
 

TERMS OF REFERENCE – Program Associate for The Micronutrient Fortification Index (MFI) 
and 2021 CEO Forum  

 
GENERAL REQUIREMENTS & SCOPE OF WORK 
  

 
Assignment  This engagement will be focused on supporting the coordination of key 

elements of the MFI expansion and preparation for the 2021 CEO Forum 
related to event management, stakeholder engagement, and strategic 
communications. 

                                          

 
Location    Lagos, Nigeria 

 
Duration    Two (2) Months  

 
Reporting to    Regional Program Manager, SAPFF Project  

 
TECHNOSERVE BACKGROUND  
TechnoServe works with enterprising people in the developing world to build competitive farms, 
businesses, and industries. We are a non-profit organization that develops business solutions to 
poverty by linking people to information, capital, and markets. Our work is rooted in the idea that 
given the opportunity, hardworking men and women in even the poorest places can generate 
income, jobs, and wealth for their families and communities. With more than four decades of 
proven results, we believe in the power of private enterprise to transform lives. 
 
PROJECT BACKGROUND 
TechnoServe’s Strengthening African Processors of Fortified Foods (SAPFF) Program aims to 
increase the compliance rates of private sector food processors against national food fortification 
mandates by increasing the production of fortified food staples in Nigeria, Kenya and Tanzania.  
 
As part of its role in delivering the SAPFF Program, TNS spearheaded the establishment of an 
annual Nigeria Food Processing and Nutrition Leadership (CEO) Forum in Nigeria. During the 
2018 inaugural convening, SAPFF sought and received executive level buy-in which resulted in 
the commitment of the following:  

 Incorporating food fortification as a key performance indicator in a corporate 
measurement framework, with regular reporting to the CEO and board; and  

 Regular reporting and review of progress at an industry-wide level to improve compliance 
with fortification regulations.  



 
The CEO Forum expressed a clear commitment to exploring potential fora and mechanisms to 
convene companies to regularly review available monitoring data which TNS went on to deliver 
upon by way of the Micronutrient Fortification Index (MFI). The MFI has since evolved to become 
an industry-owned and led aid to micronutrient fortification compliance and sustained quality 
management improvement. The development process entailed an extensive level of engagement 
with pilot participants, who contributed to the theoretical framework as well as calibration of 
weightings associated with each of the component scores. It is primarily based on self-evaluation, 
also serving as a pathway to promote competitive business practices amongst participants on a 
voluntary basis. It presents an opportunity to engage with various stakeholders (such as 
processors, government, and advocacy groups amongst others) in the nutrition ecosystem and 
has a multiplicity of value propositions that serve each stakeholder group accordingly. 
 
 
EVENT OBJECTIVES 
The MFI was successfully launched in September of 2021 and, in December, The CEO Forum 
will focus on platform improvements; include reporting from current participants; and encourage 
participation from new organizations. TechnoServe will also share a roadmap for engaging with 
users, consumers, and partners, with the goal of exhibiting the value of the MFI and driving wider 
adoption across the food processing sector in Nigeria. 
 
In preparation for the updated MFI rankings being announced at the December event, the full list 
of companies/brands that would like to see their rankings reflected will be engaged to enhance 
their fortification operations and improve their performance on the index. 
 
In addition to highlighting progress on the evolving MFI, this year’s forum also represents an 
important opportunity to reinforce the essence of the national fortification dialogue and track the 
essential progress in further improving the quality of fortified foods in Nigeria. It will help foster a 
strategic understanding of the short, medium to long term impact of COVID-19 on the food 
processing industry, how food fortification is impacted and key policy and operational implications 
and opportunities.  
 
SCOPE AND DELIVERABLES OF SERVICES  
The selected consultant will ensure that the listed tasks below are executed to the highest quality 
of work in an effort to guarantee a seamless event. 

1. Work with Regional Program Manager (RPM) to review and, and where necessary, 
contribute to drafting and editing of outreach and presentation documents. 

2. Support stakeholder coordination efforts related to MFI system enhancements and 
participation (Donor, participating companies, development partners, etc) 

3. Prepare meeting notes and follows up on action items as discussed in meetings with MFI 
service providers/ consultants. 

4. Contribute to the development of relevant marketing materials to be presented on the day 
of the CEO Forum and distributed to external and internal stakeholder, with support from 
TNS staff in HQ.  

5. Work with RPM to identify and confirm attendees of this event, providing additional 
adequate briefs to participants when necessary. This should also include active tracking 
of RSVPs and follow up as required for the CEO Forum. 

6. Ensures that s/he contributes the analysis of various platform options and IT support plan, 
by working with internal TNS departments and external resources 



7. Prepare a run of show for the entire program. 
8. Support program team to send follow-up emails and secure time to meet/ brief key 

representatives 
9. Most importantly, the selected consultant will be responsible for the following: 

 Strategy – contribute to the development of the overall planning approach for the event, 
including goals, structure, theme, logistics, budget and timeline. 

 Logistics – Meeting platform and date selection; run-of-show development and support; 
working with vendors including IT consultants if needed 

 Support Staff- Identifying and contracting appropriate vendors capable of providing 
necessary support for quality execution. 

 
 

DURATION OF ASSIGNMENT 
The Consultant will regularly report to the Regional Program Manager and the duration of the 
assignment is Two (2) months from October 2021 – December 2021.   
 
EXPERIENCE REQUIRED  
We are ideally seeking a consultant with at least 3 years’ experience delivering: 
 

1. Project Management- Developing an effective strategy related to the overall planning 
approach for the event, including goals, structure, theme, logistics, budget and timeline. 
This also includes the identification appropriate vendors capable of providing necessary 
support for quality execution. 

2. Conference Production and Logistics- Venue and date selection; run-of-show 
development and support; working with vendors including caterers and audio visual 

3. Branding and Communications Strategy - of technical concepts in a clear, compelling 
and concise manner and constructing messages that are accessible to a range of 
audiences. This will also include development of solutions to support a variety of business 
needs including brand awareness, promotion, lead generation as well as user relationship 
building. 

4. Content Development and Editing- Taking full responsibility for the development of 
content for timely dissemination and ensuring the development of communications 
products meeting project standards on structure, clarity, and persuasiveness. 

5. Media Relations- Demonstrates comprehensive understanding of current media 
channels and tools, including social media. This entails conducting research for target 
audience and strategic goal-setting. 

6. Communication Skills – Effective communication is also vital in this role, evidence of a role 
managing and communicating with senior managers and personnel on a range of project 
subjects, as is a role in dealing with potential clients, vendors and third parties. 

7. Stakeholder Management – Demonstrable evidence of applying and understanding general 
principles around outreach to various stakeholder groups such as private sector companies, 
government institutions, and development partners. 

 
 
 
 
 
 
 



CRITERIA FOR SELECTION 
The following weighting and points will be assigned to the proposal for evaluation purposes 
 
 

 
TechnoServe reserves the right to award the contract to the organization whose proposal is 
deemed to be in the best interest of TechnoServe and the Donor.  
 
The Consultant with the winning proposal will be notified in writing. Those who were not selected 
may or may not be notified, at the sole discretion of TechnoServe.  
 
TERMS AND CONDITIONS 

 The Request for Proposal is not and shall not be considered an offer by TechnoServe. 

 All responses must be received on or before the date and time indicated on the RFP. All 
late responses will be rejected. 

 All unresponsive responses will be rejected. 

 All proposals will be considered binding offers. Prices proposed must be valid for entire 
period provided by respondent.  

 All awards will be subject to TechnoServe contractual terms and conditions and 
contingent on the availability of donor funding.  

 TechnoServe reserves the right to accept or reject any proposal or cancel the solicitation 
process at any time, and shall have no liability to the proposing organizations submitting 
proposals for such rejection or cancellation of the requests for proposals.  

 TechnoServe reserves the right to accept all or part of the proposal when award is 
provided.  

 All information provided by TechnoServe in the RFP is offered in good faith. Individual 
items are subject to change at any time, and all bidders will be provided with notification 
of any changes. TechnoServe is not responsible or liable for any use of the information 
submitted by bidders or for any claims asserted therefrom. TechnoServe reserves the 
right to require any bidder to enter into a non-disclosure agreement.  

 The bidders are solely obligated to pay for any costs, of any kind whatsoever, which may 
be incurred by bidder or any third parties, in connection with the Response. All responses 
and supporting documentation shall become the property of TechnoServe, subject to 
claims of confidentiality in respect of the response and supporting documentation, which 
have been clearly marked confidential by the bidder.  

 
 
 
 
 

Technical Proposal – 40% 
  Assignment Approach/Methodology 
  Quality of Work Plan  
  Project Deliverables 

 
10 points (maximum) 
20 points (maximum) 
10 points (maximum) 

40 total points 

Management Proposal -30% 
  Description of Internal Controls 
  Experience of consultant 

 
15 points (maximum) 
15 points (maximum) 

30 total points 

Cost Proposal – 30% 30 points (maximum) 30 total points 

TOTAL  100 POINTS 



APPLICATIONS 
Qualified firms meeting the above criteria are invited to submit a proposal via email to 
TechnoServe at procurementng@tns.org (Use the subject line “Application for Program 
Associate - The Micronutrient Fortification Index (MFI) and 2021 CEO Forum). Application should 
include the following: 
 
Consulting firms meeting the above criteria are invited to submit a proposal to TechnoServe via 
the email: procurementng@tns.org with the subject line “Proposal for MFI Methodology Audit 
Consultant”. With the following documents; 
 

 company profile (including number of personnel and references;  

 a proposal on how they intend to undertake this assignment 

 a comprehensive budget  

 Description of the Consultant’s performance on related past project. 

 Personal CVs of technical personnel proposed for this project highlighting qualifications and 
experience in similar projects. 

 Work references - contact details (e-mail addresses and phone numbers) of referees (firms 
for whom you’ve produced similar assignments);  

 Financial proposal (Nigerian Naira) indicating consultancy fee and a breakdown of expenses 
(unit price together with any other expenses) related to the assignment; and payment terms. 

 Contain detailed cost in Nigerian Naira, with applicable Tax/Charges clearly identified. Please 
note that TNS Nigeria has its tax-exempt status and also a government agent for the 
withholding of relevant taxes such as (Withholding Tax) and remits same to the government 

 Work plan detailing realistic timelines, and activities for the assignment.  

 Sample work previously done for other clients. 

 Deadline for application: October 5th, 2021; 17h00 EST 
 
 

mailto:procurementng@tns.org

