
19 November 2025

TERMS OF REFERENCE
Project Management Consultancy Service 
for the National Anti-Corruption Bureau of Ukraine
[bookmark: General_background_]General background
The EU Anti-Corruption Initiative in Ukraine (EUACI) is the European Union’s technical support program in the area of anti-corruption in Ukraine, co-funded and implemented by the Ministry of Foreign Affairs in Denmark. The overall objective of the EUACI is to achieve significant progress in preventing and countering corruption, ensuring the coherence and systemic anti-corruption activities of state and local self-government bodies, and to empower civil society and citizens to contribute to the combatting of corruption, as well as the proper process of Ukraine’s post-war recovery. The program runs till April 2027.
The National Anti-Corruption Bureau of Ukraine (NABU) is one of the key EUACI partners, playing a crucial role in combating high-level corruption and strengthening the rule of law in Ukraine. As part of this cooperation, the EUACI supports NABU's IT capacity building, ensuring the bureau has the necessary digital infrastructure to operate efficiently and securely.
As part of this support, the EUACI is seeking a consultant specializing in the customization of task-management and tracking systems, as well as an expert in project management, to help implement modern project management principles within the Bureau. This effort aims to strengthen NABU’s operational efficiency, enhance internal workflow transparency, and ensure the effective planning and execution of institutional development initiatives.
[bookmark: Objective_]Objective
The objective of this project is to deliver project management guidelines for working with the task manager tool, including but not limited to instructions, templates, and descriptions of the various project stages tailored for NABU.
This project aims to strengthen NABU's overall capacity, enabling it to fulfil its mandate more effectively.
[bookmark: Scope_of_work_]Scope of work
The scope of work[footnoteRef:1] covers the implementation of all activities required for the achievement of its objective as outlined above, including but not limited to: [1:  The scope of work and deliverables refers to consultancy service provided by a project management expert within the Worksection solution] 

1. Conduct an initial assessment of NABU’s existing project management practices and task-management workflows. 
2. Develop project management guidelines, including instructions, templates, and descriptions of all project lifecycle stages.
3. Prepare practical examples and ready-to-use templates tailored to NABU’s operational context. 
4. Customize the task-management and tracking system to reflect standardized project processes, workflows, and reporting needs.
5. Create user guidance for operating the task-management system in line with the new project management framework.
6. Present draft deliverables, collect feedback, and finalize all documents and configurations after one iteration of revisions.
[bookmark: Deliverables_]Deliverables
1. Project Management Guidelines Package, including but not limited to:
· Instructions and descriptions for all project lifecycle stages (initiation, planning, execution & monitoring, closure)
· Templates and ready-to-use forms for each required document (e.g., Project Charter, Stakeholder Register, Business Case, WBS, RACI, Risk Register, Communication Plan, Status Reports, Closure Report, Lessons Learned, Handover document)
· Practical examples: generic business example + NABU-specific example for each document.
2. Acceptance certificate approved by NABU summarizing the achieved results of service.
[bookmark: Team_composition_and_qualifications_]Team composition and qualifications
It is envisaged that the assignment will be implemented by individual expert or a team of experts familiar with the context and experienced with similar assignments. 
The contractor can propose a composition of an experts’ team, which, in his opinion, is most appropriate for the assignment.
The project expert/team should be delegated for the entire duration of the project. 
Qualifications and Competence of Project Management Expert:
	General Qualifications:

	The Project Management expert must at least have a Bachelor degree in Business Administration, Economics, Engineering, Computer Science, Telecommunication, IT or other relevant fields.
The Expert should have:
· 5+ years of experience with IT projects
· 3+ years of experience as IT PM
· 3+ years in operational management, preferably in digital solutions.

	Adequacy for the Assignment:

	The Expert should have:
· Project management and planning skills and the ability to lead complex projects
· Documented experience from leading a portfolio of projects to reach business targets
· Managerial experience in a foreign donor-funded project related to the development/management of ICT solutions for a government agency will be considered as advantage
· Managerial experience in designing and/or implementing at least one project in the related area for a state agency

	Experience in the Region and Language:

	· Relevant working experience from the region
· Fluency in Ukrainian
· Good knowledge of English
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[bookmark: Budget,_timeframe,_and_location_]Budget, timeframe, and location
The maximum budget for the assignment all included may not exceed EUR 3,000. The Tenderer’s financial proposal shall include all costs for a fee and project-related reimbursable expenses.
The assignment will start following a notification issued by the contracting authority, but not earlier than the date of signing the contract between the EUACI and the Consultant. The tentative start date is 15 December 2025. All activities envisaged under this contract shall be completed with a total duration of up to 4 months. The project activities are expected to take place in Kyiv.
The consultant may request an advance payment of up to 30% of the total cost upon contract signing. The remaining 70% will be paid after the consultancy services are delivered in accordance with the requirements outlined in the Scope of Work and Deliverables of this ToR.
All payments are subject to verification of deliverable completion and approval by both NABU and EUACI.
[bookmark: Reporting_and_management_]Reporting and management
The performance of the Contractor will be judged upon reaching the purpose of this contract as well as obtaining its results, as indicated in the section Objective and Deliverables herein respectively. Moreover, the performance of the Contractor will be judged upon the successful implementation of all the specific activities indicated in section Scope of work of this document.
By signing the contract, the Consultant agrees to hold in trust and confidence any information or documents disclosed to the Consultant or discovered by the Consultant or prepared by the Consultant in the course of or as a result of the implementation of the contract, and agrees that it shall be used only for the contract implementation and shall not be disclosed to any third party. The Consultant also agrees not to retain copies of any written information or prototypes in its archive and for its use.
In the period until acceptance, the EUACI, Contractor, and Beneficiary will hold regular project group meetings to exchange information and seek to clarify any questions of whatsoever nature. The purpose of the project group meetings is to ensure follow-up on any activities between the meetings, and to maintain a common overview of the current stage of the project at a detailed level, based on the applicable detailed schedule, and to ensure the day-to-day progress.
[bookmark: How_to_apply_]How to apply
The deadline for submitting the proposals is 17 December 2025, 17.00 Kyiv time. All interested experts should submit:
· Filled and signed Appendix 1(portfolio of relevant projects, technical approach and workplan, CV of key staff, confirm readiness to provide technical support service as described in Appendix 1)
· Financial offer
The proposal shall include the aforementioned information and should be submitted within the above deadline to serkon@um.dk CC to EUACI@um.dk indicating the subject line: NABU PM Expert.
You will receive an auto-reply from the EUACI@um.dk mailbox when the offer has been received. If you do not receive an auto-reply, your offer was not received and you should contact the EUACI by phone.
Bidding language: English.
Any clarification questions regarding the bid request should be addressed to  serkon@um.dk, not later than 10 December 2025 17.00 Kyiv time.
[bookmark: Evaluation_criteria_]Evaluation criteria
Bids will be evaluated in accordance with the criteria provided below:
	#
	Criteria
	Weight

	1
	Portfolio of projects
	20%

	2
	Expert’s relevant experience, skills and competencies
	40%

	3
	Technical approach and workplan
	20%

	4
	Financial Offer
	20%


The evaluation methodology is described in Appendix 2.


[bookmark: Appendix_2:_Forms_for_Letter_of_Tender_][bookmark: _Appendix_1:_Forms]Appendix 1: Forms for Letter of Tender
The tenderer must fill in fields marked with yellow and sign this Appendix 2 before submission. The request to participate is submitted by the following:
	Name
	[insert name of company]

	Street and number
	[insert postal address]

	Postcode
	[insert postal code]

	City
	[insert city]

	Country
	[insert country]

	VAT number (or national identification number)
	[insert number]

	Internet address
	[insert URL of the company’s website]

	Contact person
	[insert name of contact person]

	E-mail
	[insert e-mail of contact person]


The applicant has performed (entered into, ongoing or finalized within the last 3 years) the following contracts of relevance to the advertised assignment (at least 3 contracts).
	No.
	Description
	Amount
	Contract period
	Recipient

	1.
	[insert nature and quantity of services provided by the applicant (and, if joint venture, by which member). If the performed services are provided in a joint venture or within a framework agreement with more economic operators, insert the quantity (per cent) performed by the applicant]
	[insert contract value]
	[insert start date and end date]
	[insert name of organisation]

	2.
	[insert nature and quantity of services provided by the applicant (and, if joint venture, by which member)]
	[insert contract value]
	[insert start date and end date]
	[insert name of organisation]

	3.
	[insert nature and quantity of services provided by the applicant (and, if joint venture, by which member)]
	[insert contract value]
	[insert start date and end date]
	[insert name of organisation]


The Supplier’s Technical Proposal 
This section to be completed by the tenderer and included in the tender.
The tenderer’s submissions will be included in the Contract and apply to the project.
Technical approach and methodology regarding the PM consultancy service
[bookmark: _Hlk89095447]The completed sections regarding the service should not exceed 2 pages
[The tenderer shall as part of the tender and in accordance with the requirements describe his approach and methodology in order to develop and implement the requirements to the assignment.
The Suppliers technical Approach and Methodology will be part of the evaluation in regard to the “Criteria and Method of Evaluation”. Thus, the Customer will evaluate the following:
(i) Whether the proposed approach and methodology reflects the objectives of the project
(ii) Whether activities of the project are coherent and well-defined  
(iii) Whether the tenderer has identified risk and highlighted potential issues]
(iv) The extent to which the tender fulfils the requirements] 
Workplan 
[bookmark: _Hlk89095486]The completed sections regarding Workplan should not exceed 2 pages
[The tenderer shall as part of the tender and in accordance with the requirements insert a work plan (overall time schedule). 
The Supplier’s work plan will be part of the evaluation in regards the criteria stated in “Criteria and Method of Evaluation”. Thus, the Customer will evaluate the following:
[bookmark: _Hlk12520911](i) Whether the work plan and the milestones are coherent and well-defined  
(ii)  Whether the proposed work plan provide the requested outputs in a timely manner, including whether key activities have been identified, whether the assigned resources and estimated time to carry out the activities seem reasonable] 
(iii) The extent to which the tender fulfils the requirements] 
[bookmark: _Hlk3116521]Curriculum Vitae for Key staff 
General Qualifications, Adequacy for the assignment and Experience in the Region and Language
The tenderer is to complete and submit a CV for each of its key employees based on the format below.
Each completed CV should not exceed 3 pages.
	Assignment: 

	Proposed position on the proposed team:

	1. PERSONAL DATA

	Family name:

	First Name(s):


	2. EMPLOYMENT RECORD (GENERAL EXPERIENCE)	
(Most recent employment first)

	Employer's company name:
	Period of service and length:
	Position / nature of the tasks performed / level of responsibility: 

	
	
	

	
	
	

	
	
	

	
	
	

	3. EDUCATION AND TRAINING
(Most recent completed education and or training first)

	Institution (University, etc.), city and country:

	Length of education
Date: from (month/year) to (month/year)
	Degree/Diploma obtained:


	
	
	

	
	
	

	
	
	

	
	
	

	4. EXPERIENCE IN THE SPECIFIC FIELD DIRECTLY RELEVANT TO THE ASSIGNMENT AND THE PROPOSED POSITION
(Indicate the following information for those assignments that best illustrate the experience in the specific field relevant to the assignment and the proposed position, including the obtained results) (Add number of assignments as applicable)

	Name of assignment
	 

	Period of service and length: from (month/year) to (month/year)
	

	Location 
	

	Client 
	

	Main project features
	

	Position held
	

	Activities performed
	

	Obtained results
	

	5. LANGUAGE SKILLS OF RELEVANCE TO THE ASSIGNMENT 
(State knowledge of the language in the country of assignment and of the contract 

	Language:
	Formal Education:
	Understanding level:
	Speaking level:
	Writing level:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	6. OTHER INFORMATION OF RELEVANS TO THE ASSIGNMENT

	



[bookmark: Appendix_3:_Method_of_Evaluation__][bookmark: _Appendix_2:_Method]Appendix 2: Method of Evaluation
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Maximun budget: € 3,000.00

Calculation of score for the budget proposals

Bidder Budget, EUR net of VAT Score

Tenderer 1 € 0.00 #DIV/0!

Tenderer 2 € 0.00 #DIV/0!

Tenderer 3 € 0.00 #DIV/0!

# Criteria Weight Tenderer 1 Tenderer 2 Tenderer 3

1 Portfolio of previous projects 20%

2

Relevant experience, skills and 

competencies

40%

3 Description of approach and workplan 20%

4 Financial Offer (budget) 20% #DIV/0! #DIV/0! #DIV/0!

Final score #DIV/0! #DIV/0! #DIV/0!

Contract title:  PM Consultancy Service for NABU

Evaluation Form



6: Good

Method of Evaluation

The most economically advantageous tender will be identified based on the award criterion “best price-quality ratio” and the award 

criteria above.

A numerical score is allocated to each of the sub-criteria in relation to Quality depending on the assessed level of performance on a 

scale from 0 (Unacceptable) to 8 (Exceptional).

The responsible unit will calculate the total score of the tender by weighting and adding the points in relation to Quality and the 

points in relation to Price. The tender with the highest score is deemed as the most economically advantageous tender and will be 

awarded the contract.

0: Unacceptable

8: Exceptional

7: Very Good

5: Above Expectations

4: Satisfactory

3: Below Expectations

2: Poor

1: Very Poor

In the evaluation of the sub-criteria related to Quality, the responsible unit will consider the extent to which the tender fulfils the 

wishes listed in the ToR, on the basis of the descriptions given in Appendix 1.

The points will be awarded individually. Therefore, it is possible that no tender will be awarded maximum points, just as two or 

more tenders may be awarded the same number of points.

Points in relation to Price = lowest Price * 8 / Price

Tenders that fail to achieve the minimum level of performance (total score in relation to Quality) are considered unacceptable and 

will be rejected.

Provided that the responsible unit has stated a maximum budget (EUR) net of VAT, tenders will be rejected if the Contract Price as 

quoted in Financial Offer exceeds the responsible unit's maximum budget.

The responsible unit will evaluate the Price on the basis of the Contract Price as defined in the ToR and quoted in Financial Offer net 

of VAT and award a nummerical score on a scale from 0 to 8.

The tender with the lowest Price will be awarded a score of 8 points and the other tenders will be awarded points using the 

following formula:
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