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TERMS OF REFERENCE 
BUSINESS MANAGEMENT TRAINING TRAINER 

Introduction
Established in 2012, SARD is a non-governmental organization dedicated to building resilience and self-reliance for people affected by conflicts and natural disasters while supporting the localization of humanitarian aid. We strive to provide essential resources and innovative opportunities for affected individuals and communities to help them achieve a future where they can thrive. We work in the sectors of food security, non-food items, shelter, water, sanitation, and hygiene (WASH), protection, early recovery, and livelihoods. In 2023, following the devastating earthquakes, our geographical scope expanded to include response efforts in Turkey.
Purpose and Objectives
Aiming to foster a culture of entrepreneurship and support aspiring entrepreneurs, our program seeks to contract two professional trainers experienced in the field of entrepreneurship for eight months. These trainers will provide training and mentorship to a group of participants, empowering them to develop their startups and achieve sustainable success.
Location: Aleppo (Ezaz –Suran)
Objective: Train 140 entrepreneurs, divided into groups of approximately 20 beneficiaries each. Training for each group will last 7 days, with 6 hours of training per day.
After the training, 106 beneficiaries will be selected to receive entrepreneurship grants to support and develop their projects affected by the earthquake. Continuous follow-up will be provided throughout the contract period (8 months) to ensure quality implementation and the achievement of desired goals.
Training Language: Arabic
Contract Duration: 8 months (including training and daily support for beneficiaries for 8 working hours, except on Fridays and Saturdays, with the possibility of working on these days upon SARD's request).
Required Tasks
Design and Implement Training Programs and Select Beneficiaries for Grants
1. Provide practical and tailored training to meet participants' needs over 7 days, with 6 hours of training daily. The training should cover the following topics:
· Financial Management and Planning: Participants will gain insights into understanding financial statements, budgeting techniques, and effective financial planning strategies. This module aims to equip participants with the skills necessary to manage finances efficiently, ensuring sustainable business practices.
· Accounting: This module covers basic accounting principles, including bookkeeping and financial reporting. Participants will learn how to maintain accurate financial records essential for informed decision-making and compliance with financial regulations.
· Disaster Recovery: Focuses on business continuity and disaster risk reduction strategies, providing participants with tools to navigate challenges posed by natural disasters like earthquakes. Emphasizes proactive planning and resilience-building measures to protect businesses from future disruptions.
· Marketing: Through market analysis, branding strategies, sales techniques, and customer engagement tactics, this module aims to enhance participants' ability to effectively reach and expand their customer base. It also enables businesses to adapt and thrive in competitive post-earthquake environments.
· Risk Management: Participants will learn how to identify, assess, and mitigate various business risks. This module highlights proactive risk management strategies to minimize vulnerabilities and enhance operational resilience against risks.
· Business Plans: Specifically designed for earthquake recovery, this module guides participants in developing comprehensive business plans. It integrates insights from other modules to ensure recovery efforts are strategic, sustainable, and aligned with current market conditions.
2. Trainers will be responsible for attendance sheets signed by beneficiaries attending the training, available in both electronic and paper formats.
3. Prepare business plan files, quantity surveys, and explain the filling mechanism to the trainees.
4. Conduct pre-training and post-training assessments.
5. Contribute to selecting qualified beneficiaries to receive entrepreneurship grants.
6. Assist beneficiaries in preparing the final business plan.
7. Follow up with beneficiaries through field visits after receiving the first installment and conduct assessments to ensure adherence to the pre-prepared quantity survey and conduct final evaluations.
8. Prepare the end-of-work file after ensuring the completion of the first and second installments for the beneficiaries, organizing, and documenting it electronically.
9. Continuously monitor beneficiaries' progress through daily field visits and periodic evaluations.
10. Monitor the implementation of the business plan by the beneficiary after receiving the second installment.
11. Provide periodic reports on beneficiaries' performance and project development.
Documentation and Reporting
1. Organize and document all training activities.
2. Provide periodic reports on beneficiaries' performance and project development weekly and monthly.
3. Prepare final reports, including training evaluation and success stories of beneficiaries.
4. Collect all required documents from beneficiaries as specified by SARD.
5. Share the field visit plan weekly according to SARD's policy.
6. Any other tasks related to activity implementation.
Submission of Proposals
· [bookmark: _Hlk134188738]The Service Provider  must submit the offer under two envelops (Envelope 1: BoQ / financial offer, and Envelop 2: technical offer (previous contracts, portfolio, recommendations letters ... etc)[footnoteRef:1]. Both enveloped should be sealed and stamped. Non-sealed envelopes and offers sent after the due date and offers sent without proven experience and offers with missing information will be rejected. [1:  Recommendation letters, previous contracts and copies of contracts must be signed and stamped by the contractor and the conserved organizations, with value of the contract, and description of the completed works (Any documents that is not signed, stamped or non-clear printed will be rejected).
] 

1- Envelope1 : Financial offer, signed and stampend, inside a sealed envelop.
2- Envelope 2 : technical offer include as follow:
· Service Provider  ID photo.
· PTT account. (Both Turkish and US dollars accounts)  
· Code of Conduct, Merchant Registration Form and Non-Conflict of Interest Declaration signed on each page and stamped by the contractor.
· Documents, of contracts signed and stamped by the Service Provider and representatives of the organizations. (Any contract that is not signed, stamped or non-clear printed will be rejected).
· All proposals should be submitted to SARD offices in Azaz (Sejo)
· Proposals must include a detailed agenda outlining the training program.
· Proposals should also include three of the following to demonstrate relevant experience and qualifications: recommendation letters, contracts.
· [bookmark: _GoBack]The deadline for proposal submission is 15/08/2024 at 15:00 Syria time. Proposals submitted after the deadline will not be evaluated.
· For inquiries, please send an email to: procurement@sardngo.org. The email subject line should start with: "Inquiries - Business Management Training".
Selection Criteria
Proposals will be evaluated according to the following criteria:
· Total Price of the Proposal: 50%
· Any price exceeding SARD's available budget will be ignored and rejected.
· Experience and Qualifications: 50%
· Recommendation letters, similar training contracts (each contract must be signed and stamped by both parties to be considered valid; recommendation letters must be signed and stamped by the issuing party/organization to be considered valid).
· The maximum score is 25 (5 points for each contract or letter).
· Any experience or reference score below 15 of 25 will be rejected.
Exclusion Criteria
· Proposals submitted after the deadline will not be evaluated.
· Any unclear financial offer will be rejected.
· Any experience or reference score below 15 of 25 will be rejected.
· Any proposal that does not include the required outputs within the specified timeline will be rejected.
· Any price exceeding SARD's available budget will be ignored and rejected
Timeline
The training will start ASAP
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