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TERMS OF REFERENCE FOR DEVLOPMENT OF FILING SYSTEM 

Introduction and Background
Tilitonse Foundation (TF) is a registered company limited by guarantee which was established in 2016 as a grant making facility to support Malawian Non State Actors to engage in governance interventions. The Foundation’s work is within the Malawi Government development policy frameworks such us the Malawi Growth and Development Strategy III and global frameworks such as the Sustainable Development Goals (SDGs), the African Union Agenda 2063 and the Paris Declaration. Tilitonse Foundation supports Non State Actors to play a role in consolidation and upscaling good governance in Malawi. The Foundation developed a Strategic Plan to guide its operations for the period 2018 – 2022 whose overall goal is to increase capacity of NSAs to actively promote citizens’ engagement in democratic governance and in upholding citizens’ rights by the state.
Tilitonse Foundation believes that increased capacity of Non State Actors and promoting levels of citizens’ engagement in democratic governance are important to catalyze increased accountability, responsiveness and inclusivity of the state and other service providers. The approach that Tilitonse Foundation is advocating is one of collaboration, partnerships, coalition building, and having strong linkages to grassroots communities.
Tilitonse Foundation aims to deliver one or more of the following result areas:
· Active citizenship: Duties of citizens; Voice and Action; Accountability and transparency; Democratic freedom to participate; Empowerment to participate
· Local governance: Roles of the Council and Committee; Roles of Secretariat; Councillors and Members of Parliament; Traditional Leaders; people centered development planning
· Gender and social inclusion: Gender Equality; Gender based violence; Marginalized groups
· Economic governance: Access to economic opportunities; Equity of access to capital; Equity of distribution of resources; Pro-poor planning/budgeting; Access to economic skills; Extractive industry; Agriculture/marketing and pricing
· Rule of law: Access to justice; Juvenile justice; Knowledge of and appeal to law; Minority rights; Respect for the law; Anti-Corruption.

Tilitonse Foundation, conducted a Capacity Assessment Exercise for Grant Partners under the Open Call Window, a funding window which was rolled out in May, 2019.  One of the major gaps that was identified was a cumbersome filing system that results into piles of physical data and information which more often than not is very difficult to access. Valuable information remains inaccessible and more useful space is taken up by physical files. The assessment established that two of the eleven (11) grant partners for the Tilitonse Foundation have this problem more pronounced. 
It is against this background that Tilitonse Foundation would like to engage the services of an expert/mentor in information systems with proven hands-on experience to support these two organisations with modest but effective systems for information management. Both partners are based in Lilongwe.

Objectives of work
The overall objective is to support grant partners in developing a proper system of capturing, documenting, packaging, storing and disseminating information, good practices, success stories and lessons learnt for learning and sharing purposes. Specifically, the assignment will design and develop a modest and effective information management system for each of the two grant partners of Tilitonse Foundation. It is further expected that staff from the grant partners will be actively involved in the process all the way to the end. Tilitonse Foundation prefers mentorship as a tried and tested approach to capacity development.
 
Scope of Work                                                                                                                                                        
The duties and responsibilities of the service provider are as follows:
1. Validate the extent of the needs for each of the two grant partners
2. Lead the staff of each of the two grant partners in the development of the information management system that is able to minimally do the following;
a. Describing the existing state of premises and assess the needs of the Grant partners files and archives users;
b.  Making an inventory of the existing files; 
c. Sorting-out the documents to be filed in collaboration with the different departments within the organisations 
d. Classifying and indexing documents/files in a way that will ease identification and retrieval
e. Packaging in archive boxes and arranging the files according to the filing and archiving plan; 
f. Installing document software and creating a database in accordance with the needs; 
g. Typing the bibliographical notes in the database; 
h. Organizing a training on filing techniques for the concerned personnel; 
3. Test-run the functionality and effectiveness of the system
4. Ensure that staff acquire hands on expertise and can be weaned off by the end of the mentorship period
Deliverables
· Inception report
· A system that is easy to use, functional and effective
· A draft Process Report for the assignment
· A final Process Report for the assignment 


Duration and timing of the assignment
The assignment is planned to take place in October, 2019. 8 billable days have been allocated to each of the two partners.
Qualifications 
The candidate shall have the following competences, experience and qualifications: 
· Documentarist / Archivist with (Bachelor’s degree) or a Diploma with at least ten years of working experience in manual and automated filing/archiving
· At least five (5) years of working experience in manual filing/archiving; 
· At least three (3) years of working experience in digitalized filing/archiving; 

Application Process
Interested and qualified service providers are invited to apply. The service providers must submit the following documents/information to demonstrate their qualifications: 
1. A technical proposal detailing applicants understanding of ToRs, proposed methodology, applicant’s key member’s CV. A financial proposal should be included in the submission
2. Contacts (email and phone) of 3 former clients or referees. 
3. A detailed list of similar assignments (copies of these maybe requested as necessary) that the consultant has conducted in the past 3 years


[bookmark: _GoBack]Full Technical and Financial Proposals should be submitted to the addresses below, by 12:00 noon on 4th October, 2019:
	Physical Address
	Postal Address
	Email Address

	Tilitonse Foundation Plot No. 128, Lizulu Street Area 47 Sector 5 LILONGWE Malawi
	Tilitonse Foundation P.O. Box 31815 LILONGWE  Malawi
	t.nkhoma@tilitonsefoundation.org with a copy to c.chisi@tilitonsefoundation.org 
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