
Terms of Reference (ToR)
Prepare training material for the Member Associations’ Support and Development Teams (MA S&D) at IPPF

1) Background
The International Planned Parenthood Federation (IPPF) is a global service provider and a leading advocate of sexual and reproductive health and rights for all. We are a worldwide movement of national organizations, working with and for communities and individuals.
The IPPF Secretariat comprises of the London office and six regional offices:
a) Africa (Nairobi)
b) Americas & Caribbean (Mexico and Trinidad & Tobago)
c) Arab World (Tunis)
d) East and South East Asia and Oceania (Kuala Lumpur and Suva)
e) European Network (Brussels)
f) South Asia (Delhi)
The Secretariat is responsible for strategy, income generation and distributing core funds to member associations and collaborating with members on technical developments and sector advancements. It also carries out direct advocacy for sexual and reproductive health and rights to international and regional bodies.
Following the realignment, the Secretariat was broadly divided across three broad lines
a) Member Associations Support & Development (MA S&D) (external facing)
b) External Relations (external facing)
c) Corporate and Finance Services, responsible for the internal operational and financial support services to the other divisions (internal facing)
In this context, all work relating to and with the Member Associations was assigned to the MA Support & Development Teams across the Secretariat. 
In its continuing efforts to provide the necessary support to staff across the Secretariat and particularly in building the financial capacity of the MA Support and Development teams, the IPPF Secretariat Finance Team (internal facing) wish to develop training course to help staff fulfill their daily responsibilities from a financial management and compliance perspective.  
As part of this effort IPPF is seeking to hire a consultant to prepare comprehensive and engaging documentation targeted at the MA Facing Team. This presentation will serve as a financial tool to inform, engage, and align the team with key strategies, challenges and goals to enhance their ability to support Member Associations.
2) Context
a) IPPF is a global federation. 
b) The global federation comprises of Member Associations (MAs) and the secretariat. 
c) MAs are independent organizations at the country level, having their own board and management – requiring local compliance at the country level too.
d) One of the main tasks of the secretariats is to support MAs & ensure they use donors funds in the most efficient and effective manner.
e) At the secretariat, MA support directors and most of the Architects of cooperation (AoCs) are from medical /social sectors and not financial background.
f) Small MAs don’t have a strong finance department. They have one or two accountants reporting to the CEO/ Executive Director (reflecting lack of capacity).
g) Very few MAs are knowledgeable about the specificities of restricted project funding, external audit requirements, internal controls, internal audit, etc.
h) Given the size of the MAs, only a few of them have an internal audit department.
i) The Architects of Cooperation/ Business Analysts are the front line responsible for, besides other assignments:
i) ongoing financial oversight on grants issued to the MAs, 
ii) support MAs with their financial management queries,  
iii) review and support MAs with business planning 
iv) review and support MAs in half yearly and annual reports reviews
v) review audit reports along with management letters and overseeing follow up action.

3) Purpose of Assignment
The objective is to hire a consultant to develop material that would be used to train staff  (especially MA Facing) across the Secretariat, in providing financial oversight and support to MAs based on a set of pre-approved themes.
4) Scope of work
The consultant is expected to prepare guidance and reference material including power point presentations on topics listed below to enhance the financial capacities of the Architect of Cooperations (AoCs)/ Business Analysts (BAs) and the MA Support and Development Directors. This will enable the MA facing team to support the Member associations more efficiently in the areas listed below:
a) Financial management 
i) How to evaluate financial performance and strength of an organization/ MA (for AoCs/ BAs).
ii) Compliance required against unrestricted core grants provided by IPPF. These at the minimum will include:
(1) Compliance with membership standards 
(2) Compliance with the Safeguarding policy 
(3) Compliance with prevention of financial crime (all aspects, including anti-fraud management, anti-money laundering/ terrorist financing/ sanctions, etc.)
(4) Operation compliance with:
(a) Funds to be utilized during the year.
(b) Not to be used for building reserves.
(c) Any unspent balance to be carried forward for specific projects on approval by the Regional Director.
(d) need for an annual audit (by top 20 auditors or their affiliate) and waiver process to be followed, if required.
(e) Specific IPPF requirements in the context of annual audited report which include signing off by the Board, Financial Control evaluation requirements, reconciliation of audited numbers with annual financial report, signing of statement of internal controls and follow up on management letter comments.

b) Business planning and report - Reviews to be undertaken as part of Business plan, half yearly report and annual reports.

c) Global assurance - IPPF’s global risk assurance team, chooses at least ten MA across all regions for assurance checks (also referred to as internal audit) on risk-based assessment. The information relating to risk and other specific issues at the MA (like spike in funding, governance-management conflict) is provided by and follow up on action taken report is overseen by, the MA S&D teams. 

d) Accreditation compliance - As part of the accreditation process the MA S&D teams support in reviewing checks in relation to the standards that confirm if the MA is financially healthy or not. They also support the MA on implementation of recommendations from the accreditation review.

e) Restricted project – which includes explaining what a restricted project is and then provide typical areas of compliance and financial management in relation to restricted project management. This includes specific compliance requirements, overhead recovery, indirect cost, forex management, timelines for reporting, specific procurement guidelines, other does and don’ts in relation to a project, etc.

f) Due Diligence - before onboarding an organization as a partner or a member association, IPPF undertakes a due diligence process, which includes financial due diligence. A full list of current requirements is available within the IPPF Risk and Assurance Unit. This should be used as a basis to incorporate in the manual the key procedures to be followed by the MA Support & Development Teams.

5) Expected Deliverables
· A training manual that encapsulates all the material relating to the training course, divided into multiple modules that include financial management, business planning and reporting, restricted project management, global assurance, due diligence process and support to accreditation process.
· PPT presentation modularising the entire course with examples in relation to key areas, to enable ease of understanding the course and the context of each of the situations.

6) Supervision and support
Technical support and supervision for the assignment will be provided by IPPF Head of Corporate Services
7) Selection Criteria
The selection of the consultant will use a 80:20 weightage to technical and financial evaluation respectively. 
The technical evaluation will be based on the following criteria:
a) Expertise in preparation of training material and courses in relation to financial management, audits (internal/ external/ projects), restricted project management or compliance. 
b) Experience in writing reports, summaries and developing training material for non-finance stakeholders in English language 
c) Demonstrate experience working and engaging with different stakeholders from diverse educational backgrounds and areas of expertise
Experience working with NGOs, with a deep understanding of their finance, compliance and operational aspect, including funding sources
