
 
  

 

 

TERMS OF REFERENCE 

        

Donor Reporting and Proposal Writing Consultancy services 

 

CONTRACT MODALITY Individual Consultancy  
 

DURATION OF CONTRACT  7 months 
 

 
Purpose of Assignment 

UNICEF Sudan continues to respond to one of the world’s most complex humanitarian crises, marked by 
escalating conflict, widespread internal displacement, and the collapse of essential services. Compounding these 
challenges, a nationwide cholera outbreak that began in 2024 has continued to spread in 2025, further straining 
an already fragile health and WASH infrastructure. In this context, high-quality donor reporting and well-
articulated funding proposals are critical to sustain donor confidence, ensure accountability, and mobilize much-
needed resources to scale up life-saving interventions. To meet growing demands in donor reporting and 
proposal development, UNICEF Sudan seeks a qualified consultant to support the WASH Section and the 
Resource Mobilization Unit in preparing timely, accurate, and strategic documentation aligned with UNICEF and 
donor standards. 

 

2. Purpose of the Assignment 

 

The purpose of this consultancy is to strengthen the UNICEF Sudan WASH Section’s capacity to deliver timely, 
high-quality, and results-oriented donor reporting and proposal development. The consultant will provide end-
to-end support across the reporting and resource mobilization cycle from planning and coordination to drafting, 
quality assurance, and finalization of donor-facing documents. 

Specifically, the consultant will: 

- Enhance the quality, coherence, and consistency of donor reports and proposals in line with UNICEF 
standards and donor requirements  

- Ensure timely submission of all donor deliverables through proactive planning, tracking, and 
coordination  

- Support the development of evidence-based, results-focused narratives that clearly articulate 
programme impact, challenges, and value for money  

- Strengthen internal processes for information management, knowledge sharing, and documentation 
within the WASH Section  

- Contribute to improved resource mobilization outcomes by developing high-quality concept notes and 
proposals aligned with donor priorities  
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Promote a more systematic and standardized approach to reporting, including templates, trackers, and quality 
assurance mechanisms 

Scope of Work 

Under the direct supervision of the WASH Specialist and in close coordination with the Donor 
Relations/Partnerships team, the consultant will undertake the following: 
1. Donor Reporting 
- Lead the drafting, editing, and finalization of high-quality donor reports (interim, final, and ad hoc) for 

WASH programmes  

Contribute to the development of monthly SitRep reports by consolidating inputs, drafting WASH sections, 
and ensuring 100% on-time submission with data validated and aligned to agreed reporting formats 
- Ensure reports are results-based, evidence-driven, and compliant with donor templates and contractual 

obligations  

- Consolidate inputs from technical teams, field offices, WASH pillar leads, and WASH information 

management, ensuring completeness, consistency, and accuracy  

- Integrate cross-cutting themes such as gender, accountability to affected populations (AAP), climate 

resilience, and equity  

- Track reporting deadlines and proactively follow up with relevant teams to ensure timely submissions  

2. Proposal Development and Resource Mobilization 
- Support the development of concept notes and full funding proposals, including narrative and logical 

frameworks, aligned with donor priorities  

- Contribute to budget narrative development in collaboration with the WASH pillars lead and the 

resources mobilization team to ensure coherence between programmatic and financial components.  

- Review and refine proposals to ensure clarity, strategic positioning, and competitiveness  

- Align proposals with UNICEF WASH strategic frameworks, country programme priorities, and WASH 

humanitarian response plans and resilience strategy. 

3. Coordination and Information Management 
- Establish and maintain a centralized tracking system for donor reports, proposals, deadlines, and 

feedback  

- Facilitate structured coordination with programme, operations, and partnerships teams to streamline 

information flow  

- Ensure proper documentation and version control of all donor-related outputs  

- Support internal review processes by consolidating feedback and ensuring timely revisions  

4. Quality Assurance and Compliance 
- Ensure all reports and proposals meet UNICEF quality standards and donor-specific requirements  

- Conduct thorough reviews for technical accuracy, coherence, consistency, and compliance  

- Identify gaps in reporting quality and provide practical recommendations for improvement  

- Contribute to the development or refinement of standard templates, checklists, and guidance notes  

5. Knowledge Management and Learning 
- Develop knowledge products (case studies, success stories, lessons learned) to document programme 

achievements and innovations  

- Capture and synthesize best practices and operational lessons to inform future programming and 

proposals  

- Support dissemination of key learning internally and externally, as appropriate  

6. Strategic Communication and Visibility 



 
  

 

 

- Draft policy briefs, donor updates, and advocacy materials to support senior management engagement  

- Prepare high-quality presentations and briefing materials for donor meetings, missions, and internal 

reviews  

- Ensure consistent messaging and positioning of WASH interventions across all communication products  

- Produce timely and high-quality PowerPoint presentations for WASH donor updates, ensuring accurate 

reflection of project progress, validated data, and clear messaging, with all presentations delivered 

ahead of scheduled donor engagements. 

7. Systems Strengthening 
- Assess existing reporting and proposal development workflows and identify bottlenecks and 

inefficiencies  

- Propose and support implementation of practical improvements to enhance timeliness, quality, and 

coordination  

- Build capacity of WASH staff, where relevant, through on-the-job support and guidance 

 

 

 
 

Work Assignments Overview  Deliverables/Outputs  Delivery deadline to complete the 

deliverable  

Inception and planning phase Deliverable 1  

Inception report and detailed 

work plan, including reporting 

tracker and delivery schedule 

(approved) 

10 July 2026 

Donor reporting – Batch 1 Deliverable 2  

3 donor reports (draft and final) 

submitted, compliant with donor 

requirements and accepted with 

minor/no revisions 

 

31 August 2026 

Proposal development – Batch 1 Deliverable 3 

3 full proposals (narrative, donor, 

log frame, and budget narrative) 

completed and cleared up for 

submission 

30 September 2026 

Concept note development Deliverable 4  

2 concept notes aligned with 

donor priorities and endorsed 

31 October 2026 



 
  

 

 

internally 

Donor reporting – Batch 2 Deliverable 5  

3 additional donor reports 

finalized and submitted on time 

with results-based evidence 

30 November 2026 

Proposal, concept revision and 
comments 
 

Deliverable 6  

6 proposals revised based on 

donor feedback and resubmitted, 

addressing all comments 

31 December 2026 
 

Knowledge management 
 

Deliverable 7  

Final report capturing lessons 

learned, best practices, and 

recommendations (approved) 

31 January 2027 

Finalization and handover Deliverable 8 

Final debrief session conducted, 

and knowledge transfer package 

(tools, templates, trackers) 

delivered 

07 February 2027 

 

Payment Schedule: 
Payment will be made on submission and acceptance of deliverables. UNICEF reserves the right to withhold 
payment in case the deliverables submitted are not up to the required standard or in case of delays in submitting 
the deliverables on the part of the consultant.  
 
Important Notes 

• Individuals engaged under a consultancy or individual contract will not be considered “staff members” 
under the Staff Regulations and Rules of the United Nations and UNICEF’s policies and procedures and will 
not be entitled to benefits provided therein (such as leave entitlements and medical insurance coverage). 
Their conditions of service will be governed by their contract and the General Conditions of Contracts for 
the Services of Consultants and Individual Contractors. Consultants and individual contractors are 
responsible for determining their tax liabilities and for the payment of any taxes and/or duties, in 
accordance with local or other applicable laws.  

• The selected candidate is solely responsible for ensuring that the health insurance (and visa if applicable) 
required to perform the duties of the contract are valid for the entire period of the contract. Selected 
candidates are subject to confirmation of fully-vaccinated status against SARS-CoV-2 (Covid-19) with a 
World Health Organization (WHO)-endorsed vaccine, which must be met prior to taking up the assignment. 
It does not apply to consultants who will work remotely and are not expected to work on or visit UNICEF 
premises, programme delivery locations or directly interact with communities UNICEF works with, nor to 



 
  

 

 

travel to perform functions for UNICEF for the duration of their consultancy contracts.  

• UNICEF offers reasonable accommodation for consultants with disabilities. This may include, for example, 
accessible software, travel assistance for missions or personal attendants. We encourage you to disclose 
your disability during your application in case you need reasonable accommodation during the selection 
process and afterwards in your assignment.  

 
 
       QUALIFICATIONS / SPECIALIZED KNOWLEDGE / EXPERIENCE/ COMPETENCIES 
(CORE/TECHNICAL/FUNCTIONAL) / LANGUAGE SKILLS REQUIRED FOR THE ASSIGNMENT   
 Minimum requirements: 

• Education: Master’s degree in international development, public health, WASH, social sciences, 

communications, or related field 

• Work Experience: 

o Minimum 5 years of experience in donor reporting, proposal development, and resource 

mobilization in humanitarian or development contexts  

o Strong knowledge of donor requirements and formats (e.g., KfW, ECHO, FCDO, USG, World Bank, 

CERF, SHF)  

o Excellent English writing and editing skills with proven experience in high-quality reports and 

proposals  

o Experience with UN agencies or international NGOs is an asset  

o Familiarity with WASH programming, humanitarian systems, and results-based management  

o Strong coordination, multitasking, and ability to work independently across teams and time zones 

• Language Requirements: 

o Fluent in English 

 

• Knowledge/Expertise/Skills: 

o Technical writing, clear, donor-focused reporting.  

o WASH expertise, strong understanding of sector programs and indicators.  

o Data analysis ability to interpret data and report results. 

 
 


