
TERMS OF REFERENCE (TOR)
On
Services for Reviewing and Updating Existing Human Resource Policy

Background:
SAARC DEVELOPMENT FUND (SDF), an umbrella financial institution established by the Governments of the South Asian Association for Regional Cooperation (SAARC) Member States comprising of the Islamic Republic of Afghanistan, the People’s Republic of Bangladesh, the Kingdom of Bhutan, the Republic of India, the Republic of Maldives, the Government of Nepal, the Islamic Republic of Pakistan, and the Democratic Socialist Republic of Sri Lanka, having SDF Permanent Secretariat at 3rd Floor, BDBL Building, Norzin Lam, Post Box 928, Thimphu-11001, Bhutan.
OBJECTIVE:
The objective of the assignment is to review and update existing Human Resource (HR) policy of SDF. 
DURATION:
The assignment is for 7 working days after the award of the assignment. Time for reworking of draft based on SDF’s feedback should be accommodated within the 5 working days. 

The consultant/firm should be flexible enough to accommodate delays in approval processes and review of the draft policy. 
EXPECTED DELIVERABLE:
Final text of the updated HR policy as Word document should include table of contents, photo captions and other related information as per SDF requirement. 
The deliverables shall be:
· Updated HR Policy of SDF including 
· A revised procedure of extension of Tenure of SDF’s staff in relation to other Multilateral Development Banks (such as IFC, ADB, World Bank, AIIB, NDB) and International Development Organization including United Nations.

· A comparative salary survey in relation to other Multilateral Development Banks (such as IFC, ADB, World Bank, AIIB, NDB) and International Development Organization including United Nations.
The consultant/firm shall also submit a detailed power point presentation on the above deliverables.
PAYMENT

The consultant/firm shall quote a lumpsum fee for the assignment. 

The firm shall be paid a lumpsum amount (100%) upon acceptance of the final deliverables by SDF.
FIRM'S ELIGIBILITY AND QUALIFICATION CRITERIA 
The minimum requirements for the consultant/firm are (i) experience in developing Human Resource Policy or performing similar assignments in any SAARC Member States (ii) at least 7 years of experience for the team leader and 3 years of experience for other key staff; (iii) at least Masters Degree in relevant subject for team leader and Bachelors Degree for team members 
Only the successful consultant/firm shall be informed or contacted. The right to accept or reject any proposals vests with CEO, SDF. The consultant/firm shall not be given any justification for not accepting their proposal.
SELECTION

The selection of proposals shall be done by the committee formed by the management of SDF.
CONFIDENTIALITY:
The consultant/firm and deputed employees should maintain the confidentiality of all the information and records obtained during the course of assignment and should not be disclosed to any unauthorized persons even after completion of the assignment without taking approval in writing from the CEO, SDF.
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