applications have been built that eventually are updated so as to link to mobile financial services or other products offered by formal financial institutions, or new technology that will help informal savings groups to improve their bookkeeping. 


4.3.2. 	Scope of Work: Expected Outputs and Deliverables


Stage 1: Research and Development of Digital System Plan

· Initial Report outlining the plan for prototype development and testing to be discussed and agreed upon with UNCDF
· Digital System Plan outlining the proposed content, delivery mechanism for the prototype, rationale for choice, next steps/activities, and timeline along with workflow including multiple options for images, activities, etc. that can be tested with users

Stage 2: Field Testing and Iteration

· “Storyboard” or outline of the application for approval with UNCDF (to be created in partnership with UNCDF’s Financial Capability Specialist)
· Summary protocol for field test with objectives, schedule, etc. 
· Field Test (in selected camps) with resulting report on the user experience and plan for updates, along with updated workflow and plan

Stage 3: Training of Trainers (TOT): 

· Training of Trainers manual and agenda to be agreed upon with UNCDF prior to implementation (in partnership with UNCDF’s Financial Capability Specialist)
· Training of Trainers workshop with UNCDF partners in camps, including a practical/second field test element 
· TOT report and plan for launch, deployment and scale up 

Stage 4: Launch of Application: 

· Final “beta” version of the application for launch
· Monitoring plan and system for ongoing tracking of partner activities, uptake and usage once the application is launched
· Launch visit agenda and plan (including communications plan) for reaching at least 2,000 users (in and out of the refugee camps) with a focus on women and youth

Stage 5: Ongoing Support: 

· Updated plan for development of additional content and pricing structure for both new development and adaptation of existing content 
· Monthly monitoring report (or alternatively UNCDF accessible dashboard) of uptake and outreach
· Periodic quality checks and updates to fix errors and bugs identified after rollout with reporting to UNCDF 

5. AGREEMENT PARAMETERS

5.1. 	Outputs and deliverables

The written and technological outputs and deliverables of the work are considered a public good unless otherwise agreed. Thus, all the outputs and deliverables will be placed in the public domain (i.e. “open source code” or “white label”) with the intent that they can and should be freely and widely used by other parties as developed for not-for-profit purposes. If adaptations or modifications are required by third parties wishing to use the outputs and deliverables, the aforementioned (Section 4) pricing structure for adaptation will be followed and agreed upon, with UNCDF informed.   The underlying data collected for monitoring purposes may not be made public, specifically that data with relevance to refugee communities.    

5.2.	Duration

The technical partner is expected to sign a Performance Based Financing (Grant) Agreement with UNCDF no later than June 1, 2019 (see Annex 2 for a sample of our legal language in this regard). Applicants not familiar with UNCDF agreements are encouraged to request a sample from fipa.procurement.tz@uncdf.org prior to submission of application). Initial prototype testing and beta version should be planned within a 3-6 month time period, with a contract of one year to be awarded so that upon successful completion of the prototype modifications and additions can be made. Expected date of full completion of the prototype (test version, not full tool) is August 31st, 2019.  

5.3.	Language
The deliverables, as well as any and all related correspondence exchanged by the organization and UNCDF, shall be written in English, as well as Kirundi and Kinyarwanda (and potentially Kiswahili) for tools reaching beneficiaries.

5.4. 	Global Access and Intellectual Property 
Intellectual property (IP) rights and the management of IP rights are likely to play an important role in achieving the goals of this project. To this end, UNCDF requires that, even at this stage, all applicants seriously consider their willingness to submit a response in compliance with UNCDF’s requirements, a portion of which may ask for certain information and intentions regarding intellectual property concerns and Global Access.  Specifically, the foundation requires that;
You will conduct and manage the Project and the Funded Developments in a manner that ensures Global Access. Your Global Access commitments will survive the term of the Agreement. “Funded Developments” means the products, services, processes, technologies, materials, software, data, other innovations, and intellectual property resulting from the Project (including modifications, improvements, and further developments to Background Technology). “Background Technology” means any and all products, services, processes, technologies, materials, software, data, or other innovations, and intellectual property created by You or a third party prior to or outside of the Project used as part of the Project. “Global Access” means: (a) the knowledge and information gained from the Project will be promptly and broadly disseminated; and (b) the Funded Developments will be made available and accessible at an affordable price (i) to people most in need within developing countries, or (ii) in support of the U.S. educational system and public libraries, as applicable to the Project.
UNCDF will be selecting applicants based on the conclusion that their technologies and expertise will be most appropriate for the success of this RfA.
6.  APPLICATION REQUIREMENTS

6.1. 	Minimum qualification criteria
· Any type of organization (commercial for-profit firms, software developer or tech firm, educational institutions, and non-profit organizations, Universities) is eligible to compete provided it is willing and able to make frequent visits to Kigali, Rwanda, and UNCDF’s project sites;
· Successfully conducted similar assignments in sub-Saharan Africa (preference to experience in East Africa specifically) with proven excellent results;
· Defined approach that includes a sound background in education for behaviour change, not just in sensitization or information sharing;
· Demonstrated experience and capability in working with providers of both formal (i.e. MNOs, FSPs, MFIs) and informal (i.e. savings groups such as VSLAs) or familiarity with financial inclusion;
· Ability to work in the language of the country or procure high-quality translation staff or consultants (English required, Kinyarwanda, Swahili and/or Kirundi an asset and highly preferred); 
· Have confirmed human resources to cover all planned/required activities in a timely manner;
· Proven track record in developing technology-based solutions for education and doing so in a cost-effective, timely and high-quality manner and ability to provide references to confirm;
· Provide written confirmation (Annex 1) that the applicant has reviewed the UNCDF Grant Agreement template (available upon request) and that it is prepared to sign by no later than June 1st, 2019 without revision to standard language; 
· Submit a complete application. 

6.2. 	Other requirements and qualifications
· Experience working with financial inclusion stakeholders i.e. rural populations, NGOs, financial service providers and community-based organisations and understanding of the challenges of working with them; 
· Ability to provide prompt interventions and/or on-site support as needed;
· Network of technical and graphic designers in the East Africa region;
· Experience designing and developing high-quality financial and/or digital education to beneficiaries and to broader community; 
· Experience with financial capability and/or financial inclusion programs a plus; 
· Prior experience working with different populations in Rwanda is an advantage;
· Track-record of producing high quality outputs.
· Rwandan-based firm is preferable.

6.3. 	Structure of the Application
· The application includes a suggested template for submissions in Annex 1: Submission Format.  Section 1 must be followed as in the Annex.  Applications may choose a format for sections 2, 3 and 4 provided all the necessary information is included.  
· The application must contain a portfolio with 2-3 previous projects demonstrating the applicant’s ability to develop creative and participatory technology-based tools for education. References for materials or examples in the portfolio should be provided as well. 
· Additional documents or links to documents (such as the portfolio) may be included at the applicant’s discretion. Kindly consider that UNCDF email accounts are only able to receive attachments of up to 10MB and links to larger files are often preferable.  If size of the application is an issue, a DropBox or Google Drive link is acceptable.

6.4. 	Submission of the Application
· Applications and any consultation about this RFA should be submitted via email to fipa.procurement.tz@uncdf.org
· The subject line of the email should be:  RFA Rwanda: Digital and Financial Literacy for Refugees and Host Community
· The deadline to submit the applications is March 22nd at midnight EAT


ANNEX 1: SUBMISSION FORMAT
[insert: Location]
[insert: Date

To:	Ivana Damjanov, Technical Specialist, UNCDF Tanzania

Dear Madam:

	We, the undersigned, hereby apply for Expanding Financial Access & Digital and Financial Literacy for Refugees and Host Community: Rwanda in accordance with your Request for Application dated 2/15/2019 and our Application.  We are hereby submitting our Application, which includes the Technical Proposal and Financial Proposal.

We hereby declare that:

a) All the information and statements made in this Application are true and we accept that any misrepresentation contained in it may lead to our disqualification; and
b) We have no outstanding bankruptcy or pending litigation or any legal action that could impair our operation as a going concern.

We confirm that we have read, understood and hereby accept the duties and responsibilities required of us in this RFA, and the standard language of UNCDF’s Performance Based Agreements (PBA), including the requirements regarding the public good nature of the outputs to be produced (see Annex 2 for a sample of our legal language in this regard). Therefore, if our application is accepted, we will be ready to sign and accept the legal language, without modification, of the UNCDF grant agreement (performance based) by June 1, 2019.

We fully understand and recognize that UNCDF is not bound to accept this application that we shall bear all costs associated with its preparation and submission, and that UNCDF will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the evaluation.

	We remain,

Yours sincerely,

Authorized Signature [In full and initials]:  	
Name and Title of Signatory:  	
Name of Firm:  	
             Contact Details :  									
[please mark this letter with your corporate seal, if available]




Page ________of ________ pages

	SECTION 1: GENERAL APPLICANT’S INFORMATION

	1.  Applicant’s Legal Name:   

	2. Type of Organization (e.g. commercial for profit firm, educational, non-profit etc): 

	3.  In case of Joint Venture (JV), legal name of each party:      

	4.  Actual or intended Country/ies of Registration/Operation: 

	5.  Year of Registration: 

	6. Countries of Operation
	7. No. of staff in each Country
	8.Years of Operation in each Country

	9.  Legal Address/es in Country/ies of Registration/Operation: 

	10. Value and Description of Top three (3) Grants or Contracts relevant to the scope of this RFA for the past five (5) years: 
     Name of the project:	
     Client/Funder (if applicable): 
     Grant/Contract value: 
     Types of Results Produced/activities undertaken:
     References, contact details:

	11.  Latest Credit Rating (if any) 

	12. Brief description of litigation history (disputes, arbitration, claims, etc.), indicating current status and outcomes, if already resolved. 

	13.  Applicant’s Authorized Representative Information
     Name:	
     Address: 
     Telephone/Fax numbers: 
     Email Address: 

	14. Are you in the UN Ineligibility List?  ☐ YES or ☐ NO

	15. Attached are copies of original documents of: 
☐ Audited financial statements for the past 2 years duly certified by a public accountant
☐Letter from the applicant organization’s executive director, CEO, or board, expressing its commitment to the execution and participation in this process.
☐Complete CVs of all the team members involved in the assignment
☐ Staff time allocation spreadsheet per activity 
☐Evidence of similar applications produced under similar assignments (this can be links in a website, for example).   

	SECTION 2: SPECIFIC EXPERIENCE FOR THE ASSIGNEMENT. 

	2.1. Please describe your organization’s experience in producing similar projects. For each, make sure you describe the following (maximum 2 pages per project): 
     Name of the project:	
     Client/Funder (if applicable): 
     Grant/Contract value: 
     Dates and location of the project: 
     Description of the approach/methodology:
     Types of outputs produced/activities undertaken:
     Tools used or developed (dashboards, maps, etc.):
     Project results (if known):
     Time it took you to complete the assignment:
     Number of people and names of the staff that participated in the assignment:
     Knowledge product production and dissemination strategy of the assignment;
     References, contact details: 

	2.2. Please describe your organization’s experience in understanding the needs of the target groups outlined in Section 3 of this RFA (refugees, rural populations, women, youth). (Maximum 2 pages)

	2.3. Please describe your organization’s experience in developing creative technology-based applications that focus on behavior change (maximum 1 page)

	2.4. Please describe your organization’s experience in Tanzania, rural areas, or similar contexts (maximum 1 page)

	SECTION 3: APPROACH AND IMPLEMENTATION PLAN (maximum 10 pages)

	3.1. Approach to the Results Required: Please provide a detailed description of the methodology for how the organisation/firm will achieve project outputs, keeping in mind the appropriateness to local conditions and project environment.

3.2. Approach to Partnership with UNCDF and field-based Partners: The applicant must provide a detailed description of the applicant will plan, implement and deliver the overall project in partnership with UNCDF and field-based partners. The applicant should describe how they will take the lead role in ensuring that there is sufficient and ongoing communication, both virtually and in person. This section should highlight the support necessary from UNCDF and local partners. 

3.3. Technical Quality Assurance Review Mechanisms: The methodology shall also include details of the applicant’s internal technical and quality assurance review mechanisms.

3.4 Implementation Timelines:  The Applicant shall submit a Gantt Chart or Project Schedule indicating the detailed sequence of activities that will be undertaken and their corresponding timing, specifying timelines, person responsible, and time devoted to each activity.    

3.5. Sub-grantees: Explain whether any work would be delegated, to whom, how much percentage of the work, the rationale for such, and the roles of the proposed sub-grantees.  Special attention should be given to providing a clear picture of the role of each entity and how everyone will function as a team. 

3.6. Risks / Mitigation Measures: Please describe the potential risks for the implementation of this project that may impact achievement and timely completion of expected results as well as their quality.  Describe measures that will be put in place to mitigate these risks. Given the sensitivity of refugee data, the applicant should consult and consider and address issues around data privacy and security specifically for this group.

3.7. Reporting and Monitoring: Please provide a brief description of the mechanisms proposed for this project for reporting to (and ongoing communication with) UNCDF and partners, including a reporting schedule (also reflected in Gantt chart). 

3.8 Other: Any other comments or information regarding the project approach and methodology that will be adopted.

	SECTION 4: PERSONNEL


	4.1  Management Structure: Describe the overall management approach toward planning and implementing this activity.  Include an organization chart for the management of the project describing the relationship of key positions and designations along with information on the roles and structure of any sub-grantees, contractors, or other critical relationships.

4.2  Staff Time Allocation:  Provide a spreadsheet to show the activities of each staff member and the time allocated for his/her involvement.  (Note :This spreadsheet is crucial and no substitution of personnel will be tolerated once the grant has been awarded except in extreme circumstances and with the written approval of UNCDF.  If substitution is unavoidable it will be with a person who, in the opinion of the UNCDF, is at least as experienced as the person being replaced, and subject to the approval of UNCDF. No increase in costs will be considered as a result of any substitution.)

4.3  Qualifications of Key Personnel.  Provide the CVs for key personnel (Team Leader, Managerial and general staff) that will be provided to support the implementation of this project. CVs should demonstrate qualifications in areas relevant to the results to be produced. In addition to the CVs, please submit a summary for each person in the following format:

	Name:
	

	Position for this Contract:
	

	Nationality: 
	

	Contact information:
	

	Countries of Work Experience:
	

	Language Skills:
	

	Educational and other Qualifications:
	

	Summary of Experience:     Highlight experience in the region and on similar projects.

	Relevant Experience (From most recent):

	Period: From – To
	Name of activity/ Project/ funding organisation, if applicable:
	Job Title and Activities undertaken/Description of actual role performed:

	e.g. June 2004-January 2005
	
	

	Etc.
	
	

	Etc. 
	
	

	Reference no.1 (minimum of 3):

	Name
Designation
Organization
Contact Information – Address; Phone; Email; etc.

	Reference no.2
	Name
Designation
Organization
Contact Information – Address; Phone; Email; etc.

	Reference no.3
	Name
Designation
Organization
Contact Information – Address; Phone; Email; etc.

	Declaration:

I confirm my intention to serve in the stated position and present availability to serve for the term of the proposed grant agreement.  I also understand that any wilful misstatement described above may lead to my disqualification, before or during my engagement.

_________________________________________________                                  __________________________
Signature of the Nominated Team Leader/Member                                                Date Signed


	




	SECTION 5: BUDGET PROPOSAL


	Please provide budget allocation in the following suggested or similar format:
1. Summary of costs
	Level of effort 
	# Days
	Cost 
	Total  

	
	Team member #1
	.. days
	
	

	
	Team member #2
	.. days
	
	

	
	…..
	.. days
	
	

	
	Sub-Total LOE
	USD …

	Travel/mission/other budget
	Cost 
	Total 

	
	Travel
	
	

	
	Equipment / Technology
	
	

	
	Consultants / sub-grantees
	
	

	
	Other (describe)
	
	

	
	
	Sub-Total Travel
	

	
	Total
	USD …







ANNEX 2: SAMPLE OF UNCDF LANGUAGE REGARDING PROPRIETARY RIGHTS OF KNOWELDGE PRODUCTS PRODUCED UNDER THIS ASSIGNMENT


6.0	COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS:

6.1	Except as is otherwise expressly provided in writing in the Agreement, the UNCDF shall be entitled to all intellectual property and other proprietary rights including, but not limited to, patents, copyrights, and trademarks, with regard to products, processes, inventions, ideas, know-how, or documents and other materials which the RECIPIENT INSTITUTION has developed for the UNCDF under the Agreement and which bear a direct relation to or are produced or prepared or collected in consequence of, or during the course of, the performance of the Agreement, and the RECIPIENT INSTITUTION acknowledges and agrees that such products, documents and other materials constitute works made for the UNCDF. In line with the public good nature of the grant, UNCDF will place all the deliverables specified in the public domain with the intent that they can and should be freely and widely used by other parties and the RECIPIENT INSTITUTION shall not be excluded from the ability to use such deliverables on the same basis as other external parties.

6.2	To the extent that any such intellectual property or other proprietary rights consist of any intellectual property or other proprietary rights of the Recipient Institution: (i) that pre-existed the performance by the Recipient Institution of its obligations under the Agreement, or (ii) that the Recipient Institution may develop or acquire, or may have developed or acquired, independently of the performance of its obligations under the Agreement, the UNCDF does not and shall not claim any ownership interest thereto, and the Recipient Institution grants to the UNCDF a perpetual license to use such intellectual property or other proprietary right solely for the purposes of and in accordance with the requirements of the Agreement.

6.3	At the request of the UNCDF; the Recipient Institution shall take all necessary steps, execute all necessary documents and generally assist in securing such proprietary rights and transferring or licensing them to the UNCDF in compliance with the requirements of the applicable law and of the Agreement.

6.4	Subject to the foregoing provisions, all maps, drawings, recordings, transcriptions, photographs, mosaics, plans, reports, estimates, recommendations, documents, and any and all other data compiled by or received by the Recipient Institution under the Agreement shall be the property of the UNCDF, shall be made available for use or inspection by the UNCDF at reasonable times and in reasonable places, shall be treated as confidential, and shall be delivered only to UNCDF authorized officials on completion of work under the Agreement.
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