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“Roots of Sustainability” Project 
Terms of Reference (TOR) 
“Capacity Building on Documentation and Technical Report Writing”
Training for Partner NGOs

CARE Egypt Foundation (CEF):
CARE Egypt Foundation (CEF) is a non-governmental organization registered with the Central Administration of Associations and Federations at the Ministry of Social Solidarity under registration number 2018/833.
CARE Egypt Foundation builds on and benefits from the legacy and expertise of CARE International in Egypt, which extends back to 1954. The Foundation assumes responsibility for designing, implementing, and managing development programs and projects aimed at improving living conditions and quality of life. This is achieved by responding to and addressing the root causes of poverty and meeting the most urgent needs of the poor and marginalized groups in Egypt, using a sustainable approach consistent with local and national cultures, realities, and local and national contexts.  

“Roots of Sustainability” Project: 
The “Roots of Sustainability” project is implemented by CARE Egypt Foundation (CEF) and is funded by the German Agency for International Cooperation (GIZ). 

The project aims to build and strengthen the institutional capacities of 10 partner non-governmental organizations to enable them to design, implement and manage sustainable environmental initiatives, particularly in the areas of solid waste management, promoting circular economy practices, and raising environmental awareness in local communities.

“Capacity Building on Documentation and Technical Report Writing” Training for Partner NGOs:

Within the framework of the Roots of Sustainability project implemented by CARE Egypt Foundation (CEF) with the support of the German Agency for International Cooperation (GIZ), work is under way to strengthen the capacities of ten local partner NGOs in Assiut Governorate, to improve their institutional, technical, financial and operational capacities, and to ensure their environmental initiatives are implemented effectively and in line with the requirements of the project and the donor.
High-quality technical reporting is a cornerstone of transparency, accountability, learning and evidence-based decision-making, as the project's consolidated reporting relies on the monthly reports and supporting documents received from the partner organizations, including activity progress, log frame indicators, challenges, risks, success stories and means of verification.

Accordingly, CARE Egypt Foundation is seeking to contract a qualified consultant/ service provider to design and deliver a practical, interactive training program on "Results-Based Technical Report Writing", targeting the partner NGOs under the “Roots of Sustainability” project.

Objective of the Assignment:

This training program aims to strengthen the capacity of participants from the partner NGOs to prepare accurate, consistent, evidence-based monthly and periodic technical reports linked to the logical framework, the project indicators, and the requirements of CARE Egypt Foundation and the donor.
The training aims to sharpen the participants' practical knowledge and skills in the following areas:

· Understanding the function of the technical report as a tool for accountability, learning and project management, not merely an administrative document.

· Linking activities, outputs, indicators, means of verification and progress rates.

· Preparing clear, coherent monthly reports reflecting achievements, challenges, recommendations and next steps.

· Documenting evidence and means of verification in an organized, auditable manner, such as attendance sheets, photos, visit forms and activity documents.

· Improving the quality of direct and indirect beneficiary data, with disaggregation by gender and persons with disabilities where data is available.

· Drafting the sections on challenges, risk management, mitigation, lessons learned, sustainability, and gender and inclusion.

· Complying with the donor's and CARE Egypt's documentation, visibility and branding requirements.
· Using practical tools and templates that help the organizations produce standardized, accurate and timely reports.
Scope of Work and Deliverables:

 1. Preparation Phase:

The consultant/service provider will undertake the following tasks:

· Reviewing the relevant documents, including the project logical framework, current report templates, documentation requirements, and examples of the partner organizations’ monthly or periodic reports, if available.

· Developing a comprehensive training program and an integrated methodology for building capacity in results-based technical report writing.

· Preparing pre- and post-training assessment tools to measure participants' knowledge and learning progress.
· Designing a bilingual training program where needed, prioritizing Arabic while retaining key technical terms in English where necessary.

· Preparing presentations, facilitation materials, practical exercises, templates and case studies drawn from the nature of the Roots of Sustainability project and the partner organizations’ initiatives.

· Developing a practical reporting toolkit, including for example: a report quality checklist, a means-of-verification matrix, an indicator tracking template, a challenges and risks tracking template, a success story template, and a photo and media documentation template.

· Submitting the proposed training program and materials to CARE Egypt Foundation for review and approval before delivery.

2. Training Delivery:

The consultant/service provider will deliver an interactive, practical training workshop covering the following topics, including but not limited to:

· Introduction to technical report writing in donor-funded development projects.

· The standards of a good report: clarity, accuracy, consistency, verifiability and results orientation.
· Reading and using the logical framework in reporting: activities, outputs, indicators, means of verification and progress achieved.

· Writing achievements and progress in an evidence-based manner, avoiding general narrative unsupported by information.

· Determining and calculating progress rates in work plan implementation and linking them to planned and actual activities.

· Compiling and analyzing direct and indirect beneficiary data, with disaggregation by gender and persons with disabilities where data is available.

· Documenting activities and means of verification: attendance sheets, photos, videos, monitoring forms, meeting minutes, and procurement and implementation records.

· Writing the sections on challenges, corrective actions, risk management, mitigation and lessons learned.

· Integrating gender, inclusion, safeguarding and sustainability into the technical report.

· Writing success stories and supporting materials for communication and visibility in line with the project's and the donor's requirements.

· Ensuring consistency between the technical report, field monitoring, and the related financial and administrative data.

· Internal review and quality control mechanisms before submitting reports to CARE Egypt Foundation.

· Preparing a practical action plan to improve the reporting system within each partner organization.

The training methodology should:
· Apply participatory and adult-learning approaches.
· Include practical examples and real-life case studies relevant to development projects and NGOs.
· Using simplified reports or training templates to analyze strengths and weaknesses and redraft parts of a report during the training.
· Encourage active participation through discussions, group work, simulations, and practical exercises.
· Focus on practical application and hands-on learning rather than theoretical concepts.
· Providing practical tools, templates and forms that participants can use directly within their organizations after the training.
The consultant/service provider is also expected to:

· Supporting participants in drafting a report or part of an applied report during the training, using data or cases from their sub-projects.

· Providing technical guidance and hands-on training during the sessions, with practical feedback to participants on the quality of narrative, evidence and consistency.
3. Reporting:

The consultant/service provider commits to the following:

· Conducting pre- and post-training assessments of participants and analyzing their results.

· Providing all training materials, tools and templates in an editable format.

· Providing attendance sheets and workshop documentation.
Submitting a final narrative report that includes the following:

· A summary of the activities delivered and the methodology used.
· The number and characteristics of participants and the organizations represented.

· The results of the pre- and post-training assessments and the key conclusions.

· Participants' feedback, training evaluation results and challenges.

· An analysis of learning and the remaining gaps in reporting capacities.

· Practical recommendations to improve the quality of the partner organizations’ monthly and periodic reports.

· A brief follow-up plan or proposed action points for each organization or for the group as a whole, as feasible during the training.

· Supporting annexes, including the agenda, attendance sheets, assessment tools, and copies of the tools and templates used.
4. Post-Training Technical Follow-up and Review of the Organizations’ Final Reports:
· After the training, the consultant/service provider commits to providing follow-on technical support to the partner organizations in preparing and reviewing the final technical reports of their sub-projects. This includes receiving and reviewing the final technical report submitted by each partner organization within a period not exceeding two months from the end of the training, in order to assess the quality of the report in terms of data completeness, clarity of the technical narrative, linkage of activities, outputs and results to indicators, documentation of supporting evidence, presentation of challenges and lessons learned, and compliance with the project's and the donor's reporting requirements.

· The consultant/service provider also commits to providing written technical feedback to each organization individually, covering strengths, gaps requiring improvement, and the practical recommendations needed to develop the final version of the report before its approval, thereby improving the quality of the technical reports and strengthening the organizations’ ability to produce clear, accurate, evidence-based reports.
Deliverables:

The consultant/service provider will submit the following deliverables:

1. The training agenda and methodology.
2. A comprehensive training package and facilitation materials.

3. The pre- and post-training assessment tools and results.

4. Attendance records and workshop documentation.

5. Practical templates and tools for technical report writing and managing means of verification.

6. A draft report template or applied exercise from each participating group/organization, according to the training design.

7. The final narrative report, including findings, recommendations and supporting annexes.

8. Reviewing the final technical reports submitted by the partner organizations within a period not exceeding two months from the end of the training.

9. Providing written technical comments to each organization on its final report, covering strengths, gaps and improvement recommendations.

10. Preparing a brief analytical summary of the main common gaps in the organizations’ reports, the lessons learned, and general recommendations to improve the quality of future reports.

*The consultant/service provider must comply with CARE's policies on safeguarding, protection from sexual exploitation and abuse (PSEA) and confidentiality, and may not share any data or documents related to the project or the partner organizations without prior approval from CARE Egypt Foundation.

Expected Results and Indicators:
	Expected Result
	Performance Indicator

	Improved knowledge and understanding of the principles of results-based technical report writing.

	At least 80% of participants show improvement between the pre- and post-training assessments.


	Improved capacity of the organizations to prepare reports linked to the logical framework and project indicators.

	Participants are able to link activities, outputs, indicators and means of verification within the report template.


	Strengthened practical skills in drafting achievements, challenges, lessons learned and recommendations.

	Participants successfully complete a practical exercise preparing part of a monthly/periodic report using a standard template.


	Improved quality of documentation and evidence supporting the reports.

	Participants use the means-of-verification matrix and the report quality checklist during the exercises.


	Strengthened institutional sustainability and application of learning after the training.

	Each participating organization prepares clear action points to improve its reporting system.


	Increased compliance with reporting, accountability and visibility requirements.

	Participants demonstrate a better understanding of CARE's and the donor's compliance, visibility and documentation requirements.


Consultancy Level of Effort:
The assignment is expected to be completed within a total of 10 working days, including the preparation and design phase, training delivery, and submission of the final report and all required deliverables. The number of days may be adjusted according to the final work plan agreed with CARE Egypt Foundation.
Execution of Assignment:
· Location: Assiut

· Assignment timeframe: the training will be delivered during the second half of July 2026, and the final report and all deliverables will be submitted no later than 6 August 2026.

· Target group: representatives of the partner NGOs in the Roots of Sustainability project, including project managers, project coordinators, M&E/reporting officers, the relevant administrative and technical staff, and communication or documentation officers where needed.

*The participating NGOs are small to medium community-based organizations working in the fields of environment, solid waste management, agricultural waste recycling, community development and local capacity building.

Consultant’s Required Qualifications:

The consultant/service provider must possess the following qualifications:

· At least 7-10 years of practical experience in technical report writing, monitoring and evaluation, development project management, and capacity building for NGOs and civil society organizations.

· Proven experience in designing and delivering training programs on reporting, results-based management, monitoring and evaluation, or the management of donor-funded projects.

· Deep understanding of donor reporting and compliance requirements, preferably with previous experience with projects funded by GIZ, the European Union or international development organizations.

· Experience in developing practical report templates and tools, indicator tracking, means of verification, risk management and success stories.

· Strong ability to simplify technical concepts and facilitate practical learning for participants of different backgrounds.

· Excellent facilitation, communication and report writing skills in Arabic; proficiency in English, particularly reporting and donor terminology, is preferred.

· Ability to work with local civil society organizations in Upper Egypt and understanding of the reporting and documentation challenges in community and local contexts.

Coordination and Reporting:

The consultant will submit a final report including findings and recommendations to the Roots of Sustainability Project Manager or their designee at CARE Egypt Foundation. CARE Egypt will notify the consultant of its decision regarding the documents or reports received within 7 working days of receipt, stating the reasons if reports or documents are rejected or amendments are requested.
Application and Requirements:

Interested applicants should submit the following documents in their offers:

1. Technical Proposal.  

i. A technical offer covering the methodology, work plan and proposed approach for delivering the assignment, including the timeframe and the proposed techniques and tools.
ii. An up-to-date CV of the consultant(s).
iii. References for similar previous assignments; samples of previously developed training materials or reporting tools are preferred.
iv. Valid registration documents for companies/firms, if applicable.
2. Financial Proposal: 

i. The financial offer must include all taxes applicable by law, excluding value added tax (VAT) if its exclusion is requested. CARE Egypt Foundation will withhold the taxes due and deposit them with the competent tax authorities under this agreement.

ii. Fees of the consultant and the team working with them

Professional Service Fees:
	Deliverables / Description
	Quantity
	Unit of measurement
	Unit price
	Total

	Preparation phase: document review, training material design, preparation of assessment tools and practical templates

	2.5
	DAY
	
	

	Training delivery: delivering the training workshop, applied exercises and assessment tools
	5
	DAY
	
	

	Reporting: preparing the final narrative report and delivering the editable materials and tools

	2.5
	DAY
	
	


Administrative Costs:
	Description
	Cost in EGP
	Number
	Total

	
	
	
	

	
	
	
	

	
	
	
	


*Administrative Costs: may include transportation, flights, accommodation, daily subsistence allowances, departure taxes, training costs, data collectors' and interpreters' fees, etc. Please note that daily allowances and accommodation costs will be determined in accordance with CARE Egypt Foundation's policy. Where the supplier's travel costs are paid under this agreement, the supplier shall comply with CARE's travel policies and shall be subject to the daily allowance rates set by the Foundation.

The technical and financial offers shall be sent to Huda.Abdelgelel@cef-eg.org no later than, 18 July 2026, quoting the assignment title ("Capacity Building for Documentation and Technical Report Writing" Training for Partner NGOs – Roots of Sustainability) in the email subject line.

*No proposals received after the deadline will be considered, without exception.
*Please do not hesitate to contact us by email for further details or enquiries before the deadline.
Proposals will be evaluated against weighted criteria covering understanding of the assignment, the proposed methodology, previous experience and value for money, as follows:
	Evaluation Criteria
	Supporting Document
	Percentage per Item
	Total Percentage

	First: Technical Evaluation   
	70%

	1. The consultancy firm's experience in the field of the required assignment


	Portfolio and previous experience


	15%
	

	2. The experience of the proposed technical team


	CVs of the consultants and trainers participating in the assignment


	20%
	

	3. Understanding of the assignment and the proposed delivery methodology


	Work plan, methodology, general delivery framework and timeframe


	20%
	

	4. Experience in developing similar training content


	A sample of training materials in the field of the assignment

	15%
	

	Second: Financial Evaluation
	30%

	1. Reasonableness of pricing in relation to the proposed service
	
	15%
	

	2. Payment terms
	
	15%
	


*The Foundation reserves the right not to disclose the reasons for rejection. The Foundation also reserves the right to review applicants and request a revised offer, if required, or additional documents.

*The Foundation also reserves the right to split the consultancy assignment between more than one consultant if there are several suitable proposals from different consultants.
Payment Schedule:

· All payments are made within 30-45 working days of invoice submission, and are linked to service delivery according to the schedule and to the submission of an invoice and a statement of working days.
· CARE Egypt Foundation will withhold the taxes due and deposit them with the competent tax authorities under this agreement. The financial offer must include all taxes applicable by law, excluding VAT if its exclusion is requested.
Ownership and Confidentiality:

All materials, reports, tools and deliverables developed under this assignment remain the property of CARE Egypt Foundation.

The consultant/service provider also commits to maintaining the confidentiality of all information obtained during the assignment, and may not share or reproduce any materials without prior written approval from CARE Egypt Foundation.
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