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Helpdesk reference: [will be assigned by the Helpdesk]

Terms of reference
[insert draft/final & date]

Helpdesk support for [NAME OF THE ASSIGNMENT]

1. Background
[Describe the background and nature of the assignment, and conclude with the rationale for initiating the assignment] 




The assignment: 
[Describe assignment details]

Purpose/objective

Approach and methodology
[Attention points: on method: clarify if the assignment includes desk review of documents, and/or includes interviews; how preliminary findings are to be presented to whom (elaborated in section on end users, if relevant]
Scope of work
· [Present key elements in bullet points]

Deliverables: 
· [Present deliverables]
End users: [Present the target group/end users] 

 References/ background documents: 
[Note: these typically are documents that the Sida contact person will share; where documents are public domain/available for download from Sida sites, good practice is to insert these as hyperlinks. If an assignment includes that the Helpdesk conducts online search,  identification and collection of documents, this needs to be specified in the ‘Scope’ section above, and, if relevant the documents identified can be specified to be part of the deliverables in a .ZIP file]

· [Relevant Sida strategy/strategies]
· [other documents] 
Contact person at Sida: [Contact information for Sida contact person]

Timing: [desired start and end dates, final dates will be agreed as part of the assignment start-up meeting]

Level of effort: [Breakdown activities if possible]

[Please fill out the table below, summarising the main activities, timing and expected level of effort for the Assignment Lead, Quality Assurer, and Helpdesk Manager. Please note that it is mandatory for Heldpesk assignments to include quality assurance. Our general guidance is that assignments of 50+ hours should include 5 hours for quality assurance, 30 - 50 hour assignments should include 4 hours for quality assurance, and assignments of 30 hours or less should include 2-3 hours for quality assurance. The Helpdesk Manager should receive 1 hour for participation in the kickoff meeting and the lead-in time for development of ToR.]

	Activity and timing
	Assignment lead
	Quality Assurer
	Helpdesk manager
	Total

	Kick-off meeting (dd/mm/yy)
	1
	1
	1
	 

	Example: Deliverable(s) and draft report (dd/mm/yy)
	63
	4
	 
	 

	Example: Finalisation and submission  (dd/mm/yy)
	10
	 
	 
	 

	Total
	74
	5
	1
	80


 

Desired consultant(s): [Indicate if there is a wish for specific competencies, i.e. language, methods, soft-skills, or a specific desired consultant, for example to ensure continuity]

Confidentiality level: [Indicate whether the deliverables will be confidential/are intended for public domain publication]

Budget code: [Indicate budget code. Please make sure this is approved by Sida Helpdesk Contact person]
[Strategy: “Humanitarian assistance” or “Migration & development”] 
[Thematic area: “Peace, security and stability”, “Migration and development”, “Humanitarian Assistance”, “Humanitarian-Development-Peace (HDP) Nexus”]
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