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1
BACKGROUND INFORMATION

1.1
Beneficiary country

Beneficiary Country
 
1.2
Contracting Authority

The Central Financing and Contracting Department within the Ministry of Finance 
1.3
Relevant country background

The beneficiary country gained independence in 1991. In 2001 the country signed a Stabilisation and Association Agreement with the European Union which entered into force in 2004. In 2005, the European Council has granted the beneficiary country with EU candidate status. In 2008 the EU Council adopted the Accession Partnership, which encompassed key reform priorities. 

1.3.1 EU assistance framework for Human Resource Development through IPA

As of 1 January 2007, the Beneficiary Country is eligible for all 5 components of the Instrument for Pre - Accession Assistance
. 

The overall objective of the Human Resources Development component (IPA HRD IV) is to foster development of human resources by improving the quality of human capital, leading to more and better jobs, higher growth and development, and increased national competitiveness at international level. In addition, the IPA Human Resources Development component supports the preparation of implementation of the EU cohesion policy, in particular the management of the European Social Fund. 

1.3.2 General country description

The country is landlocked between 5 neighbouring countries: Albania, Bulgaria, Greece, Kosovo and Serbia. Its territory amounts to 25,713 km2. The country has a total population of 2,022,547 in 564,296 households, with an average population density of 79 persons per sq km
. 

The country is divided in 84 Municipalities (33 situated in a city, 49 situated in a village, and 10 in the capital city of Skopje). 57% of the population lives in the cities. The capital Skopje absorbs almost 29% of the total population and 40% of the urban population, an enormous amount of the financial resources, investment, human and social capital.
1.3.3 Social Economic background 

The economy of the country is characterized with modest performance over the entire transition period (1990-2006)
. Over the period 2007-2009 the average real GDP growth was around 3.3 %. 

The global economic crisis affected the economy of the country in 2008 and 2009. The Government adopted various anti-crisis measures to tackle the impact of the global economic crisis. 

1.4
Current state of affairs in the relevant sector

1.4.1. Current situation in the labour market
The moderate GDP growth and the slow gross investment growth in the country have led to poor performance of the labour market. The restructuring of the economy led to an overall decline in labour demand, as the low growth dynamics and the poor business environment failed to create a sufficient number of job opportunities. The labour market is characterized with high and persistent unemployment, combined with low activity and employment rates. Labour force in the fourth quarter of 2010 accounted for 954 928 persons
. In the population aged 15-64, for the same quarter, the activity rate was 65.1%, the employment rate was 44.8 % and the unemployment rate 31.2 %. 
1.4.2 Situation of women in the labour market 
The labour market is a significant area in which women from ethnic communities find themselves disadvantaged due to gender bias. 

According to the Population Census 2002
, participation rates ethnic community females are 10.6% for Albanian females, 19.2% for Turk females, 29.6% for Bosniacs, 34.7% for Roma, 36.3% for Serbs and 41.8% for Vlachs.  
Participation in the labour market

Observed by gender, in fourth quarter of 2010, female participation rate equalled at 52.0% that is 25.9 percentage points lower than that of males (77.9%). Female participation is particularly low among females from ethnic minorities. According to the Population Census 2002
, participation rates for ethnic community females are 10.6% for Albanian females, 19.2% for Turk females, 29.6% for Bosniacs, 34.7% for Roma, 36.3% for Serbs and 41.8% for Vlachs. Observed by educational level, the difference between participation rates of men and women decreases with higher education, varying between extremely low participation of women with primary education or less and very high participation of women with higher and university education. Moreover, there is a significant difference between female participation rate in rural and urban areas. However, main constraints for labour participation of unskilled women from some ethnic communities especially for Albanian and Roma women are related to the low level of social development, conservative beliefs and what can generally be described as “traditions”. 
Employment rate

In the fourth quarter of 2010, the employment rate of females was 35.5% compared to that of males which was 53.9% and that occurred due to the lower activity of women than that of men
. The employment rates for women of Albanian (2.9%), Roma (5.5%) and Turkish (5.8%) origin are particularly low
.

The sectors where females tend to work are usually underpaid posts of low-income sectors. Moreover, unpaid family workers, especially in agriculture, are increasingly found among women. Additionally, low educated women, in the context of a general lack of jobs and an excess of labour, enter informal economy as housekeepers, charwoman, day-care providers, etc.

Unemployment rate

In the fourth quarter of 2010, the unemployment rate of females was 31.8% compared to that of males which was 30.9%.
 As seen from the Census results in 2002, Roma, Albanians and Turks are mostly affected by unemployment and their unemployment rate is more than twice as high as the national average. Roma women have the highest unemployment rate of 84.1% followed by Albanian women (72.9%) and Turkish women (69.7%)
. 

1.4.3 National Policy Framework 

In the recent years, the Beneficiary Country has developed antidiscrimination legislation and active inclusion policies, which inter alia, include measures for protection against discrimination and social exclusion on grounds such as ethnicity and gender. 

Law for Equal Opportunities of Women and Men (2006) regulates common ground to improve and enhance the status of women and to establish equal opportunities for women and men in political, economic, social, educational and other areas of social life. 
Law on Prevention and Protection Against Discrimination (2010) provides prevention and protection from discrimination while exercising the rights guaranteed by the Constitution, law and ratified international agreements. Protection and prohibition of discrimination applies to all physical and legal persons. 

National Strategy for Employment (adopted in 2006) is a medium term document establishing national employment policy targets. One of the main priorities of the Strategy is to increase the employment rate among women and to improve the participation of minority ethnic communities in the labor market.

National action plan for employment 2009-2010 (adopted in 2009) and Operational Plan for Active Labour Market Programs and Measures aim at fostering the realisation of the National Employment Strategy. The Operational Plan targets disadvantaged people in the labour market, including  women (e.g. long-term unemployed women, single mothers, women victims of domestic violence) and ethnic minority individuals (e.g. Roma). 

The National Action Plan for Gender Equality 2007-2012 (adopted in 2007) focuses on the gender mainstreaming processes. The strategic goals foreseen in the area of ‘women and employment’ is increasing the employment rate among women and improving the economic status of women in the country. 

The Action Plan for advancement of Roma women 2008-2010
 (adopted in 2008) inter alia aims at providing increased opportunities for Roma women for their successful integration at the labour market. The action plan is implemented through annual Operational plans.

National Strategy for Combating Poverty and Social Exclusion 2010-2020 (adopted in 2010) aims at improving the social inclusion, welfare and the quality of life of all categories of citizens in the country. The main strategic goal of the Strategy will be achieved through coordinated and complementary measures and actions, organized in different areas such as employment, health care, long-term care, education, transport, social protection, housing, child protection, equal opportunities, etc.
So far there was no comprehensive evaluation of the effectiveness and relevance of implemented policy initiatives, which inter alia target disadvantaged women on the labour market. Moreover, the existing traditional measures, services and approaches in the area of employment do not effectively meet the needs of minority groups’ females in the labour market. Accordingly, adoption and implementation of specific programmes addressing the differentiated needs of disadvantaged ethnic minority women facing multiple-discrimination in the labour market remains a challenge. Additionally, a gender mainstreaming needs to be further promoted in all programmes targeting their social exclusion. 
1.4.4 Institutional Framework 

The following institutions are of essential relevance for the implementation of this Project: 

The Ministry of Labour and Social Policy is entrusted with policy making, monitoring and evaluation functions in the field of employment and labour relations. Accordingly, among the key areas of concern of the Ministry of Labour and Social Policy are promotion of gender equality and related employment issues. These areas are mainly dealt with the everyday work of the following MLSP departments: 

· The Department for Equal Opportunities fosters improvement of the status of women in all areas of social living and is responsible for ensuring equal opportunities for women and men on national and local level. Furthermore, the Department is responsible for the implementation of the Law on Equal Opportunities for Women and Men and the National Action Plan on Gender Equality and the related measures and recommendations, as well as to perform monitoring of the implementation of the relevant policies, measures and activities. The department also provides for inter-department and inter-sector coordination and fosters the cooperation with the civil sector and with the social partners.

· The Labour Department creates policies and measures for employment, protection of long-term unemployment, development of labor law and issues related to labour relation rights. This sector works on preparation, implementation and evaluation of the National Employment Strategy and National Action Plan for Employment.

Each ministry and other bodies of governmental authorities
 has to appoint a Coordinator for Equal Opportunities, who coordinates the activities of the respective ministry and institution with respect to gender issues and ensures that the gender perspective is being observed within all policies and programs of the respective ministry. They report at least once a year on their work to the Ministry of Labour and Social Policy. Currently, there are 24 Coordinators appointed in various line ministries and other bodies of governmental authorities. 
The units of local self-government, under the Law on Equal Opportunities have gained competencies to form a Commission for equal opportunities as a permanent body within their Councils. The Commissions work on the promotion of women’s position and on providing equal opportunities for men and women on a local level, through the process of creating and adopting policies, their implementation, monitoring and evaluation. They also draft local action plans for gender equality. Moreover these Commissions are obliged at least once a year to report on their work to the Ministry of Labour and Social Policy. 

Within the local self-government units, an Equal opportunities coordinator is to be appointed, as a civil servant who supports the work of the Commissions. So far, from total of 84 municipalities, 81 municipalities have established commissions and 81 of them appointed coordinators. Commissions and coordinators are also involved in programmes and projects implemented by the Ministry of Labour and Social Policy towards strengthening their capacity and creation of local action plans. 

Employment Service Agency is a public institution that provides support and ensures services to participants in the labour market. The Employment Service Agency implements active employment measures targeted, inter alia to disadvantaged women. The Employment Service Agency consists of a Central Office, the local Employment Centre in Skopje and 29 other local employment centres throughout the country including approximately 500 employees.   

The Centres for Social Work are key public providers of professional services in social work (with individuals, groups and families), as well as administrators of social assistance payments. Currently, there are 30 inter-municipal centres, dispersed in all larger cities in the country with 1007 employees
. 

Civil society organizations, in particular those dealing with human and women rights play an important role in the process of development and implementation of the anti-discrimination legislation and programmes. They are regularly consulted on these issues. They implement initiatives in this field funded from national and international sources.

1.5
Related programmes and other donor activities

Related EU assistance
Title: Integration of Women from Minority Ethnic Communities in the Labour Market
Donor: European Union (Instrument for Pre-Accession Assistance (IPA) - Operational Programme Human Resources Development 2007-2013)

Duration: 15 months (2011/2012) 
Project description: This operation will be implemented through a grant scheme and will be complementary operation to the proposed one. The grant scheme will support implementation of the activities that are intended to help ethnic minority women to improve their employment potentials through specialized trainings tailored to their needs and potentials and aligned with the labour market needs.

Title: Support to the employment of young people, long-term unemployed and women
Donor: European Union (Instrument for Pre-Accession Assistance (IPA) - Operational Programme Human Resources Development 2007-2013)

Duration: 15 months (2010/2012)

Project description: The project is implemented by provision of a grant to the Employment Service Agency. The specific objective of the project is to increase employability of unemployed young people, long-term unemployed and women by increasing their competences (knowledge, skills and attitude). Three different activities will be co-financed through EU funds: 1) Internship in Support of First Employment of Young Persons up to the Age of 27, 2) Trainings for General Skills and 3) Trainings for Skills demanded on the Labour Market.

Title: Support to the capacity building for the implementation of the Strategy for Roma

Donor: European Union (Instrument for Pre-Accession Assistance (IPA) - Transition assistance and Institutional Building)

Duration: 15 months (2011/2012) 
Project Description: The objective of the project is to strengthen the institutional capacity of co-ordination structures at national and municipal level for implementation of the National Strategy for Roma and the Decade for Roma Inclusion 2005-2015, with the view to contribute in improvement of the situation of Roma and in decreasing the gap between the Roma community and the majority population in the country.

Other related programmes

Title: Analysis of the relevant legislation and citizen logs in order to overcome the unequal treatment of Roma and access to the to the state institutions service in the Beneficiary Country, especially for the Roma women  

Donor: United Nations Development Fund for Women (UNIFEM)

Duration: 2009    

Project description: The project aim is to survey existence of discriminatory practices towards Roma women by the civil servants and increase the awareness of the officials and civil servants regarding their responsibility to ensure equal treatment towards all the citizens. The information received with the survey should contribute towards the implementation of one (from the total of five) strategic priorities of National Action Plan for Roma women i.e. strategic objective regarding the human rights of the Roma women. 

Title: Consolidating the legal and institutional foundations of social dialogue in the countries of the Western Balkans and Moldova 

Donor:
International Labour Organization 

Duration: 2008/2011 

Project Description: The International Labour Organization (ILO) is devoted to advancing opportunities for women and men to obtain decent and productive work in conditions of freedom, equity, security and human dignity. Its main aims are to promote rights at work, encourage decent employment opportunities, enhance social protection and strengthen dialogue in handling work-related issues. 

Title: Capacity building and direct measures for promotion of employment for protection from illegal migration and trafficking in human beings among Roma youth in Skopje and Tetovo

Donor: Government of the Kingdom of Norway 
Duration: 2010

Project Description: Building the capacities and implementation of measures for promotion of employment in relation to protection from illegal migration and trafficking in human beings in Skopje and Tetovo. 

2
OBJECTIVE, PURPOSE & EXPECTED RESULTS
2.1
Overall objective

The overall objective of the project is as follows:

To enable disadvantaged women, in particular ethnic minority women to improve their employment potentials in the labour market.    
 2.2
Purpose
The purpose of this project is as follows:
· Strengthening the capacities and mutual cooperation of the relevant stakeholders for integration of disadvantaged women in the labour market, with special focus on women from ethnic minority communities.
2.3 
Results to be achieved by the Consultant
· Data collected and situation of disadvantaged women assessed; 

· Training programmes and methodologies tailored to specific target groups, for effective and efficient inclusion of the disadvantaged women in the labour market with special focus on ethnic minority women, developed and implemented;  
· Cooperation among the relevant stakeholders promoted. 
3
ASSUMPTIONS & RISKS 
3.1   
Assumptions underlying the project intervention
· Government maintains consistent policy for the social inclusion; 

· Close co-ordination with other initiatives in the sector is in place.

3.2 
Risks
· Lack of participation and interest on the side of NGOs and/or local authorities to participate in the project activities; 

· Insufficient involvement of the relevant stakeholders, especially local self government units in the project activities.
4
SCOPE OF THE WORK
4.1
General 
4.1.1
Project description 
The contract aims at promoting the integration of disadvantaged groups of women in the labour market, with special focus on ethnic minority women by strengthening the capacities of the relevant stakeholders and their mutual cooperation. To this end, an analysis of the labour market status of disadvantaged women, in particular ethnic communities will be conducted. In addition, relevant stakeholders will benefit from trainings in order to improve their capacity to address the labour market related needs of disadvantaged women.  
4.1.2
Geographical area to be covered
The whole territory of the Beneficiary Country
4.1.3
Target groups 

· Relevant departments within the Ministry of Labour and Social Policy;
· Relevant governmental institutions: Centres for Social Work, Institute for Social Policy, Institute for Social Affairs, Employment Service Agency, care institutions, etc; 

· Local Self-Government Units;

· Nongovernmental Organisations (NGOs).
4.2
Specific activities
The specific activities of the Consultant will comprise at minimum the following:
Activity 1: Collect data and assessment 

1.1  Identify the type of data to be collected and the potential source of information; 
1.2 Collecting data and monitoring the achieved results to date concerning employment of disadvantaged women, with special focus on ethnic minority women; 

1.3  Analyse the collected data and present the results of the assessment to the relevant stakeholders;

Activity: 2 Training of stakeholders

2.1 Identifying the relevant stakeholders that realize programmes and incentives to the disadvantaged women and defining the way of their involvement in the project activities;

2.2 Conducting training needs analysis of the targeted stakeholders to assess their capacity to                 effectively deal with the labour market integration of disadvantaged women;

2.3 Designing a training plan for the stakeholders including programme for each target population according to the results of the analysis.

· Designing minimum three training programmes and methodology that will facilitate integration of disadvantaged women in the labour market  following the best practices and EU experiences;

2.4  Development of  teaching and training materials for delivery of the training programmes;

2.5  Implementing the training plan for the targeted stakeholders;

Activity 3:  Cooperation among stakeholders
3.1 Developing effective cooperation among relevant stakeholders dealing with disadvantaged women for their integration in the labour market; 

3.2 Disseminating the achieved results of the project to involved stakeholders 
4.3 
Project management

4.3.1 
Responsible body
The Contracting Authority is the Central Financing and Contracting Department within the Ministry of Finance.
The Project Beneficiary will be the Ministry of Labour and Social Policy.
4.3.2 
Management structure

The Central Financing and Contracting Department will be the Contracting Authority. The Head of the Contracting Authority in the case of the Beneficiary country is at the same time the Head of the Operating Structure for Human Resources Development. Therefore, besides the responsibilities of CFCD in launching tenders, organising evaluations, preparing/signing contracts, monitoring, accounting and executing payments, CFCD also supports HOS in performing its supervisory role over the IPA structure within the Ministry of Labour and Social Policy. 

The IPA Structure in the Ministry of Labour and Social Policy through the IPA Coordinator is a body within the OS which has tasks mainly related to technical implementation and monitoring. Furthermore, the IPA Coordinator has to ensure that the Consultant is provided with all necessary information needed for implementation of the project.
Steering Committee - The IPA Coordinator shall establish a Steering Committee. The SC provides strategic and technical guidance to the project, monitoring progress and assist where possible in overcoming any difficulty during the implementation. The SC will be chaired by a high-ranking official of the Ministry of Labour and Social Policy.
The SC members will include representatives from the relevant stakeholders (as deemed appropriate), such as:

· The Ministry of Labour and Social Policy (Department of Equal opportunity, Department of Labour, etc.) and institutions within its scope of work; 
· The Ministry of Education and Science;
· The Ministry of Local Self-Government; 

· The Cabinet of the Minister without portfolio, responsible for Implementation of the Strategy for Roma Decade; 
· Other relevant stakeholders. 

The Central Financing and Contracting Department and EU Delegation in Skopje will attend the Steering Committee as observer. The final composition of the Steering Committee has to be agreed with the Contracting Authority during the Inception Period. 
The Consultant will serve as Secretariat to the Steering Committee.

The Steering Committee will meet at least twice a year. The Consultant will ensure the proper functioning of the Committee meetings by organising the administrative work. The task will be performed in coordination with the Project Beneficiary. The first meeting of the Steering Committee will be held at the end of the inception period, in order to assess the submitted inception report. 
The role of the Project Beneficiary (MLSP) in the implementation of the project will be to:
· Facilitate nomination of Steering Committee members in the Inception phase and co-ordinate with the Consultant the above-mentioned task;

· Appoint senior member of the staff to liaise with the Consultant and ensure that staff at appropriate level is made available to work alongside the staff of the Consultant. The Project Beneficiary staff shall not be paid from project funds;
· Provide all possible assistance to solve unforeseen problems that the Consultant may face. The possible failure to solve some of the Consultant’s problems encountered shall not free the Consultant from meeting its contractual obligations vis-à-vis the Contracting Authority.
4.3.3 
Facilities to be provided by the Contracting Authority and/or other parties

The Contracting Authority or/and project beneficiary shall supply the Consultant promptly with any useful information and/or documentation which may be relevant to the performance of the contract. 
5
LOGISTICS AND TIMING

5.1
Location

The location of the assignment will be in Skopje. The consultant will have to implement activities all over the country in any other locations where it will be necessary to provide for short-term inputs, as visits to relevant institutions outside the capital.  
5.2
Commencement date & Period of execution

The intended commencement date is November 2011 and the period of execution of the contract will be 15 months.
 
6
REQUIREMENTS

6.1
Personnel

100% of the Consultant’s activities should be implemented in the Beneficiary country. In exceptional cases, the Contracting Authority may approve working days out of the beneficiary country based on duly substantiated written justifications. 
6.1.1 
Key experts

All experts who have a crucial role in implementing the contract are referred to as key experts. The profiles of the key experts for this contract are as follows:

Key expert 1: Team Leader/Key Expert 1 in Social Inclusion of Disadvantaged Women (210 working days spread over a period of 15 months) 
The Team Leader/Key Expert 1 will have overall responsibility for the sound management and timely implementation of the project as well as the efficient use of project funds. He/she will be responsible for planning and supervising all project activities, and carrying out/taking part in the implementation of the activities of the project. 
The Team Leader will be responsible for the field management of the team of experts. The Team Leader should have the possibility, in consultation with the Consultant’s Project Director (to be covered under backstopping), to mobilise backstopping expertise to address unforeseen problems and technical issues. 
In addition to his management tasks, the Key Expert 1 is responsible for the implementation of the project activities.

The Team Leader must have the following background/experience:
Qualifications and skills:
· A Master or University Degree
 in social sciences, law, sociology, economics (where a University Degree has been awarded on completion of minimum three years of study in a university or equivalent institution) or general professional experience of five years above the minimum general professional experience requested below. 
General professional experience:
· Minimum of 10 years of general professional experience in the field of social inclusion; 
Specific professional experience:
·  Five years of experience in capacity building of professionals in the field of social inclusion;  
· Proven track record of at least 3 years in development and implementation of programme/measures in the field of inclusion of disadvantaged women in the labour market; 

· Experience as Team Leader in at least one project. 
Key expert 2: Expert on training and development of training methodologies for labour market inclusion of disadvantaged women (140 working days spread over a period of 15 months)

This expert will be employed for up to 140 working days for the time of his/her inputs to the project. He will support the Team Leader by providing technical assistance to the project, in particular activities mostly specified under Activity 2. He/she should have the following qualifications and expertise:

Qualifications and Skills:

· A Master or University Degree
 in social sciences, law, sociology, economics (where a University Degree has been awarded on completion of minimum three years of study in a university or equivalent institution) or general professional experience of five years above the minimum general professional experience requested below;
General Professional Experience:
· Minimum of 5 years of general professional experience in social inclusion of disadvantaged women;
Specific Professional Experience:
· Proven track record of at least two projects in at list one area:

· development and implementation of programme/measures in the field of inclusion of  disadvantaged women  in the labour market; 
· preparation and implementation of training programmes in inclusion of disadvantaged women in the labour market. 
6.1.2 
Other experts (159 Working days spread over a period of 15 months) 
CVs for experts other than the key experts are not examined prior to the signature of the contract. They should not be included in the tender.

The Consultant shall select and hire other experts as required according to the profiles identified in the Organisation & Methodology and these Terms of Reference. The Consultant must clearly indicate the profiles, so it is clear which fee rate in the budget breakdown will be applied. All experts must be independent and free from conflicts of interest in the responsibilities accorded to them.

The selection of short term experts must be done on transparent and equal treatment basis. All the positions for an assignment above 15 WD must be duly advertised at web page of the Contracting Authority and at the web page of the EU Delegation, for at least 10 WD. A reference about advertisement shall be published in one nationwide newspaper(s) of the Beneficiary country. A selection interview shall be organized for at least three shortlisted applicants. The Contracting Authority shall be formally invited to take part in the interviews, as observer. The selection criteria must clearly identify minimum requirements below which the candidate is non eligible – eliminatory criteria, and criteria allowing objective comparison among the applicants meeting the minimum requirements – comparative criteria.
The selection of local short term experts is subject to respect of the above mentioned principles and requires prior approval of the Contracting Authority.
Note: Civil servants and other staff of the public administration of the Beneficiary Country cannot be recruited as experts. 
The non key experts must comply with the following minimum requirements:

Qualifications and skills:

· A Master or University Degree
 in social sciences law, sociology, economics (where a University Degree has been awarded on completion of minimum three years of study in a university or equivalent institution) or  general professional experience of five years above the minimum general professional experience requested below. 

Professional experience:

· Minimum of 5 years of relevant working experience for junior experts and a minimum of 10 years relevant experience for senior experts;

· Training needs analysis and/or design and implementation of trainings for individuals working in the area of social inclusion and labour market areas, collection of data, etc. 
Civil servants and other staff of the public administration of the beneficiary country cannot be recruited as experts, unless prior written approval has been obtained from the Contracting Authority.

The Consultant will have to include in its Organisation and Methodology the contribution of non-key experts (in working days). Altogether, non-key experts will be engaged for at least  159 working days (at least  92 working days for senior and 67 working days for junior non-key experts) over 15 months.
6.1.3
Support staff & backstopping

The Consultant is expected to provide a sound backstopping system of services and to put down in the technical offer the mechanisms of backstopping.

A Project Director from the Consultant’s headquarters shall be appointed for the whole duration of the project. He/she shall have the overall responsibility for the smooth and timely implementation of the Project and the sound and efficient use of project funds. The Project Director must be an efficient senior manager with experience in similar assignments. 

He/she will have the following responsibilities:

· Oversee the co-ordination of the overall project activities from the Consultant’s headquarters;

· Ensure proper reporting to the Contracting Authority;

· Ensure co-ordination between the project office, the Consultant’s headquarters, the Project Beneficiary, the IPA Coordinator in MLSP, the Contracting Authority and the EU Delegation in Skopje;

· Ensure proper administrative control of the project’s expenses, preparation of invoices with supporting documentation, and the timely delivery of reports. Quality control of reports in terms of contents, layout (standardised) and quality of language is a key aspect of quality assurance. The backstopping personnel available for this task will be nominated, and their professional experience summarised in the offer.

The Consultant will ensure local long-term Office Manager, administrative and secretarial support for the duration of the project. The local Office Manager will be in charge of the day-to-day management of the office and will, in particular, assist the Team Leader in liaison with the Beneficiary. Support staff should have previous experience in office management in the context of other projects.
The selection procedures used by the Consultant to select the support staff shall be transparent (involving open competitions and advertisements in the local media) and shall be based on pre-defined criteria, including qualifications, language skills and work experience. An independent selection panel should be appointed and its recommendations recorded.

Backstopping and support staff costs must be included in the fee rates of the experts. 

6.2. 
Office accommodation

Office accommodation of a reasonable standard and of approximately 10 square meters for each expert working on the contract is to be provided by the Consultant. The costs of the office accommodation are to be covered by the fee rates of the experts.
6.3. 
Facilities to be provided by the Consultant

The Consultant shall ensure that experts are adequately supported and equipped. In particular it shall ensure that there is sufficient administrative, secretarial and interpreting provision to enable experts to concentrate on their primary responsibilities. It must also transfer funds as necessary to support its activities under the contract and to ensure that its employees are paid regularly and in a timely fashion.
The Consultant is also required to:

· Arrange and finance by its own means accommodation, office rent, allowances, international travels, local travels/transport for the experts, telecommunication costs, other related office running costs, insurance, provision of necessary office equipment (desk computers, printers, fax, portable computers, standard software, consumables, etc.);
· Arrange and finance on its own all other services, documentation, logistical support, etc. which is deemed necessary for the successful implementation of the contract.

All above costs will be considered as included in the fees. 
If the Consultant is a consortium, the arrangements should allow for the maximum flexibility in project implementation. Arrangements offering each consortium member a fixed percentage of the work to be undertaken under the contract should be avoided.

6.4. 
Equipment

No equipment is to be purchased on behalf of the Contracting Authority / Beneficiary Country as part of this service contract or transferred to the Contracting Authority / Beneficiary Country at the end of this contract. Any equipment related to this contract which is to be acquired by the beneficiary country must be purchased by means of a separate supply tender procedure.

6.5. 
Incidental expenditure

The Provision for incidental expenditure covers the ancillary and exceptional eligible expenditure incurred under this contract. It cannot be used for costs which should be covered by the Consultant as part of its fee rates, as defined above. Its use is governed by the provisions in the General Conditions and the notes in Annex V of the contract. It covers:

· Travel costs in the country for beneficiary staff;

· Costs for promotional publications, brochures/guidelines, dissemination/awareness campaigns related to project activities and other project visibility items covering translation, printing, copying, formatting and distribution costs related to these materials; 
· Expenditure related to training, seminars and workshops/conferences (e.g. renting of premises, equipment, interpretation, catering, printing, copying, stationary, translation of training/seminar materials).

The Provision for incidental expenditure for this contract is € 65.000. This amount must be included without modification in the Budget breakdown. 
Any subsistence allowances to be paid to consultants for missions undertaken as part of this contract must not exceed the per diem rates published on the web-site: http://ec.europa.eu/europeaid/work/procedures/index_en.htm, at the start of each such mission.
The Consultant will need prior written approval from the Contracting Authority before spending any funds related to this incidental expenditure. 

6.6
Expenditure verification
The Provision for expenditure verification relates to the fees of the auditor who has been charged with the expenditure verification of this contract in order to proceed with the payment of further pre-financing instalments if any, and/or interim payments if any.

The Provision for expenditure verification for this contract is € 10 000. This amount must be included without modification in the Budget breakdown.

This provision cannot be decreased but can be increased during the execution of the contract.

7. 
REPORTS

7.1. 
Reporting requirements

The Consultant will have to produce the following types of reports:
	Name of report
	Content
	Time of submission

	Inception Report
	The Inception Report shall define the aims, objectives and methodology of the project and its components, present recommendation and alternatives to cater for changes introduced in the sector since the ToR were written, set out a detailed work plan for the provision of each activity, area of expertise and list of deliverables for the project. A detailed programme and corresponding cash flow showing the planned usage of all resources (personnel, equipment, and funds) within the time that is allowed for completion of this Service Contract, should be prepared for the Contracting Authority.
The detailed programme and the cash flow should be based on the ToR and the Consultant’s original technical proposal, updated to take into account the additional information available to the Consultant's project team in the inception period of the project.

The Inception report should be drafted in English and translated in the beneficiary country language.
	A draft Inception Report will be submitted to the Steering Committee and the Contracting Authority for comments within 30 days from the start of the project. 
The final Inception Report shall be submitted within 50 days from the start of the project.

	Monthly Progress Report
	The Consultant will produce, on a monthly basis a short report (2-3 pages) highlighting the progress made (milestones, outputs) during the previous month, the resources used during the period, a work plan for the following month, information on problems encountered and recommendations for remedial actions. The structure and manner of submission (electronic and/or hard copy) of the report will be agreed with the Contracting Authority. Monthly reports will not be prepared when they coincide with the preparation of the interim reports. 
	Monthly Progress Reports will be produced, on a monthly basis (no later than 5 working days after the end of the reporting period).

	Interim Reports
	These reports should:
· Summarise in detail project progress including comparison of achievements against planned activities and overall progress against the initial timetable; 

· Compare actual versus projected cash flow (working days per individual expert and incidental expenditure per activity) in spreadsheet format and reasons therefore in detail; 

· Describe difficulties encountered and corrective measures taken;

· Describe results accomplished; 

· Describe resources utilised during the reporting period; 

· Provide recommendations, requests and plans for the project activities for the forthcoming period; 

· Describe crosscutting initiatives undertaken in the reporting period; 

· Provide a revised detailed cash-flow for the resources to be utilised in the following 6 months; 

· Provide other information as specified by the Contracting Authority.

The Interim Reports will be written in English. A translation of the executive summary and recommendations should be provided in the Beneficiary Country language.

The Interim Reports must be provided along with the corresponding invoice, the financial report and an expenditure verification report defined in Article 28 of the General Conditions. The Interim Payment will be subject to the approval of the Interim Report and the acceptance of the expenditure verification report.
	The Consultant will submit the first Interim Report six months after the contract signature and each following Interim report will be submitted in six-month intervals to the recipients noted in Section 7.2.  

	Final Report
	The Final Report should cover all project components. The Final Report should include: 

A complete overview of all the activities implemented during the project;

A summary of outputs/results, and identification of any major problems, which may have arisen during the performance of the contract, with recommendations regarding resolving similar problems in the future; and

An assessment of the impact of the project measured against the stated project objectives and the indicators of achievement.

The Final Report shall also include a complete financial statement for the activities undertaken. 

The final invoice and an expenditure verification report confirming the final certified value of the contract must accompany the Final Report. The Final Payment will be subject to the approval of the Final Report and the acceptance of the expenditure verification report.

The report will be written in English. A translation in the beneficiary country language of the Final Report should be provided as well.

The Final Report shall include all previously approved reports and other relevant documents on one CD-ROM.
	The draft Final Report shall be submitted one month before the end of the project. 

The Final Report will be submitted no later than one month after the completion of the project.

 

	Other project documentation
	Documentation such as Mission Reports (each short term expert will have to submit one with all the relevant details and documents), workshop materials, and training module programmes and other documentation produced during the project (outputs) will be made available to the Contracting Authority in hard copies and electronic format. 
	Available upon the completion of the respective activity and at any time on the request of the Contracting Authority.


7.2 
Submission & approval of progress reports
The above mentioned reports (except for the monthly progress reports which will be directly submitted to the Contracting Authority without approval) will be submitted to each of the members of the Steering Committee in electronic and one hard copy at least 5 working days prior to the meetings. 
The above mentioned reports (except for the monthly progress reports) shall be approved by the Contracting Authority upon consultation with the Steering Committee. Furthermore, the approval of other project reports and documents, addenda to the contract and any other requests related to the contract lies with the Contracting Authority.

All reports and data acquired, compiled or prepared by the Consultant shall be governed by the provisions of Article 14 of the General Conditions.
8. 
MONITORING AND EVALUATION

The Consultant will continuously monitor the project according to standard procedures (inception phase monitoring, periodic monitoring and final assessment). Project monitoring and evaluation will be based on a periodic assessment of progress on delivery of specified project results and towards achievement of project objectives.

The project shall be monitored and supervised by the Contracting Authority and the IPA Coordinator in the Ministry of Labour and Social Policy in a timely and efficient manner, in particular through commenting on inception, interim and final reports, advising on progress towards achievement of specific project results, projects meetings, monitoring visits, etc. 
8.1 
Definition of indicators 

Suitable and objectively quantifiable indicators will be proposed in the technical offer of the Consultant, reviewed during the Inception phase in consultation with the project beneficiary, and confirmed by the Contracting Authority as part of the process of approval of the Inception Report. 

Suitable objectively quantifiable indicators will be agreed between the Contracting Authority and the Consultant.
Indicators to be proposed in the technical offer will be based on expected results and outputs and may take the nature of:
· Descriptive indicators;
· Management and policy indicators;
· Performance indicators;
· Qualitative indicators;
· Quantitative indicators.
The consultant is requested to elaborate and define in its offer a series of well-specified indicators along the aforementioned lines. 
8.2 
Special requirements
· Tax and VAT arrangements 

All EU funded projects are VAT exempt. Under no circumstances can VAT be paid by a community programme.

The Consultant is encouraged to register the project within the Central Donor Assistance Data Base in the Government, Secretariat for European Affairs which is necessary for exemption from payment of Customs and other duties as well as for the reimbursement of VAT for the project needs. Furthermore, each EU funded project should be registered also in the Central register at the protocol Department within the Ministry of Foreign Affairs (MFA) and the public revenue office. The registration of the project is the sole responsibility of the Consultant. 

· Other

When necessary, meetings will be held with the Contracting Authority and the IPA Coordinator in the Ministry of Labour and Social Policy to clarify/overcome all implementation bottlenecks. One kick-off meeting at the beginning of the project will be held to clarify the obligations of the Consultant in terms of administration, procedures and implementation.
9. 
CROSS CUTTING ISSUES 

The Consultant is expected to ensure that crosscutting issues are taken into consideration in all aspects of the project implementation. 

9.1 
Equal opportunities

Equal opportunity for men and women to participate in the project will be guaranteed in accordance with EU standards and the Law on Equal Opportunities on Women and Men. 

The project will contribute to a better understanding and monitoring of the mainstreaming of equal opportunity in the design and delivery of the beneficiary’s services. Specific activities to raise the awareness on this issue will have to be integrated in the work plan of the project.

9.2 
Ethnic Minorities

The project will increase the capacity for integration of the ethnic minorities’ issue in the design and delivery of the beneficiary’s services. 
9.3 
Good governance

All relevant requirements to insure a sound financial management of the project will be addressed in accordance with the principle of good governance. 

All necessary provisions will be taken to fight against corruption in accordance with Article 19 of R.(EC) N. 718/2007: 

“[The] beneficiary countries shall take any appropriate measure to prevent and counter any active or passive corruption practices at any stage of the procurement procedure or grant award procedure or during the implementation of [the] contract.”

9.4 
Communication and publicity
All requirements to ensure the visibility of EU financing will be fulfilled in accordance with R. (EC). N. 718/2007[1]. 
10. 
COMMUNICATION AND VISIBILITY 
The Consultant must observe the latest Communication and Visibility Manual for EU External Actions concerning acknowledgement of EU financing of the project (see http://ec.europa.eu/europeaid/work/visibility/index_en.htm). Particular attention should be given to ensuring the sustainability and dissemination of project results. The visibility issues must be addressed in all types of communications, written correspondence and preparation of deliverables (brochures, posters, new letters pamphlets and other type of promotion material). All the deliverables to be published / issued require prior approval by the Contracting Authority on the concern of respect and compliance with visibility guidelines.

* * *
Prepared by: Aneta Vlahova

Checked by: Aleksandra Slavkoska

Approved by: Marjanco Todorovski
Date: 07.04.2011






� As per Financing Agreement concerning the Multi-Annual Operational Programme “Human Resources Development” for Community Assistance from the Instrument for Pre-Accession Assistance under the Human Resources Development Component – CCI 2007 MK 05 IPO 001, entered into force on 26th November 2009.


� IPA Council Regulation (EC) No. 1085/2006, adopted on 17 July 2006. January 10, 2010.


 � HYPERLINK "http://eur-lex.europa.eu/LexUriServ/site/en/oj/2006/l_210/l_21020060731en00820093.pdf" �http://eur-lex.europa.eu/LexUriServ/site/en/oj/2006/l_210/l_21020060731en00820093.pdf�


� Census of population, households and dwellings, 2002


� Nikica Mojsoska-Blazevski, Jasna Najdova, Aleksandar Stojkov and Ljiljana Asenov, Labour Market in the Beneficiary Country a Study for the European Commission Employment, Social Affairs and Equal Opportunities DG, Employment, Social Affairs and Equal Opportunities DG, October 2009 37


� State Statistical Office, March 2011, Active Population in the Beneficiary Country, Results from the Labor Force Survey, 4th quarter 2010, No. 2.1.11.9,  http://www.stat.gov.mk/pdf/2011/2.1.11.03.pdf


� Census of population, households and dwellings, 2002, the latest available data by ethnicity 


� Census of population, households and dwellings, 2002, The latest available data by ethnicity


� State Statistical Office, October 2010, Active Population in the Beneficiary Country, Results from the Labor Force Survey, 4th quarter 2010, No. 2.1.11.9,  http://www.stat.gov.mk/pdf/2011/2.1.11.03.pdf


� Census of population, households and dwellings, 2002, The latest available data by ethnicity


�State Statistical Office, October 2010, Active Population in the Beneficiary Country, Results from the Labor Force Survey, 4th quarter 2010, No. 2.1.11.9,  http://www.stat.gov.mk/pdf/2011/2.1.11.03.pdf


� Census of population, households and dwellings, 2002, The latest available data by ethnicity


� The separate action plan for improvement of the situation of Roma women in the area of employment has been elaborated in the frame of the Roma decade.


� Law on Equal Opportunities of Women and Men, Official Gazette No.66/06 on 29 May 2006, Article 13 


� � HYPERLINK "http://www.stat.gov.mk/Publikacii/2.4.9.15.pdf" ��http://www.stat.gov.mk/Publikacii/2.4.9.15.pdf� 


� Please refer to Articles 4 and 5 of the Special Conditions for the actual commencement date and period of execution.


� EPSO website: http://europa.eu/epso/doc/diplomasfortheweb.pdf


� EPSO website: http://europa.eu/epso/doc/diplomasfortheweb.pdf


� Idem


[1] See Article 62 and 63 of R (EC). N. 718/2007
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