ToR for Consultancy for the Development of IT Policies and Procedures 
Background

Manusher Jonno Foundation (MJF), is one of the largest national grant making organisations in Bangladesh disbursing funds and capacity building support for human rights and governance work within the country. With massive experiences of handling partnership with more than two hundred PNGOs for the last 20 years, MJF has been striving to build capacities of poor and marginalised people in Bangladesh to demand basic services and raise voice against rights violation. MJF also works with public institutions to ensure their responsiveness towards marginalised people. Policy advocacy is another feature of MJF’s work and it has been directly involved in some of the most progressive and pro-poor laws and policies enacted over the last 13 years in Bangladesh.

Established in 2002 as a non-government and non-profit organisation, MJF is dedicated to mainstreaming gender and disability in its operation within the country in terms of participation, capacity and programmatic focus.

MJF programmes are conceptually and strategically consistent with the relevant provisions of the Constitution of Bangladesh, as well as the Sustainable Development Agenda 2030. To that extent MJF considers itself a partner of the Government and other stakeholders working to ensure human rights and promote good governance.

MJF enjoys consultative status with the Economic and Social Council of the United Nations since 2017.

Role of Information Technology:  
MJF has a diversity of programs and donors.

The geographical spread and decentralization of programs presents unique challenges in terms of information sharing and utilization of limited resources. Information technology can address these challenges by providing technologies that remove geographical barriers and facilitate efficient communication and information exchange.

One of MJF’s key products is information. How that information is generated, processed and shared among key stakeholders is critical in MJF’s ability to deliver on its mandate. Information technology is widely recognized as a key resource and therefore its application and utilization requires strategic guidance, appropriate governance policies and well-defined procedures.

IT Policies

Information technology is a critical resource. Its utilization must be guided by principles that ensure acceptable use and protection of tangible and non-tangible information assets. Therefore, IT policies are required to address specific areas such as internet usage, email communications, allocation of IT resources, asset acquisition, terms of use, operation, change management, disposal, service level agreements between MJF and internal staffs as well as other stakeholders (vendors, etc), operational, financial, budgeting, accounting, reporting, data security and data recovery requirements of MJF.

IT Procedures

IT procedures includes a set of templates for service requests, configuration management, documentation, asset management, operational framework for IT service management, etc.

Deliverables 

- Presentation to staff on Initial Assessment and Document Review (after consultations with MJF and review of key documents e.g. IT Policy, Agreement Establishing MJF, MJF Corporate Strategy, Communications Strategy, HR Policies, Financial Policies, etc.). 

- Draft IT Strategy, Policies and Procedures 

- Dissemination Workshop to staff 
- Final IT strategy, Policies and Procedures
Proposed Work Schedule

	Item
	Activity
	Duration

	1
	Consultations, Document Review and Presentation on Initial Assessment
	15 Days

	2
	Development of Draft IT Strategy, Policies and Procedures
	14 days

	3
	Dissemination Workshop
	1 Day

	4
	Finalization of IT Strategy, Policies and Procedures
	10 days


Submission of Proposals
Interested consultants are invited to submit proposals in two sealed envelopes as follows: 

1. Technical Proposal and 

2. Financial Proposal 

The envelopes must be clearly marked ‘Technical Proposal’ and ‘Financial Proposal’. Failure to adhere to these guidelines may lead to automatic disqualification. 

The Technical Proposal should contain: 
· Consultant’s Curriculum Vitae (CV). 

· Experience in similar works. 

· Suitability to undertake the assignment. 

· Methodology and Timeframe. 

· At least 2 references whom MJF may contact directly. 

The Financial Proposal should contain: 

· Financial offer for the entire consultancy including, but not limited to: 

· Travel and accommodation during the required periods. 
· Presentation on Initial Assessment and Document Review. 
· Development of IT Strategy, Policies and Procedures. 
· Presentation of IT Strategy, Policies and Procedures during the Dissemination workshop. 
The technical and financial proposals must be contained in an outer envelope clearly marked ‘Consultancy for the Development of IT Policies and Procedures’ and delivered to:
Manusher Jonno Foundation (MJF), Plot # 3 & 4, Avenue # 3, Hazi Road, Rupnagar, Mirpur – 2, Dhaka – 1216, Bangladesh. The consultant is also requested to send soft copies of proposal and documents by email at subarna@manusher.org on 30th September 2022.
Key Contact Persons from MJF 
Md. Abdulla Hell Baki , Deputy Manager, MIS of MJF (baki@manusher.org) and S.M. Zubair Ali Khan, Director-M&E and MIS of MJF (zubair@manusher.org). Please contact with anyone from aforementioned individuals for any clarification and query. 

Payment Schedule 
The payments will be made in A/C payee cheques after successfully completing the assigned work.
Security Issues (including data security)
Data and Information of MJF is potentially sensitive and not be disclosed with outside parties or personnel and will be confidential.  

Termination of the Agreement 

Either party can terminate this agreement with a written notice within 10 (ten) days from the date of signing of this agreement. MJF reserves the right to unilaterally terminate the contract if:

· The External Consultant cannot fulfil any clause of Terms of Reference.

· The External Consultant cannot develop policy within the specified time.  

General Terms and Conditions Termination of the Agreement 
a. The individual consultant will not be allowed to delegate his duties or obligations made under this contract to be performed or carried out by any other person, or reassign its interest in a contract without first obtaining the consent in writing from MJF.

b. In the event that the consultant requires additional time to complete the contract, over and above that previously agreed to, but without MJF changing the scope of work, MJF‘ s prior written concurrence to the same is necessary.

c. MJF may make general changes, in written, within the scope of the content affecting the services to be performed or time of performance. If any such changes cause an increase or decrease in the cost or time required for performance of any part of the work under the contract, MJF shall make equitable adjustment in the contract price, delivery schedule, or both and shall modify the contract in writing accordingly.

d. In the event of failure on the consultant’s part to meet the agreed deadline MJF reserves the right to penalize the consultant or his/her farm.

e. Notwithstanding anything contained in the agreement or these conditions, MJF may at any time terminate this agreement in whole or in part by requiring the consultant to stop performing the work or any part thereof. In this event the consultant shall have no claim against MJF by reason of such termination, other than payment’ in proportion to the work performed under the agreement less any sums previously paid on account thereof.

