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TERMS OF REFERENCES 
 

 
 
1. BACKGROUND 

The COMESA Business Council (CBC) is a business member organization bringing together a 
diverse group of enterprises, companies, and Business Associations in the region to inform and 
influence the policy directions that impact private sector and business community at large in 
COMESA. It is the recognized regional apex body of the Private Sector and Business Community 
in the 21 COMESA Member States. CBC seeks to strengthen the inclusiveness of the private 
sector in regional and global trade. This includes prioritizing specific advocacy strategies to 
address key business impediments and measures that affect industries and have a direct bearing 
on the participation of businesses in trading in the COMESA region.  

As part of its mandate, CBC implements programmes that strengthen the competitiveness of 

micro, small and medium-sized enterprises (MSMEs), expand access to markets and improve the 

conditions under which enterprises obtain and use financial services. Across the region, many 

MSMEs and small-scale traders continue to operate with limited knowledge of suitable products, 

weak financial records, low confidence in formal institutions and uneven access to digital 

channels. 

The constraint is not always the absence of finance. Enterprises may have difficulty identifying 

appropriate providers, understanding eligibility and documentation requirements, comparing 

pricing and repayment terms, or knowing where to seek practical support. These gaps can 

reinforce cash-based operations, dependence on costly informal sources and limited investment 

readiness. 

CBC intends to address these challenges through a coordinated package of market intelligence, 

enterprise-facing information, provider engagement, practical capacity development and stronger 

institutional linkages. The work will also promote responsible use of digital financial services and 

enable business support organizations to provide more consistent guidance and follow-up to 

enterprises. 

CBC therefore seeks to have a talent pool of pre-qualified individual consultants in the area of 
digital literacy and cross-border expertise. It is against this background that the CBC, is seeking 
the services of a professional and competent individual consultants for its talent pool of pre-
qualified individuals. 

 
2.  OBJECTIVE OF THE ASSIGNMENT 

Broad Objective:   
 
The broad objective is to strengthen CBC’s technical capacity to develop and implement practical 
digital literacy interventions that enable MSMEs and small-scale traders to make informed 
financing decisions, engage more effectively with formal providers and use appropriate digital 
financial services. 
 
Specific Objectives:  
 
The individual consultants will be expected to support CBC through: 
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a) Establishing a clear understanding of the financing constraints, information gaps and 

service-access challenges affecting different categories of MSMEs and small-scale 
traders.  

b) Generating reliable and usable intelligence on financial service providers, enterprise-
support institutions, relevant products and the conditions under which these services may 
be accessed.  

c) Translating technical financial information into practical and accessible resources that 
support enterprise decision-making, readiness and responsible product use. 

d) Strengthening the pathways through which enterprises, business associations and 
financial service providers exchange information, make referrals and pursue appropriate 
follow-up.  

e) Facilitating structured engagement that helps enterprises understand provider 
requirements while enabling institutions to respond more effectively to the needs of 
smaller and underserved businesses.  

f) Building the capacity of participating business organisations and other intermediaries to 
provide basic financial information, guide enterprises towards relevant services and 
sustain support beyond the assignment.  

g) Integrating digital financial capability, inclusive participation, monitoring and institutional 
learning into the design and delivery of the assignment. 

 
 

3. SCOPE OF WORK AND TASKS 

In order to achieve the above objective(s)of the assignment, the Consultant will undertake the 
following tasks:    
: 
3.1 Inception, Planning and Design 
Hold an inception meeting with CBC and review relevant programme documents, financial 
inclusion strategies, MSME studies, regulatory frameworks, market assessments and previous 
enterprise-support interventions. The Consultant shall refine the methodology, stakeholder plan, 
information requirements, work schedule and quality-assurance arrangements.  
 
3.2 Enterprise and Stakeholder Assessment 
Undertake a structured assessment of the practical barriers affecting enterprise access to formal 
finance and digital financial services. The work shall consider business formality, financial 
records, collateral and credit history, confidence in financial institutions, digital capability, 
accessibility needs and the role of business associations and other support organisations. 
 
3.3 Financial Services and Product Mapping 
Map relevant banks, development finance institutions, microfinance providers, savings and credit 
organisations, mobile money operators, fintech companies, guarantee mechanisms and 
business-support services. The mapping shall capture product purpose, target users, eligibility, 
documentation, pricing considerations, service channels, accessibility features and appropriate 
contact or referral points. 
 
3.4 Practical Information and Decision-Support Resources 
Develop clear, user-centred resources that help MSMEs understand available financing and 
digital financial services, compare basic requirements and prepare for engagement with 
providers. Materials shall be designed for practical use by enterprises and intermediary 
organisations and should remain suitable for adaptation into accessible, translated or visually 
oriented formats where required.  
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3.5 Enterprise and Provider Engagement 
Design and facilitate structured engagement among MSMEs, financial institutions, regulators, 
business associations and enterprise-support organisations. The Consultant shall prepare 
suitable discussion tools, support direct interaction, document areas of interest and establish 
practical follow-up and referral actions without creating expectations of guaranteed financing. 
 
3.6 Digital Finance and Financial Capability 
Assess how digital payments, mobile money, merchant services and other technology-enabled 
financial solutions can support enterprise operations and financial access. Prepare practical 
capability content covering informed use, affordability, security, consumer protection, business 
records and the responsible adoption of relevant services. 
 
3.7 Intermediary and Institutional Capacity 
Strengthen the ability of participating business organisations and other intermediaries to explain 
basic financial-service information, use the assignment resources, guide enterprises towards 
appropriate providers, maintain referral contacts and support reasonable follow-up after the 
assignment. 
 
3.8 Policy, Regulatory and Institutional Insights 
Review policy, regulatory, compliance and institutional issues that influence enterprise access to 
finance and digital financial services. Prepare practical observations for CBC dialogue with 
relevant authorities, financial institutions and private-sector organisations, with attention to 
implementation realities and responsible market conduct. 
 
3.9 Monitoring, Reporting and Knowledge Products 
Develop proportionate indicators and reporting tools to track participation, information use, 
referrals, engagement with providers, digital-service adoption and other relevant outcomes. 
Prepare concise technical reports and knowledge products that document findings, emerging 
lessons and recommended follow-up actions. 
 
3.10 Inclusion, Quality Assurance and Sustainability 
Ensure that assignment methods and outputs are technically accurate, inclusive and practical for 
diverse enterprise groups, including women-led, youth-led and disability-inclusive businesses. 
Validate provider information, protect confidential data, incorporate stakeholder feedback and 
design tools that CBC and participating organisations can continue to use and update.. 

 

 

4 APPROACH AND METHODOLOGY 

The Individual Consultant is expected to explain the approach and methodology that will be used 
to undertake the assignment. The proposed approach and methodology should include, among 
others, the following:  
 
4.1 Desk Review 
Review relevant CBC programme documents, policies, legislation, financial inclusion strategies, 
studies, market data and available enterprise-support materials. 
 
4.2 Co-design and Stakeholder Consultations 
Consult central banks, financial regulators, financial institutions, mobile network operators, fintech 
companies, public institutions, business associations, MSMEs, small-scale traders and 
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development partners. The process shall test assumptions, agree information needs and secure 
practical input from both users and providers. 
 
4.3 Data Collection and Product Validation 
Collect and analyse qualitative and quantitative information using appropriate tools. Product and 
institutional information shall be confirmed with the relevant providers, and findings shall be 
supported by credible evidence and clearly linked to the proposed actions. 
 
4.4 Practical Resource and Engagement Design 
Translate assessment findings into clear information resources, engagement formats, referral 
arrangements, capacity-development materials and implementation actions that can be used by 
CBC, business organisations and participating enterprises. 
 
4.5 Validation and Knowledge Transfer 
Present draft findings and outputs to CBC and relevant stakeholders for review and practical 
testing. Incorporate agreed comments and orient the designated CBC and intermediary personnel 
on the use, maintenance and follow-up of the developed resources. 
 
4.6 Final Reporting 
Submit final deliverables together with editable source files, verified datasets, presentation 
materials, data-collection tools and other supporting documentation. The Consultant shall brief 
CBC on implementation priorities, responsibilities, sustainability considerations and 
recommended next steps. 
 
 
5 PERFORMANCE PERIOD AND OUTPUTS 

The performance period for the assignment is from the date of signing of the contract contingency 
upon the project that will require such expertise. 
  
 
6 DELIVERABLES 

 
The Consultant will deliver outcomes as expected per the project requirements.  
 
 
7 TIMELINES FOR UNDERTAKING THE ASSIGNMENT  

The timeline for the expected outputs depends upon project requirements  

 
8 PAYMENT SCHEDULE 

The budget ceiling for the various outcomes will depend on the project budget and the amount 
entails professional fees only.  
 
9 QUALIFICATION OF THE CONSULTANT  

The Individual consultant must possess the following minimum qualifications:  
 
9.1 Academic Qualifications 

• A Master’s degree in Finance, Economics, Business Administration, Development 

Finance, Public Policy, Communications Management, Law, Information and 
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Communication Technology, Telecommunications or Electrical Engineering, Development 

Studies, Project or Programme Management, or another relevant discipline.  

• A Bachelor’s degree in a relevant discipline, supported by substantial and directly relevant 

professional experience, may also be considered.  

• Relevant professional qualifications in digital money or digital financial services, financial-

sector or communications regulation, compliance, risk management, project management 

or related areas shall be an added advantage. 

9.2 General Professional Experience 

• At least ten (10) years of progressively responsible professional experience across 

financial inclusion, digital finance, payment systems, mobile money, MSME development, 

ICT or telecommunications regulation, compliance, enterprise development or regional 

programme delivery.  

• Experience undertaking national, regional or multi-country assignments involving private-

sector development, digital transformation, financial services, policy or regulatory 

implementation, and institutional strengthening.  

• Demonstrated engagement with central banks, financial and communications regulators, 

banks, mobile network operators, fintech companies, regional economic communities, 

development partners, business associations and MSMEs. 

• Experience managing or coordinating technical assignments, stakeholder processes, field 

activities and reporting requirements, including the preparation of strategies, frameworks, 

implementation tools, training materials and management reports. 

9.3 Specific Professional Experience 

• Designing or implementing financial inclusion, MSME digitalisation, enterprise-finance or 

related private-sector development initiatives.  

• Undertaking financial ecosystem assessments, service-provider mapping, enterprise-

needs analysis and the preparation of practical financing or referral pathways.  

• Working with digital payments, mobile money, merchant services, interoperable payment 

arrangements, customer onboarding or other digital financial-service applications relevant 

to MSMEs.  

• Reviewing or developing policy, regulatory, governance, compliance, consumer-

protection or institutional frameworks affecting the delivery and use of financial or digital 

services.  

• Designing and facilitating consultations, public-private dialogue, technical workshops, 

enterprise-provider engagement sessions and validation processes at national or regional 

level.  

• Developing clear guidance materials, toolkits, training curricula, facilitator resources, 

participant materials or technology-enabled learning content for non-technical audiences.  

• Supporting financial capability, digital financial literacy, investment readiness, responsible 

service adoption or enterprise capacity-development programmes.  

• Developing monitoring frameworks, performance indicators, action trackers and technical 

or donor reports that support implementation and follow-up. 

9.4 Regional and Institutional Experience 
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The Consultant should demonstrate a sound understanding of the economic, financial, regulatory 
and institutional context of the COMESA region. Experience working with regional economic 
communities, central banks, regulators, public institutions, financial service providers, donor-
funded programmes or private-sector apex organisations shall be an advantage. 
 
9.5 Competencies 

• Strong analytical, research and problem-solving skills. 

• Practical understanding of financial inclusion, MSME finance, digital payments and the 

institutional environment in which financial services are delivered.  

• Ability to translate complex technical, regulatory and financial information into clear and 

usable recommendations and materials for non-technical audiences.  

• Strong stakeholder engagement, facilitation, negotiation and presentation skills.  

• Ability to coordinate multidisciplinary assignments and deliver quality outputs within 

agreed timelines.  

• Strong written English, sound judgement and attention to detail. 

9.6 Language Requirements 
The Consultant must be proficient in written and spoken English. Knowledge of French, 
Portuguese, Arabic or another language used within the COMESA region shall be an added 
advantage. 
 
10 EVALUATION CRITERIA AND PAYMENT MODALITIES  

 
The Individual Consultant is expected to submit standard technical and competitive financial 
proposals. The Individual Consultant will be evaluated against a combination of technical and 
financial criteria. The Individual Consultant should score a minimum of 70% of the 100% technical 
grade which will then qualify the Individual Consultant for the next stage of financial grading.  Both 
financial and technical scores will be added for the final grade.  
 
To assist in the examination, evaluation and comparison of proposal, CBC may ask the 
Consultant for clarification of their Proposal. The request for clarification and the response shall 
be in writing and no change in price or substance of the Proposal shall be sought, offered or 
permitted. 
 

CBC will examine the Proposals to determine whether they are complete, whether any 
computational errors have been made, whether the documents have been properly signed, and 
whether the Proposals are generally in order. 
 
Arithmetical errors will be rectified on the following basis: If there is a discrepancy between the 
unit price and the total price that is obtained by multiplying the unit price and quantity, the unit 
price shall prevail and the total price shall be corrected. If the Individual Consultant does not 
accept the correction of errors, its Proposal will be rejected. If there is a discrepancy between 
words and figures, the amount in words will prevail. 
 
Prior to the detailed evaluation, the Procurement Committee will determine the substantial 
responsiveness of each Proposal to the Request for Proposals (RFP). For purposes of these 
Clauses, a substantially responsive Proposal is one, which conforms to all the terms and 
conditions of the RFP without material deviations. CBC’s determination of a Proposal's 
responsiveness is based on the contents of the Proposal itself without recourse to extrinsic 
evidence. 
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A Proposal determined as not substantially responsive will be rejected by the CBC and may not 
subsequently be made responsive by the Individual Consultant by correction of the non-
conformity. 
 
The bids will be evaluated as follows: 
 

• The email that has technical and financial offers will be opened. 

• The “TECHNICAL PROPOSAL” will be opened and evaluated. 

• If the technical proposal is evaluated as 70 per cent or above, the “FINANCIAL PROPOSAL” 
will be opened. 

• The Individual Consultant that has offered what is adjudged to be the best technical and 
financial offer will be offered the contract. 

• If the Individual Consultant that offered what was adjudged to be the best technical and 
financial offer declines to accept the offer, then the Individual Consultant that is adjudged to 
have offered the second best technical and financial offer will be offered the contract. 

 
In evaluating the relative merits of Individual Consultant’s bidding for the project, the evaluation 
panel will consider: 
 

• Understanding of the terms of reference and requirements of the assignment (15%), 

• Demonstrated experience of the Individual Consultant and sample of past assignments carried 
out by the Individual Consultant in the field of study at regional level (COMESA) (25%), 

• The proposed approach and methodology to be applied by the Consultancy Individual 
Consultant, including workplan with timelines (35%), 

• Qualification, competence and relevant experience of Individual Consultant (25%).  
 
11 REPORTING AND MANAGEMENT 

The Individual Consultant will work under the direct supervision of the Finance and 
Administrations Manager and under the overall management of the Chief Executive Officer.   

• The Chief Executive Officer will provide quality assurance and ensure that the documentation 
produced is reviewed and approved. 

• The Chief Executive Officer will ensure that the Individual Consultant receives all relevant 
documentation with respect to CBC Guidelines, Rules and Regulations necessary for the 
execution of his/her tasks.  

 
12 CONTRACT   

 
A formal contract specifying the scope of the assignment shall be prepared and signed between 
the Secretariat and the Individual Consultant prior to the beginning of the assignment. The 
contract shall also clearly spell out the responsibilities of the two parties.  
 
13 PAYMENT PERIOD  

The period for payment shall be 30 days from acceptance of the report, based on the payment 
outputs.  
 
14 PRICING  
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All prices MUST be indicated in EUR. There will be a no price variation of the contract after signing 
of contract except upon a mutual written agreement between the two parties. Prices must be 
exclusive of all taxes within Zambia.  
 
15 AWARD OF CONTRACTS   

COMESA Business Council reserves the right to wholly or partially reject or award this contract 
to any bidder and has no obligation to award this contract to the lowest bidder. 
 
16 CLOSING DATE OF PROPOSALS   

Proposals must be emailed to the COMESA Business Council Secretariat on or before 11 August 
2023 at latest by 23.00hrs, CAT. 
 
17 REJECTION OF PROPOSALS  

Any proposal received by the Secretariat after the closing date and time shall be rejected. 

18 TECHNICAL QUERIES   

For any technical queries related to the specifications of work or TORs, kindly contact: 
communications@comesabusinesscouncil.org  
 
19 DISCLAIMER   

COMESA Business Council does not bind itself to accept any proposal and reserves the right to 
accept the whole or partially any of the submitted proposals.  
 
 The Chairperson- Procurement Committee 

COMESA Business Council  

COMESA Secretariat Building, Ben Bella Road  

P.O. Box 30051 Lusaka, Zambia.  

Tel: (260) 211 229725.  

  

a)  The Technical Proposal should include the following: 
 

• Updated profile of the Individual Consultant including a CV;  

• Detailing his/her understanding of the task and highlighting experience and expertise in similar 

works as well as a detailed approach and methodology for carrying out the assignment 

including an outline of the supporting documents/ projects and their references;  

• Copies of academic and professional qualifications of the consultant.  

 

b) The Financial Proposal shall be in line with No. 10 and No. 14 of this RFP.  

mailto:communications@comesabusinesscouncil.org

