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Terms of Reference
Organization, negotiations, record keeping Training
1. Background

As part of the World Bank funded "Social Recovery and Job Creation" Project, supervised
by the Ministry of Finance and Planning and implemented by the NGO Development
Center (NDC), Land Research Center has received a grant to implement the Sanad Project.
Sanad aims to empower women and persons with disabilities by providing training,
capacity building, and support for establishing small entrepreneurial projects, thereby
contributing to job creation and the economic recovery of local communities.

Many potential trainees have strong technical or production skills (e.g., agriculture, food
processing, handicrafts, small trade) but limited prior exposure to structured business
planning, budgeting, and management practices. Without this foundation, small projects
funded through grants are at higher risk of poor cash management, weak record-keeping,
and eventual failure. This training is designed to close that gap and improve the
sustainability and impact of Sanad-funded projects.

2. Objectives of the Assignment

Overall Objective is to build the basic business management capacity of Sanad project
beneficiaries so they can successfully plan, launch, and manage their own small grant-
funded projects.

Specific Objectives
By the end of the training, participants will be able to:

1. Develop a simple business plan for their small project, including goals, target
market/customers, and basic strategy.

2. Prepare and manage a basic budget, track income and expenses, and understand
cash flow.

3. Apply basic bookkeeping and record-keeping practices suited to a small/micro
enterprise.

4. Organize day-to-day operations of their project efficiently (sourcing, production,
pricing, sales).

5. Apply basic marketing and customer relationship practices to sell their
product/service locally.

6. Identify basic risks facing their small project (market, financial, seasonal) and
simple ways to manage them.
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7. Understand grant reporting and accountability requirements linked to the Sanad

grant.

3. Scope of Services

The trainer shall be responsible for the following:

Develop a detailed training agenda and training materials tailored to the needs of
the participants and submit them for approval before implementation.

Deliver 6 training hours for six groups in four governorates: Hebron (2 groups),
Bethlehem (2 groups), Jericho (1 group) , Nablus(1 group) .

Apply participatory and interactive training methodologies.

Conduct pre- and post-training assessments to evaluate participants' learning.
Submit a final report summarizing the training activities, outcomes, challenges, and
recommendations.

4. Training Modules

The training (6 hours per governorate) shall cover the following topics:

Introduction to Business Management Best Practices.

Project Management Fundamentals.

Developing a Business Management Plan.

Business Organization and Operational Planning.

Negotiation Skills for Business Success.

Data Management and Record Keeping for Effective Decision-Making.

5. Deliverables and Timeline

Deliverable Description Due Date

Training  plan | Detailed agenda and training materials | Before training

and materials approved before implementation

Training Delivery of 6 training hours to six groups | As agreed with LRC
delivery in the four governorates, including

pre/post assessments

Final report Final report including attendance sheets, | Within three working

assessment  results, photos, and | days after completion of
recommendations the final training

6. Duration of the Assignment
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The assignment shall be implemented according to the agreed training schedule and
includes the preparation, delivery, and reporting phases.

7. Reporting and Supervision

The trainer shall work under the supervision of the designated LRC project team. All
deliverables shall be reviewed and approved by LRC before final payment.

8. Qualifications and Experience

1. A minimum of a Bachelor's degree in Business Administration, Management,
Economics, Entrepreneurship, or another relevant discipline.

2. At least three (3) years of demonstrated experience in delivering business
management and entrepreneurship training.

3. Proven experience in training entrepreneurs, cooperatives, or community groups.

4. Strong facilitation, communication, and interactive training skills.

5. Experience in preparing practical business management plans.

9. Payment Schedule

The contract is a lump-sum contract. The total amount shall be paid as a single payment
upon completion of the assignment and the submission and approval of all required
documents, as follows:

Payment Condition Percentage

Upon completion of the assignment and the
submission and approval of all required
Single payment documents (training plan and materials, 100%
attendance sheets, pre/post assessment results,
photos, and final report)

Payment shall be made against an original official invoice and in accordance with the
project's approved procurement and financial procedures (including withholding tax at
source where applicable).

10. Submission and Contact
Interested candidates are invited to submit:

e A Letter of Interest.
e Anupdated CV highlighting relevant experience and similar assignments.



