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[bookmark: _Toc179565788]Terms of Reference (ToR)
Selection of firm for Implementation of Unique Identification Number (UIN) Code Structure at the International Planned Parenthood Federation (IPPF)
1) [bookmark: _Toc179565789]Background
The International Planned Parenthood Federation (IPPF) is a civil society movement that delivers sexual and reproductive health (SRH) services across 146 countries, with over 150 Member Associations and Collaborative Partners, and more than 300+ other distinct partner entities.

Currently, IPPF operates several distinct systems that are hosted on the cloud or on-premise infrastructure. These systems include accreditation, business planning, resource allocation, financial management, and service delivery performance databases. Each system has its own database of partners/ MAs/ CPs [footnoteRef:1], which are often duplicated across different platforms. These systems are managed independently, creating a fragmented and siloed structure that hinders the federation's ability to efficiently aggregate, analyse, and report data across its affiliates and partners. [1:  Please define – Partner/MA/CP -:] 


In its effort to become more MA/ partner centric and become more responsive, IPPF aims to standardize data management systems to improve efficiency, accuracy, and data-driven decision-making. 
To ensure this, IPPF has initiated the implementation of a Unique Identification Number (UIN) system for all affiliates and partners, ensuring a unified and consistent data structure across its global network[footnoteRef:2]. [2:  Varun, Anand. IPPF Internal Document. Unique Identifier: Unifying Data, Empowering Insights. September 2024.] 

2) [bookmark: _Toc179565790]Objective of the Assignment
The main objective of this assignment is to implement a Unique Identification Number (UIN) code structure and system for all its affiliates and partners, that will streamline IPPF’s data management systems by ensuring that all affiliates and partners are uniquely identified across all databases and platforms. This will enhance the accuracy, consistency, and efficiency of IPPF's data management and reporting processes.

Further details on Project Objectives in the pdf below: 


3) [bookmark: _Toc179565791]Scope of Work
The consultant will be responsible for:
a) Study and analyse the existing Data sources: 
Study and analyse existing data sources and proposed solutions in the pipeline to determine the specific structure and inclusion of the Unique Identification Number (UIN). This will require engaging in discussions with system owners/service providers to assess current and proposed systems and databases and pinpoint where partner, affiliate, or entity data is or could be placed. 

b) Design and Develop UIN Implementation: 
Design a standardized procedure and software solution that will implement the UIN coding structure for affiliates and partners. One of the formulations of the coding structure envisaged is  based on the region, country, and unique identifier AAA-BBB-NNNN, where:
· Region: One of the six IPPF Regions: ARO, ACR, AWR, ENR, ESR, SAR.[footnoteRef:3] [3:  Africa Region, Americas and the Caribbean Region, Arab World, European Network, East & Southeast Asia & Oceania, South Asia.] 

· Country: Will be alpha code, based on the ISO 3166-1 A-3 Country Codes[footnoteRef:4] [4:  https://en.wikipedia.org/wiki/List_of_ISO_3166_country_codes] 

· Identifier: Four-digit sequential number

c) Support Data Integration: 
Set up a process to and ensure integration of the UIN structure into IPPF's various databases, establishing the conceptual basis to ensure that all existing and future systems including future updates adopt the UIN for data consistency. The current set of databases include but are not limited to:
	· Business Planning Portal
· DHIS2 – statistics platform
· NetSuite – financial system
· Accreditation system

	· Needs-based resource allocation database
· Unrestricted funding management system
· CMIS Survey
· IPPF Global Dashboard




As part of the data integration process, the selected firm will:

i) UIN Insertion: 
Assist in inserting UIN codes into existing databases without disrupting ongoing activities.

ii) System Automation:
Implement automated processes and solution, that maintains the UIN codes and supports integration of these codes across multiple current and future IPPF's system platforms, reducing manual efforts and ensuring seamless automation of unique ID to be recorded across all databases.

iii) Data Privacy and Security: 
Ensure that the UIN system complies with data privacy regulations and maintains the confidentiality of sensitive information.

iv) Standard Operating Procedure (SOP) for Incorporating New Entities 
Develop an SOP for the incorporation of new entities into the IPPF information systems, ensuring a standardized process for assigning UINs to newly added affiliates or partners. The SOP will include:

v) Process Overview: 
A step-by-step guide for incorporating new entities into IPPF's databases.
· UIN Assignment Protocol: The method for generating and assigning UINs to new affiliates or partners, including regional and country-specific codes.
· Data Entry Guidelines: Standardized formats for entering new data into IPPF's databases, ensuring consistency across all systems.
· Data Validation and Verification: Procedures for validating and verifying the accuracy of newly entered data.
· System Integration: Instructions for embedding the newly assigned UINs into all relevant systems and databases, ensuring seamless integration.
· Quality Control Measures: Protocols to ensure data integrity and accuracy throughout the process.
· Compliance with Data Privacy: Measures to ensure that data privacy and security are upheld during the onboarding of new entities.
· SOP Implementation Report: A document outlining the steps taken to implement the SOP, including any necessary revisions or updates based on initial testing.

The task of setting up fields and configuring reports in the current and future systems, using the Unique ID is not included as part of this assignment.

d) Technical Support and Change Request 

i) If there are issues encountered in the implemented solution, the agency shall be responsible for providing technical support for resolving such issues at no extra cost during the solution stabilisation period. However, a new requirement identified post implementation shall be handled as part of change management. 
ii) The agency shall maintain records of such issues & the solution provided. This knowledge shall be passed on to the IPPF IT team, in order to enable them to handle similar situations themselves.

4) [bookmark: _Toc179565792]Deliverables
The consultant will be required to deliver:
a) Inception Report: A detailed plan outlining the UIN structure implementation strategy, and integration timeline.
b) Requirement Note: This note will highlight all the data sources where the UIN will be embedded or integrated, specifically focusing on where partner, affiliate, or entity data is stored.
c) UIN Code Structure Design: A complete UIN coding system (AAA-BBB-NNNN) covering all affiliates and partners.
d) Automate updating of UIN into existing databases: Develop and implement an automated procedure and application to ensure that all IPPF institutional systems are updated with the additional UIN structure during the consultation period.
e) Implementation Report including standard operating guidelines: A report detailing 
i) process adopted to integrate UIN into existing solutions/ databases, 
ii) successful data migration report and future scalability considerations and 
iii) the roadmap to integrate the UIN across all future IPPF systems and databases including standard operating procedures for adding new partners and/ or removing old (or inactive partners)
f) Training and Capacity Building: Develop training material and organise at least 4 sessions for IPPF staff on using the UIN system effectively.
g) Handover documentation: at the end of the assignment the consutant will be required to prepare detailed handover notes, including documentation of systems design (as required).
5) [bookmark: _Toc179565793]Consultant Desired Qualifications
The ideal firm should possess:
a) Proven experience in designing and implementing unique identification or similar systems.
b) Experience with large, decentralized organizations, preferably in the non-profit or international development sector.
c) Expertise in database management, data integration, and system automation.
d) Familiarity with data privacy and security regulations (e.g., GDPR).
e) Strong analytical and problem-solving skills.
6) [bookmark: _Toc179565794]Duration of the Consultancy
The consultancy is expected to last four months, with three months allocated to design, development and go live and one month for the solution stabilisation, starting from the date of the contract signing. 

The consultant is expected to work closely with IPPF's IT and data management teams throughout the duration of the project.

Following the stabilisation, the consultant may be requested to provide post-implementation support for about six months, with the intention to hand over to the internal IT team at the end of this support period.
7) [bookmark: _Toc179565795]Application Process
Interested candidates should submit the following:
a) Profile of the firm/ including key resources to be deployed on the assignment.
b) Technical Proposal detailing their approach including methodologies and timelines.
c) Financial Quote specifying the fee and any other anticipated costs.
d) Relevant references and a portfolio of at least 2-3 similar past projects, if available.
8) [bookmark: _Toc179565796]Timelines
a) Applications should be submitted by November 15th, 2024, to Procurement@ippf.org 
b) Review of all proposals Will be completed by November 30th, 2024
c) Intimation for presentation to final shortlisted vendor by First week December 2024
d) Selection and onboarding of vendor 15th December 2024.

9) [bookmark: _Toc99121545][bookmark: _Toc179565797]Payment terms
The payment terms applicable to the selected ‘Consultant’ will be linked to specific deliverables, as per the following terms. 

	S.No.
	Milestones
	Timelines 

	1
	Inception Report 
	10% of T(g)

	2
	Requirement Note and UIN Code Structure Design Report
	25% of T(g)

	3
	Automate updating of UIN into existing databases
	30% of T(g)

	4
	Implementation Report including standard operating guidelines
	20% of T(g)

	5
	Training and Capacity Building
	15% of T(g)



Note: 
· T(g) is the total amount quoted by Consultant.
· The financial quote as per desired format of the TOR needs to be provided in USD only.
· The invoices towards the services rendered by the consultant shall be submitted to IPPF.
· All payments shall be payable on submission of invoices towards services/ products delivered.
· IPPF shall release the payments after checking the invoices as per agreement, subject to satisfactory performance by the ‘Consultant’ and adherence to conditions of the TOR and agreement signed thereof. 
· The payment terms and milestones for tasks/ activities related to ‘Augmentation Support’ shall be mutually decided and agreed upon, as part of the change request procedure. All such agreed changes shall be incorporated as an amendment to the agreement /contract and shall be signed by both the Parties (i.e. IPPF & the selected ’Consultant’).
10) [bookmark: _Toc179565798]Format of Financial Bid 

The Agency shall provide financial implication in the below template.

	 S.No.
	Milestones
	Rate (A) in USD
	Taxes  (B)
	Total cost inclusive of taxes in USD (C=A+B )

	
	
	
	
	In Figures
	In Words

	1.
	Implementation of UIN solution
	 
	 
	 
	 

	2
	Post Implementation Support 
	
	
	
	

	Total Quote (inclusive of taxes) in USD
	
	



Key considerations on the financial format above
· No deviations will be accepted from the above stated format.
· The above rates shall be fixed and remain valid for the entire contract duration. 
· All the prices should be inclusive of all taxes and duties which should be clearly specified.
· Payments will be made as per the payment terms mentioned in this TOR.
· No price variation shall be allowed during the period of contract.
· IPPF will not make any additional payments apart from the amounts quoted in the above provided format.

Signature of Consultant_____________________
Business Address_____________________
Date:  _____________________________
Place:_______________________________
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Current Context


IPPF is a locally owned, globally connected civil society movement that provides and 
enables services and champions sexual and reproductive health and rights for all, 
especially the under-served. IPPF as a movement comprises of 150 Member 
Associations and Collaborative Partners who have presence in over 146 countries.


The federation is backed by a secretariat, including the London office and six regional 
offices: Africa, Americas & Caribbean, Arab World, East and Southeast Asia and 
Oceania, European Network, and South Asia.


Additionally, in order to expand its reach across the world, IPPF and its MAs/ CPs work 
with over 300 external partners in areas like emergency response, project 
implementation, and hosted programs.


In total, this robust federated structure includes nearly 460 partner distinct entities. 


As part of its efforts to improve its efficiency, in recent years, IPPF has been 
developing integrated systems across its technology landscape, with partners and 
affiliates at the core of its data collection, collation, and analysis efforts.
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Accreditation - tracks and 
maintaining documents/ 
status of accreditation of 
Member Associations


MA/ CPs list with their 
affiliate status


Needs-based resource 
allocation database – collects 
country-level needs across 
various areas and MA/CPs 
performance metrics to calculate 
unrestricted core grants.


Business Planning portal designed 
collecting/ collating 3 years business 
planning data for MAs/ CPs who have 
access to stream 1 or 2 (Channel - "Not 
Leaving Anyone Behind“).


Unrestricted funding 
management system, to manage 
contracting and distribution of core 
funds to MAs/ CPs


DHIS2 for collecting, collating and 
presenting performance data from  
MAs/ CPs relating to service delivery/ 
global indicators


NetSuite managing, budgets, financial 
transactions, and reporting across the 
secretariat. It also handles tracking bid 
pipeline data in its CRM system.


CMIS Survey presenting the status 
of clinic management systems 
across the clinics at the MA/ CP 
level 


IPPF dashboard set up to 
display data (quantitative/ 
narrative) from affiliates and 
implementing partners 
demonstrating IPPF’s footprint, its 
investment and its results/ 
impact. This system triangulates 
data from all internal IPPF 
systems. 


Current Context


Current Systems/ Databases
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Challenges & Need


With different teams managing various systems/ lists
independently, databases become siloed, each using
distinct codes, names/ spellings (use of acronyms), and
classifications.


Fragmented nature of databases makes data collation
across different systems significant complexed and
manual, making it time-consuming and prone to errors.


Inconsistencies in data quality, making it difficult to
ensure accuracy and reliability of data and reports
coming out of the secretariat’s systems.


With increasing technology footprint,I thnk it is
becoming more and more difficult to automate the
process of sharing data across systems seamlessly.


01


05


02


04


03


Hinder the ability to produce timely & accurate reports 
and take effective decisions.


Implement a Unique 
Identification Number 
(UIN) system for all 
affiliates and 
partners to 
streamline data 
management, 
ensuring consistency, 
accuracy, and 
efficiency across the 
secretariat..


The Need
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To establish a 
consistent 
system of 


identification 
partners, 
ensuring 


uniformity and 
efficiency in data 
management and 


reporting.


To strengthen the 
protection of sensitive 
information, ensuring 
compliance with data 


privacy standards.


To eliminate 
duplicates, 


inconsistencies, and 
inefficient naming 


conventions, ensuring 
reliable and accurate 


data across all 
systems.


To reduce 
manual data 
management 


efforts and 
streamline 
processes.


To provide accurate, 
unified data that 


supports informed and 
data-driven 


decision-making 
processes.


Project Objectives 
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Data 
Sources 


Scope of initiative


Databases of 
• Full Members
• Associate 


Members
• Collaborative 


partners
• International 


Collaborative 
partners


• Affiliate status 
• Type of 


membership
• Suspended or 


Expelled


Databases of 
• Full Members
• Associate 


Members
• Collaborative 


partners
• Donation 


• Products
• Donation -


value


Databases of
• Full Members
• Associate 


Members
• Collaborative 


partners
• Total Income


• By type of 
source


Databases of
• Full Members
• Associate Members
• Collaborative 


partners
• External 


implementation 
Partners


• Humanitarian 
process and 
output data


• SAAF project 
management


• WISH results data
• CMIS Audit 


(annually)


Databases of


• Full Members
• Associate Members
• Collaborative 


partners
• Regions
• Partners: Active, 


Expelled, 
Suspended, 
Retired, External


• Statistics Current 
and Legacy 
database


• Global indicators


Databases of
• Full Members
• Associate 


Members
• Collaborative 


partners
• External 


Partners
• Partners: 


Expelled or  
Suspended


• Financial 
transactions 
with IPPF and 
external 
partners


Acreditation System
PRISM / Afíliate list


Commodity 
report


MA Income List


Other 
Databases/ 


Systems


DHIS2


NetSuite 


Managed by
• Supply Chain 


management team


Managed by
• Membership 


Team
• Regional Offices


Managed by 
• Performance, 


learning and 
evaluation and now 
moved to MAD &I 
(part of BP portal)


Managed by
• MA Development 


& Impact teams


Managed by
• Performance 


learning and Impact 
teams


Managed by
• Finance hub
• Donor reporting hub
• Project managers/ 


budget holders


Databases of
• Full Members
• Associate Members
• Collaborative partners
• Organisational 


profiles
• country data/ 


including on needs
• contact details
• Business Plans status
• Strategic alignment
• Risk analysis


Master list/ 
Membership 
dashboard


Managed by
• MA Develop & 


Impact teams


The scope of initiative will cover all existing and future databases/ lists  maintained by IPPF of their affiliates and 
partners. As far as possible the new codes will be added as a new field, rather than replacing the existing DHIS 2 
codes.


Partner 01 Partner 01


AAA-BBB-NNNN AAA-BBB-NNNN


Partner 01


AAA-BBB-NNNN


Partner 01


AAA-BBB-NNNN


Partner 01


AAA-BBB-NNNN


Partner 01


AAA-BBB-NNNN


Partner 01


AAA-BBB-NNNN
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Considerations for the UIN System:
• Scalability: The structured format allows for the easy addition of new partners as the federation grows, ensuring long-


term viability.
• Clarity: Each segment of the UIN is meaningful, providing immediate context about the entity's region, country, and


unique identity.
• Consistency: Standardizing the UIN format across all entities ensures that the system is uniform and easy to manage


across the IPPF federation, reducing ambiguity and facilitating data integration across multiple platforms.


Scope of Initiative - Unique Identification Number (UIN)
A simple and easy to understand control master will be created to consolidate and integrate all data from different sources,
representing various types of affiliates and partners. For any existing or new partner / affiliate creation, this control master
will ensure consistency in defining & implementing a unique coding structure. This unique code will be embedded in every
single database that is going to form part of the IPPF information technology footprint. This control master will have the
following attributes:


• Unique Identification Number (UIN) : Unique code for each partner across secretariat.
• Affiliation Type: MA: Full Member Association, AMA: Associate Member Association, CP: Collaborative Partner, IP


:International Collaborative Partner, PP: Project Partner, etc.
• Name of the Partner: Complete name as provided by the partner.
• Address: Full postal address as received from the partner.
• Status: Active: Currently engaged or operational, Inactive: Not currently engaged.


DescriptionUIN Cde


A Member Association in 
India, within the South 
Asia Region.


SAR-IND-
0001


A Project Partner located 
in India, within the 
South Asia Region


SAR-IND-
0002 


Project Partners located 
in Bangladesh, within 
the South Asia Region


SAR-BGD-
0001 


SAR-BGD-
0002


Proposed UIN Structure: The UIN coding structure will be defined as:
AAA-BBB-NNNN


• AAA (Region Code - 3 letters): The first three characters represent
the region where the affiliate or partner is registered/ located.
Examples: ARO: Africa Region, ACR: Americas and Caribbean Region,
ESA: East and Southeast Asia and Oceania Region, AWR: Arab World
Region, ENR: European Network Region, SAR: South Asia Region


• BB (Country Code - 3 letters): Next two characters will use the ISO 
3166-1 alpha-3 standard country codes.
Examples: AF: Afghanistan, BD: Bangladesh, IN: India, LK: Sri Lanka


• NNNN (Unique Identifier - 4 digits): The final segment will be a
sequential, 4-digit unique identifier for each partner, starting from
0001 in each region and increasing as new partners are added.
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• Automating data integration 
• Significant time and cost savings 
• Allow teams to focus on more value-added activities.


• Seamless data consolidation
• Reduce manual effort and 
• Significantly boost the efficiency of IPPF's technology footprint.
• Easy to add new affiliates and partners, maintaining data integrity across an 


expanding network.


• Eliminate duplicates and incorrect naming conventions 
• Greatly improving data accuracy.
• Enhance data privacy and security.


• Improved ability to take data backed decisions
• Increased in faith and trust about the database and reports
• Improved efficiency and effectiveness


Expected Benefits
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