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Annex 4 (A)
Agreement

between

Social Welfare Council, Nepal

and

Team Leader or Expert or Institution [**'the Consultant™]

for Midterm/Final Evaluation of

(Mention the name of the I/NGO and Project)

WHEREAS the Social Welfare Council SWC), established in accordance with Section 5, of
the Social Welfare Act, 1992 of Nepal, [hereinafter called "the Council"], to make effective
coordination, co-operation, mobilization and promotion of the social organizations and
institutions facilitating them for welfare activities; and

Team Leader or Expert or Institution [hereinafter called "the Consultant™] selected under

request for proposal (RFP) Dby the Proposal Selection Committee on

NOW THEREFORE, the Council and Team Leader or Expert or Institution [hereinafter
called "the Consultant"] agreed to carry out Midterm/Final Evaluation [contract] of the

aforesaid project under following terms and conditions.

1. Information of the Project

2) Name of the Project: ......oouiri e

b) Project duration and effective date: ...................ooiiiiiiiiii

€) Name of the partner NGO/S: .......ooviiiiiii e,

d)  Project 10CatioN/S: .....uuiiei i
e) Sector/theme of the Project: ........ooeviiiiiiii e

F) Project BUAget: ... ..o

2. Agreement for Services
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d)

e)

f)

This Agreement is effective from signing date and will last 60 days after the pre-
meeting organized by SWC.

The Council will provide the name of the reviewer officially.

Under this Contract for the services, the consultant will be treated as self-employed and
therefore liable for paying all personal insurance, social security contribution and other
payments and the Council will make no deductions for these liabilities.

Consultants may not claim for any medical expenses or for any compensation for
injuries or death. Regarding the personnel/office bearer of ministry and SWC they will
abide by their respective institution’s regulations.

The arrangement for food and accommodation during their evaluation assignment shall
be the obligation of the Consultant.

The transportation arrangement shall be the responsibility of thel/NGO.

3. Service Cost and Payment

a) The Council will release 40 % of the remuneration after signing the contract and

remaining 60% after successful completion of the report.

b) The Team Leader or the representative of the consultant organization will coordinate to

fulfill the compliance for example — coordination with the Council, signing agreement,

receiving remuneration and other necessary tasks.

c) The evaluation Team Leader or Institution will be responsible to pay the remuneration of

team members within 7 days after final payment from SWC.

d) The standard tax rate as per the prevailing rules and regulations will be applied.

4. Objectives of the Evaluation

The objective of the evaluation is to analyze the above-mentioned project based on

established scientific/evaluation methods in order to access to what extent the project has

achieved the objectives set forth in the project documents.

The aim is to oversee overall contribution and achievement of result and impacts of the

project whether it has achieved the goals that have been set during the time of agreement in

the Council and made effective use of the resources for targeted persons/communities and

exploring the strengths and areas of improvement in the future. More specifically, the aim of

this evaluation is to determine and fulfillment of objectives, relevancy, effectiveness,
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efficiency, impact and coordination,sustainability with exit strategy, participation, Gender

Equality and Social Inclusion institutional governance and including financial analysis.

5. SCOPE
Team Leader or Expert or Institution will present the understating of the project and rationale

for monitoring/evaluation.

6. Deliverables
Produce reports of the Midterm/Final Evaluation ensuring the prescribed report format is in

the Guideline for Effective Monitoring and Evaluation.

7. Team Composition, Time and Resource
The evaluation team consists of at least team leader, technical experts and team member(s),

financial experts and reviewer. 15% resources should be allocated for review work.

S. No Evaluator Time and Resource Allocaction
1 Team Leader or Expert
2 Technical expert(s)/team
member(s)/researcher(s)
3 Financial Expert
4 Reviewer

8. Responsibilities of Team Leader or Expert or Institution
1. Prepare a composition of the team for evaluation with assigned roles and
responsibilities to team member

2. Accountable and answerable for overall responsible to the entire evaluation
process.
3. Ensure the independence and integrity of the evaluation

4. Manage information sharing and day to day dialogue with donors and other
stakeholders.

5. Design methodology, tools and techniques of data analysis

6. Lead Field work and interviews with stakeholders

7. Gathering and reviewing of relevant documents

8. Divide the roles and responsibilities of team members

9. Manage the other members, their contributions and sector specific outputs

10. Collect, process and analyze relevant information/data

11. Provide the framework of activities to be accomplished before the onset of the
fieldwork by team

12. Adopt the appropriate evaluation methodology fulfilling the evaluation objectives

13. Receive feedback and suggestions from team members

14. Synthesize all the information from field work and other team members
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15. Present the draft report to the Council in consultation with /NGO and update

accordingly

16. Prepare mission schedules, meeting and information requests, and introductory

material, in cooperation with respective organizations

17. Prepare a comprehensive evaluation report on evaluation criteria.

9. Responsibilities of Team member

1.

8.

The team member should be responsible for reviewing documents, collecting data
and information from different sources, analyzing the progress, issues and
challenges, providing inputs in drafting the report as per the supervision of the
Team Leader

Gathering and reviewing of relevant documents

Provide inputs to the Team Leader in designing the methodologies and data
collection instruments

Conduct interviews with the selected respondents, partners and stakeholders
Facilitate stakeholders’ discussion and focus groups to collect, collate and
synthesize information in respective field areas

Understanding of evaluation criteria

Analyze the data, and support the Team Leader in preparing a draft report as per
division of work among the team

Assist the Team Leader in finalizing the report and sharing it with stakeholders.

10. Responsibilities of Financial Expert

1.

Nk WD

Assess the efficiency of the projects/cost effectiveness

Check the compliance with general agreements/project agreements

Examine actual support vs committed support

Assess the status of compliance with tax laws

Assess the extent to which fixed assets are managed

Evaluate internal control system

Assess financial reporting framework

Compare the budgets and actual expenditure with the committed project cost.

11. Responsibilities of Reviewer

1.

3.
4.

The reviewer will be responsible for reviewing documents as shared by the Team
Leader and other team members.

Review evaluation documents officially whether the report is as per the objectives
and perspective of SWC and Government or not

Provide inputs to the Team Leader in designing the methodologies

Access the evaluation criteria and provide feedback officially

12. Education and Eligibility criteria of service

1.

Minimum masters’ degree preferably PhD from the recognized university for the
team leader with minimum three years of experience on respective sector for the

projects more than NPR 10 million and above
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2. Minimum bachelor degree with two years of experience for team member (s)

3. Chartered Accountant or registered auditor

4. Proven record of conducting baseline, evaluation, research and monitoring
evaluation.

5. Strong knowledge in project cycle management, documentation and knowledge
management

6. Good communications, documentation and presentation skills.

13. Failure to Perform the Tasks
In case of failure of the assigned tasks within the stipulated time and conditions, the
advance payment must be paid back to the Council. If it is not paid back, the Council
will take legal action against the prevailing laws of the Government of Nepal. Such
Team Leader or Expert or Institution will be black-listed and removed from the roster of

the Council.

14. Obligation of the Council
The Council will provide necessary facilitation to share necessary documents to the
consultant evaluator. They are project and general agreement, amendment of project
agreement (if any), progress report(s), audit report/internal audit report, baseline and end
line survey report, mid-term evaluation report (if any), internal or external evaluation
report (if any), other related literature or documents which are useful for evaluation,

detailed information of partner NGOs and relevant data.

15. Evaluation Schedule
The evaluation field visit schedule will be decided with the mutual understanding

between the evaluation team and I/NGO (Attach details if applicable).

16. Report Submission Schedule
The draft report should be submitted to the Council within 45 days from initial meeting
conducted by SWC. However, additional 15 days can be extended on the ground of valid
reasons or emergency cases. The suggestions and feedback given by the Council and/or
the reviewer, must be incorporated in the draft before the finalization of the report.

17. Laws
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This agreement shall be governed by and in accordance with the laws of Nepal.

18. Date of Effectiveness

We the undersigned duly authorized for this purpose, have read, understood and

committed to carry out above said terms and conditions accordingly and signed the

present agreement in the English language in three copies at the office of the Council.

With best wishes for a successful assignment.

On behalf of the Team Leader or Expert or
Institution

Signature and Official Stamp
Name:
Designation:

Date:

On behalf of the Council
Signature and Official Stamp
Name:
Designation:

Date:
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Annex 4 (B)
Terms of References

between
Social Welfare Council (SWC), Nepal

and

International/National Non- Government Organization [I/NGO]

for Midterm/Final Evaluation of
(Mention the name of the INGO/Project)

WHEREAS the Social Welfare Council SWC), established in accordance with Section 5, of
the Social Welfare Act, 1992 of Nepal, [hereinafter called "the Council"], to make effective
coordination, co-operation, mobilization and promotion of the social organizations and
institutions facilitating them for welfare activities; and

WHEREAS [Please
insert the name of INGO; hereinafter called I/NGO] a non-political, non-sectarian, non-
governmental, non-profit making organization established in in the Year based
in [Name of the Country,

where I/NGO is registered] being desirous of furthering welfare, social and development
activities in Nepal.

NOW THEREFORE, the Council and the I/NGO agreed to carry out Midterm/Final
Evaluation of the aforesaid project under following terms and conditions.

1. Key Information of the Project

@) Name of the PrOJeCt: .....ouiuitit e

b) Project duration and effective date: .................oooiiiiiiiiiiiii

c) Name of the partner NGO/S: .......ooviiiiiiii e,

d)  Project I0CatioN/S: ... ...t
e) Sector/theme of the Project: .........cooiiriiiiiiiii e

T)  Project budget: .....ovieiii
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2.

a)
b)

c)

d)

9)

h)

1.

3.

Responsibilities of SWC and I/NGO for the Services

The Council will facilitate the entire evaluation process of the project.

The Council will provide the name of the reviewer officially.

The I/NGO will deposit the amount to Council as provisioned in Monitoring and
Evaluation Guideline for I/NGOs 2071 and Project Agreement Guideline 2071.

The IINGO  agrees the decision of the  Council made  on
......................................................... to assign evaluation task of
......................................................... (name of the project) to the consultant.
The I/NGO will support the evaluation team in organizing necessary meetings in the
field and their relevant offices, meeting beneficiaries and other related stakeholders,
government officials and so on.

The I/NGO will provide necessary documents to the Council. They are project and
general agreement, amendment of project agreement (if any), progress report(s), audit
report/internal audit report, baseline and end line survey report, mid-term evaluation
report (if any), internal or external evaluation report (if any), other related literature or
documents, which are useful for evaluation, detailed information of partner NGOs and
relevant data.

I/NGO should bring its partners/ counterparts during pre and post evaluation meetings as
far as possible.

The transportation arrangement for the evaluation team during the assignment period
shall be the responsibility of the I/NGO.

Evaluation will be done by SWC through the consultant as per the annex 4 (A) of the
Monitoring, Supervision and Evaluation guideline.

Objectives of the TOR

The objective of the TOR is to facilitate the evaluation process and evaluator to
successfully analyze the above-mentioned project based on established
scientific/evaluation method in order to access to what extent the project has achieved the
objectives set forth in the project documents.

The aim is to oversee overall contribution and achievement of result and impacts of the
project through the Consultant [Team Leader or Experts or Institution], whether it has
achieved the goals that have set during the time of agreement in the Council and made
effective use of the resources for targeted persons/communities and exploring the
strengths and areas of improvement in the future. More specifically, the aim of this
evaluation is to determine and fulfillment of objectives, relevancy, effectiveness,
efficiency, impact and coordination,sustainability with exit strategy, participation,
institutional governance and including financial analysis.

Deliverables
Produce reports of the Midterm/Final Evaluation ensuring the prescribed report format

which is stated in the Guideline for Effective Monitoring and Evaluation.

Evaluation Schedule
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The evaluation field visit schedule will be decided with the mutual understanding
between the evaluation team and I/NGO.

4. Laws
This agreement shall be governed by and in accordance with the laws of Nepal.

5. Evaluation Summary in Nepali
Produce a two-page summary report in Nepali.

6. Confidential Information
All the information shall be deemed to include all the notes, analysis, study report and
other relevant documents related to the Council, which may reasonably be regarded as
confidential information. So, the confidential information to any party/person without
prior express or consultation or unless required by law or court orders is prohibited.

7. Date
We the undersigned duly authorized for this purpose, have read, understood and
committed to carry out above said terms and conditions accordingly and signed the
present agreement at the office of the Council.

With best wishes for a successful assignment.

On behalf of the /NGO On behalf of the Council
Signature and Official Stamp Signature and Official Stamp
Name: Name:
Designation: Designation:
Date: Date:
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Annex 4 (C)

Outline for Monitoring and Evaluation (M&E) Report

Table of Contents

Introduction
Objectives of Monitoring and Evaluation
Evaluation Process
General Structure and Contents for the Evaluation Report
Initial Section (7 to 8 Pages Approx.)
Section I: Introduction (7 to 8 Pages Approx.)
Section II: Methodology (4-5 Pages Approx.)
Section I1I: Data Presentation and Analysis (7 to 8 Pages Approx.)
Section Ill: Summary, Conclusion and Recommendations (3 to 4 Pages Approx.)
Section IV: References
Section V: Annex and Appendices

Introduction
Effective planning, monitoring and evaluation (PM&E) establish links between past and

present development initiatives, and also guides for future development intervention. The
Monitoring and Evaluation (M&E) process can help the International/National Non-
Government Organization (I/NGO) to extract the relevant information through past and
present activities and to shape the future efforts which might be improved.

In such, this document supplements the M&E Procedures released by the Social Welfare
Council (SWC). The document will provide the general standards of evaluation report format
and its some major components, which must be evaluated in order to identify the overall
contribution of the project to the targeted beneficiaries and communities, and the strengths
and areas of improvement in the future.

In the upcoming following sections general structure of the report, the objectives of
evaluation, scope of evaluation, methodology, roles and responsibility of Team Leader and
Other Thematic Team Leader are explained largely. The mentioned notes are least guiding
standards, which is developed to support the evaluator for the report standardization, which
do not necessarily constrict the evaluator to form a constrictive evaluation report and the sole

process.
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Objectives of Monitoring and Evaluation
The objectives of monitoring and evaluation function is to understand the greater

accountability and transparency in the use of resources, local ownership and participation,

understand the achievement of results and clearer basis for decision-making. For this, some

of the following essential aspects need to be evaluated well.

2
L X4

explore the level of progress/changes made by the project and analyze the extent to
which the achievements have supported the program goals and their objectives,
evaluate the project effectiveness of the project activities/services as well as the scope
and extent of the institutionalization of the project,

explore the cost effectiveness of the project activities,

identify the target and level of achievements as specified in the project agreement,
explore the coordination between the concerned line agencies in the project districts,
find out the income and expenditure in compliance with the project agreement and
proportion of programmatic and administrative cost incurred by the project,

examine the financial regularities\disciplines in accordance with the prevailing Rules
and Regulations and fix assets purchased in duty free privileges and locally, and
assess the good lessons to be replicated in other projects and aspects to be improved

in the days ahead.

Some of the evaluation criteria of monitoring and evaluation are as follows:

1. Relevancy: level of contribution made by the project to the existing government's

policies, programs (such as 25" vision, periodic plans and sustainable development goals

- SDGs) and needs as identified in the ever-changing development context.

2. Effectiveness: analyze immediate, short term and long-term impact of the project based

on the approved logical interventions and predicted indicators, assess the performance of

the expatriate (s), volunteer and Country Representative based on the approved TOR and

existing policy standard of the Government of Nepal (if applicable), review of findings

and suggestions made by previous monitoring and evaluation reports. (If applicable), and

successful cases/stories of the project, which can be replicated in other areas/programs,

failure cases and the lesson to be learnt, replicable practices of the project, explore the

achievement level on job creation and income growth, effectiveness of organizational

management system and program management system.

3. Efficiency: Assess targets vs achievements within budget limit and time limit, efficiency

of the organization and staffs, strategies, and required policies and practices, selection of

partners/counterparts and its performance in implementing projects; institutional capacity,
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planning, implementation and monitoring/ evaluation modality of I/NGOs, reporting,

monitoring and evaluation system Analysis of project’s context, Planning and

documentation, Partnership and networking.

Coordination: Assess the defined indicators of the coordination that mainly include

consultation and consent of the Local Government and the relevant government agencies

in the need identification phase, submission of the approved project to the Local

Government before implementation, submission of annual progress report and audit

report to the stakeholders concerned including the Council and the Local Government,

submission of annual project activities to the Local Government for incorporating it in the

annual plan, organizing meeting of Local Project Advisory Committee to review the

progress and other areas of coordination as specified by the relevant laws including Local

Government Operation Act, 2074.

Sustainability and Exit Strategy: Assess institutional sustainability, financial

sustainability and technical sustainability of the project including exit strategy.

Gender and Social Inclusion and People Participation: Assess inclusion of male, female

and ethnic community at board/staffing and beneficiary level, level of people

participation at need identification and implementation level.

Institutional Governance and Transparency: Financial and programmatic transparency

through social audit policy and practice.

Financial Analysis

a. Inventory/assets management system of the project/programs (records, uses and
condition of durable goods purchased under duty exemption) maintained by the
I/NGO/s.

b. Income and expenditure pattern of project/program and level of accounting
transparency.

c. Resource flow modality from I/NGO to partners and community/Ensure financial
resource has gone to partners account as per project agreement.

d. Internal financial control system of the project.

e. Compliance with clause No. 1 of general agreement signed between SWC and INGO.

f. Review of findings and suggestions shown by previous monitoring and evaluation
reports. (If applicable).

g. Status of fix assets /equipment's/ medicines/ other goods purchased under duty free

privilege; purchased date, cost value, number, its use and condition, number of people
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benefited by such fix assets, its impact on community and disposal procedure as well
as recording system.

Income and expenditure in compliance with the project agreement and proportion of
programmatic and administrative cost incurred by the project,

Sufficiency and quality of resources mobilization

Assess the financial regularities\disciplines in accordance with the prevailing Rules

and Regulations and fix assets purchased in duty free privileges and locally

Evaluation Process

R
L X4

R
L X4

\
*o*

Prepare the statement of Work (SOW) that includes short background and scope of the
evaluation (max 300 words).

Share the experience of project related communities, beneficiaries, and officials of the
INGO, counterpart NGO and line agencies (max 500 words).

Review all the relevant documents/agreements signed with SWC, project documents,
planning framework, progress reports, need assessment reports, baseline study reports,
impact assessment materials and financial reports available from the I/NGO/s.

Prepare an evaluation design including sound methodology and agree with in advance
before designing data collection tools.

Finalize data collection tools and pilot, if possible.

Visit the agreed sampled project sites and conduct discussions, interview with the
concerned stakeholders, and management about future plans and programs.

Share the draft report/topline findings with the I/NGO/s before the submission to SWC
for final presentation.

Submit the evaluation report to SWC after incorporating suggestions, feedback.

General Structure and Contents for the Evaluation Report

This section provides the overall format for the evaluation report. However, the evaluation

team shall develop the report in their convenient way as per the need and standard.

Preliminary Section

The initial section consists of title page, acknowledgements, table of contents, list of tables,

list of abbreviations etc. Also, the report must postulate the executive summary precisely with

not more than 500 words.
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Section I: Introduction (7 to 8 Pages Approx.)

This introductory part includes two sections. The first section highlights the General
Information on Project such as the project background, objectives, intended outcomes
including the beneficiaries, project composition, financing arrangements and general
information of I/NGOs etc. Within the main body, the next section provides Information of
Evaluation Tasks - the objectives and scope of evaluation, evaluation team composition
including organization of the study report.

Section I1: Methodology (4-5 Pages Approx.)

This section provides the information of methodology of the evaluation based on established
scientific/evaluation methods in order to access to what extent the project has achieved the
objectives set forth in the project documents. Some of the least topics are study approach,
study design, sampling, data collection tools including the limitation of study, if any.

Section I11: Data Presentation and Analysis (7 to 8 Pages Approx.)
This section includes the presentation and analysis of qualitative or quantitative data, which
Includes presentation of data, facts and figures, cases, opinion, self-reflection, narratives of

beneficiaries etc.

Section I11: Log Frame Summary Analysis, Conclusion and Recommendations (3 to 4
Pages Approx.)

The discussion of findings, conclusion and further recommendation should be disclosing very
clearly. This section should cover some of the major aspects such as fulfillment of objectives,
relevancy, effectiveness, efficiency, impact and coordination, sustainability with exit strategy,
participation, institutional governance and including financial analysis including necessary

recommendation.

Section 1V: References
This section includes the references of the used sources for the information. In addition, it
also provides the information of project agreement, past evaluation reports etc. Please follow

the APA format of the reference citation.

Section V: Annex and Appendices
The next section includes annex and appendices (if necessary), where all the information and

data are placed.

3y



Annex 4 (D)
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Annex - 5
Guidelines for organizing Project Advisory Committee (PAC) Meeting

The provision of central and district level project advisory committees (CPAC\DPAC)
meeting is mandatory to all the projects as per the agreement among Social Welfare Council,
INGO and partner organization. In the same way, conducting periodic meetings of CPAC and
DPAC is also a compulsory obligation of Social Welfare Council/Nepal Government. It is the
responsibility of the INGO and partner organization/s to initiate the above-mentioned
meetings at the central and the district levels respectively.

Objectives of meeting
The prime objectives of the meetings are to review and analyze the progress and
achievements of the project/s activities.

In addition to this, the meetings will analyze the resource utilization status, policy and
operational feedbacks from stakeholders in order to achieve the targeted goals and objectives
by the end of project period.

Composition of CPAC\LPAC

Member Secretary of the Social Welfare Council will chair the central level meetings
whereas representative/s of the INGO in Nepal will co-chair the meeting. Other members for
CPAC will be representatives from the Ministry of Women, Children and Senior Citizen,
Prime Minister's Office, National Planning Commission, Ministry of Finance, Ministry of
Home Affairs, Ministry of Federal Affair and General Administration, Ministry of Foreign
Affairs, and representatives including Ministry of Agriculture Development and Ministry of
Health and Population as well as other line ministries as per the need of the project.

Similarly, Department Heads of SWC will be invited in such meetings as the members of
CPAC. At the district level, the PAC meetings will be convened and chaired by the Local
government head or deputy where representative/s of all the concerned government and NGO
stakeholders will be invited as members of project advisory committee.

Frequency of CPAC\LPAC meeting

CPAC and DPAC meeting will be held at least once a year. Similarly, minutes of CPAC
meeting will be authenticated by the signature of Member Secretary of SWC and
representative of INGO in Nepal. Minutes of meeting at the district level will be
authenticated by the signature of the Local government head or deputy. Other members and
signatories will be as decided by the DAPC meetings. Minutes of the meetings will be
disseminated in time to all the stakeholders.

Duration of CPAC and LPAC meeting
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Time duration for each meeting will be two hours. The presentation and discussions must

include the following components.

* Target vs achievements as per the log frame which is stipulated in project agreement.

» Financial status of the project along with the administrative and program cost ratio,

Partnerwise budget, total budget transfer to NGO partners.

* Sustainability components of the project.

* Coordination mechanism of the project.

* Changes/amendment made in project (if any).

* Overview of monitoring/evaluation/supervision of the project: planned and actual. (if any)

* Issues and challenges faced by the project in its implementation.

» Summary of the meeting will be submitted at the central and district level.

Way forward Half an hour will be kept for presentation on the areas as highlighted above and

rest of the time of the meeting should be allocated for discussions/comments and suggestions

from the stakeholders and concluding remarks by the co-chairpersons.

Note:

A) If an INGO has more than one project agreements each project should be presented
separately and minutes will be recorded project wise accordingly.

B) Inthe CPAC and LPAC meetings, additional persons can be invited as observer or guest
or resource person as per the need.

C) INGO and partner organization will organize monitoring visits of teams consisting of the
committee members at least once a year, both from the central and district levels.
Findings of these visits will be shared among stakeholders.

D) Venue for PAC meetings will be decided as per the convenience of the INGO, partner
organization and with the consent of the co-chairperson. However, SWC prefers to
conduct such meetings after or before office hours.

E) These guidelines can be changed/ revised, if needed.
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