Annex 6. Illustrative SOW for Contracting a Local Layers Implementer

* Sections with a [ __ ] are to be filled in for each country.
USAID/[Country] and Food and Nutrition Technical Assistance II (FANTA-2) 
Scope of Work

Monitoring of the Food for Peace programs in [Country] 
using the Layers System 
BACKGROUND
The USAID Office of Food for Peace (FFP) funds [number] nongovernmental organizations (NGOs) ([name the NGOs]; referred to as awardees) to reduce the food insecurity of vulnerable populations in [country]. The specific objectives of the FFP programs vary by awardee, but they jointly cover a wide array of aspects including [maternal and child health and nutrition (MCHN); agriculture and natural resources management; water and sanitation; building of community infrastructure].

As in all countries where FFP resources are used, the USAID Mission in [country] has oversight responsibility for the quality of awardee implementation. To support the USAID Mission in this regard, the Food and Nutrition Technical Assistance Project (FANTA) developed a methodology called Layers which helps the Mission annually monitor the quality of awardees programs, from the distribution of food itself to programming in health, agriculture and other activities. The Mission intends to hire a local contractor to carry out the Layers survey in [year]. FANTA, now FANTA-2, was requested by USAID to facilitate the selection, training and supervision of the contractor that will perform this task. 
DESIGN OF THE LAYERS SURVEY IN [COUNTRY]
The Layers survey will track the quality of activities implemented by the awardees at their activity sites. Random sampling will be used to select the sites that will be assessed. To facilitate the creation of a budget and logistics plan, an illustrative list of randomly selected sites that could be visited for a Layers survey is given in Appendix 1 (bidders should use this list to establish their estimates for survey costs, however this list is only illustrative and does not represent the actual sites to be assessed during the survey). 
The survey itself consists mainly of observations made by enumerators about the situation in the site they visit, recorded digitally on the spot using handheld computers or personal digital assistants (PDAs). Appendix 2 provides a copy of the draft questionnaires to be used in the survey. The software and PDAs to be used for the survey will be provided by FANTA-2. The contractor is expected to provide the necessary equipment (e.g. laptop running the Microsoft (MS) Windows XP or Vista Operating System for the daily synchronization of data in the field and the computer needed to process and analyze the field data once it is collected). 
Sampling and Analysis Method: Lot Quality Assurance Sampling (LQAS)
Using LQAS to draw a representative sample of sites from each activity type, Layers makes a pass/fail conclusion about the performance of an awardee on a set of pre-agreed quality standards.  The sample size is determined based on (i) the size of the “universe” (total number of activity sites of that type operated by the awardee), (ii) the allowable error rate (alpha and beta errors are set at 10% or less each), (iii) the performance benchmark to attain (also called “upper threshold” which is usually set at 90%), and (iv) the lower threshold (set at 20% below the upper threshold). All of those parameters are fixed except for the size of the universe; therefore, the exact number of sites surveyed for each activity varies based on the number of activity sites that exist.
Activity Types

The types of activities implemented vary by awardee. Activities of the same type may also vary in their implementation modalities across awardees. Therefore, each type of activity under each awardee is considered independently by Layers and thus requires its own individual sample. Table 1 lists the sectors by awardee in [country], the estimated total universe (N) and the sample size (n) for each universe. The sample size (n) is the number of sites that will need to be visited for each activity type. This information should be used by bidders in preparation of a logistics plan and budget.
Table 1: Universe and Sample Sizes for Each Awardee and Sector of Activity

[INSERT THE ILLUSTRATIVE SAMPLE SIZES WORKSHEET FOR THE COUNTRY]
Instruments

Drafts of the questionnaires to be used in the survey are provided in Appendix 2. The contractor will lead the process of adapting these existing questionnaires to meet the needs of the programs in [country]. All the information in this survey will be collected using PDAs, programmed to ask only the relevant questions in each site visited. Using PDAs facilitates the enumerators’ task, improves the quality of the data collected and virtually eliminates the need for further data entry. Using this method, interview/observation time should last 30-60 minutes. The use of PDAs also requires that the implementer assign an information technology (IT) person to Layers for the entire preparatory, data collection and data analysis periods.
ACTIVITIES AND SCHEDULE
After the contractor is selected, FANTA-2 will train the contractor to carry out all the steps of the Layers survey. The contractor shall learn how to successfully carry out the random sampling process; program PDAs and use them; translate, adapt, and pre-test the questionnaire; train and supervise field enumerators; collect the data; and analyze the data. Final survey results and the report of the field activities will be due to FANTA-2 and USAID by [date]. The schedule below provides a more detailed breakdown of activities. All activities are described in detail in the Layers manual, available at http://www.fanta-2.org/layers/reference. The contractor must follow the instructions given in the Layers manual and the training and guidance provided by FANTA-2. FANTA-2 will make a total of four trips (TDYs) to install Layers in [country]. TDY 1 took place on [date]. The TDY for each activity is indicated below.
Sampling (TDY 2)
Following the instructions provided in the Layers manual
, the contractor will draw the appropriate simple random sample from each activity type. The contractor will assure that only the randomly selected sites are assessed during the survey. The contractor will develop a logistics plan based on the location of the sites to be assessed and will be responsible for all arrangements related to transportation, lodging and other logistical aspects. 
Programming and PDA Use (TDY 2)
The contractor will be trained in, and is expected to become proficient in the programming of Pocket PC Creations (PPCC), the software used to install Layers questionnaires on the PDAs. The contractor will also become proficient in the use of the PDAs themselves, including backing up, synchronizing, installing and importing of the field data. FANTA-2 will provide the PDAs, the license to use PPCC and the other software required for the proper use of Layers.
Questionnaire Translation, Adaption and Pre-testing (TDY 2)
The contractor will work with awardees to adapt the existing Layers questionnaires to the specific circumstances of the Title II [country] programs and will translate the questionnaires into the local language, if necessary. The contractor is responsible for modifying the questionnaires in both PPCC and in MS Word in the appropriate language(s).

Field Supervisor and Enumerator Training (TDY 3)
The contractor will develop and deliver a training to prepare field supervisors and enumerators for field work which includes mastery of the questionnaire, of the PDA, and of fieldwork procedures. The first part of the training will be in a classroom; the second part of the training will be a practicum in which trainees practice conducting the survey in the field. Further changes to the questionnaires may be made after the training if necessary. As part of the training process, and on the basis of materials provided by FANTA-2, the contractor will produce a field manual providing enumerators with detailed explanations and instructions on survey procedures and on every question in the questionnaires. 
Data Collection (TDY 3)
The enumerators should initiate data collection shortly after training has ended, no later than [date]. Although consistency checks will be built into the PDA programming to minimize entry errors, the contractor will be responsible for ensuring the integrity of the final database and for correcting any error or mistakes in the process. Supervision and quality control procedures are described in the Layers manual. USAID food monitors will revisit a small number of selected sites to verify the quality of the information collected by the contractor. Unless satisfactorily explained, major discrepancies between the data provided by the contractor and that collected by USAID in the re-visited sites may lead to the termination of this contract. Data collection should be completed in time for TDY 4. 

Data Analysis (TDY 4)

The contractor is responsible for syncing all data, exporting it to MS Excel and tabulating the results following the instructions in the Layers manual and FANTA-2 guidance given during TDY 4. Complete Layers results tables and enumerator comments are to be finished and submitted to FANTA-2 and USAID during or not longer than one week after the end of TDY 4. The contractor will also participate in USAID discussions about preparations for the next year’s Layers survey.

Reports
In addition to the activities and the Layers results described above, two deliverables will be produced by the contractor and submitted to FANTA-2 and USAID/[country]. The content of and submission dates of each deliverable are as follows.
Field Work Report 
The Field Work Report is submitted at the end of fieldwork. It contains a detailed plan of field logistics (e.g., team composition and movement, time schedule of field work, dates of visits, name of staff). This report reviews the accomplishments of the survey team (e.g., exact number of sites visited by day), its general performance during field work, and lessons or recommendations drawn from the exercise itself (e.g., what to change in future iterations). The contractor will also use this report to note any issue(s) that may affect the interpretation of the data, as well as any change(s) made to the PPCC program during the field phase with extensive explanation for the change and the updated PPCC program included. 

Final Deliverable (CD-ROM)
The final deliverable consists of two CD-ROMs provided by the contractor, one copy to USAID and one copy to FANTA-2. The CD-ROM should contain a final version of the Field Work Report and all the files used to carry out Layers, including the full dataset in PPCC format and MS Excel, the questionnaires in MS Word and PPCC, the tabulated results and enumerator comments and the field manual.
Schedule
	Activity
	[Dates]

	Sampling (during TDY 2)
	

	Programming and PDA use (during TDY 2)
	

	Questionnaire Translation, Pre-testing and Adaptation (during TDY 2)
	

	Field Supervisor and Enumerator Training (during TDY 3)
	

	Data Collection (TDY 3)
	

	Field Work Report due
	

	Data Analysis (during TDY 4)
	

	Final Deliverable (CD-ROM) due
	


PROPOSALS

FANTA-2 will identify and hire the contractor on behalf of USAID. Bidders interested in submitting a proposal for conducting the FFP Layers survey in [country] should prepare their proposal using the parameters laid out in this Scope of Work. An electronic copy of the full proposal, including a description of the proposed approach, the implementation and logistics plan, the staffing and CVs, past experience managing and conducting surveys, and a detailed budget should be submitted to FANTA-2, [email address], no later than [date]. The winning bid will be announced by [date]. 

Required Qualifications
· Ability to communicate and work in English and local languages

· Extensive experience in conducting surveys and in survey management

· Demonstration of accurate understanding of the task
· Familiarity with LQAS is desired, but not required
Survey Approach and Implementation and Logistics Plan (30%)
The contractor should explain how they propose implementing the Layers survey and how they would work with USAID, FANTA-2 and the awardees. A detailed logistic plan should also be prepared, based on the illustrative list of sites given in Appendix 2. The logistics plan should aim at maximizing the efficiency of travel for each field team. Given that each site visit requires from one-half to a full hour to complete, the main factor in determining the time it takes to complete the survey is not the time spent filling the checklist but the time spent traveling from site to site. The itinerary followed by enumerators should proceed so they collect all the information from sites as they move from one to the other, regardless of the type of activity. 

Staffing (30%)

Bidders should propose a staff configuration for Layers. At a minimum, the contractor’s Layers staff should consist of a Survey Manager, an IT Specialist, field supervisors and enumerators. The Layers team members and their responsibilities are described in the Layers manual. Proposals must include the CVs of the Survey Manager, IT Specialist and field supervisors. CVs of some enumerators for illustrative purposes can be included.

Past Experience in Survey Management (20%)
Proposals should include a description of the contractor’s past survey experience that is relevant to the Layers survey. 

Budget (20%)
Bidders should prepare detailed budgets with budget notes.
Appendix 1. Illustrative Sample of Sites to be Visited for Purposes of Creating a Budget
Note that the actual sample still needs to be selected.
[INSERT ILLUSTRATIVE SSS]
Appendix 2. Layers Questionnaires
[INSERT DRAFT QUESTIONNAIRES APPROPRIATE TO THIS COUNTRY]
� The Layers manual can be downloaded from the internet at: http://www.fanta-2.org/layers/reference
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