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1. Background of SOSEC Nepal

SOSEC Nepal is a non-governmental, non-profit organization established in 1997 A.D. with the aim of
improving the socio-economic and cultural status of disadvantaged communities in rural areas. The
organization focuses on enhancing education, health, and economic conditions while promoting social
inclusion and strengthening institutional capacity.

SOSEC Nepal works in close coordination with government agencies, donors, and stakeholders across
Dailekh, Kalikot, Surkhet, and Achham districts. The organization prioritizes marginalized communities
including Dalits, women, and diverse ethnic groups, and emphasizes participatory planning and need-
based interventions.

Vision:
An equitable society with empowered communities contributing to integrated and sustainable
development.

Mission:
To inspire breakthroughs in the way the world treats children and to achieve immediate and lasting
change in their lives.

Core Values:
Accountability, Ambition, Collaboration, Creativity, and Integrity.
2. Context and Rationale

In partnership with Save the Children, SOSEC Nepal is implementing the Integrated Program — Sahayatra
[l (2024—2028) in Chamundabindrasaini Municipality, Dailekh, Karnali Province, funded by NORAD.

The program focuses on four major thematic areas:

e Education
e Child Rights Governance (CRG)/Child Protection (CP)
e Sexual and Reproductive Health and Rights (SRHR)
e Climate Change
Under the Education theme, the project aims to strengthen institutional capacity and improve data-

driven decision-making. However, there is a noticeable gap in staff capacity in data management,
analysis, and reporting using Microsoft Excel.

Therefore, this training is designed to enhance staff skills in Excel for efficient data handling, analysis,
and reporting.

3. Objectives of the Consultancy
The key objectives of this consultancy are to:

e Ensure participants can effectively navigate Excel and manage data efficiently
e Build strong skills in formulas and functions such as IF, XLOOKUP, INDEX-MATCH
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Enable participants to analyze data using Pivot Tables and charts
Strengthen skills in data cleaning, validation, and error handling

Introduce basic automation techniques including macros

Improve overall data management, reporting, and decision-making capacity

4. Key Training Areas

The training will cover:

Excel fundamentals (worksheets, formatting, data validation)

Essential formulas and functions (IF, SUMIF, XLOOKUP, INDEX-MATCH)
Data cleaning and preparation (sorting, filtering, text-to-columns)
Pivot Tables and Pivot Charts

Data visualization (charts, dashboards, conditional formatting)
Practical applications (budgeting, reporting, tracking)

Accuracy and best practices

5. Location and Duration

Location: Dailekh Bazar, Dailekh District
Training Duration: 3 days (20—22 April 2026)
Overall Consultancy Period: 15 April — 23 April 2026

6. Scope of Work

The consultant will be responsible for:

Conducting a brief pre-training needs assessment

Designing a tailored 3-day training agenda

Preparing training materials (PPTs, exercises, datasets)

Delivering in-person, interactive training sessions

Conducting pre- and post-training assessments

Facilitating practical exercises and group work

Providing a user-friendly Excel training manual/guide

Submitting a final training report with evaluation findings and recommendations

7. Deliverables

S.N. Deliverables Timeline

1 Contract signing and inception meeting 15 April 2026

2 Training delivery (3 days) 20-22 April 2026
3 Training materials (PPTs, datasets, manual) During training

4 Pre- and post-assessment report After training
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5 Final training report (including attendance, photos, evaluation) 23 April 2026

8.Reporting and Coordination

The consultant will report directly to the Program Manager, SAHAYATRA Ill, SOSEC Nepal, and work

closely with the Education team.

9. Required Qualifications and Experience
9.1 Educational Background

e Bachelor’s degree in IT, Management, Statistics, or related field
e Relevant Microsoft or Data Analysis certifications preferred
9.2 Technical Skills

e Advanced knowledge of Excel functions (XLOOKUP, IF, SUMIFS, INDEX-MATCH)
e Strong skills in Pivot Tables, charts, dashboards
e Experience with data cleaning and validation
e Knowledge of Power Query and basic VBA (preferred)
9.3 Experience

e  Minimum 2-3 years of experience conducting Excel training

e Experience working with NGOs/INGOs is an advantage

e Experience in adult learning and participatory training approaches
9.4 Communication Skills

e Fluency in both English and Nepali
e Ability to simplify complex concepts
e Strong facilitation and presentation skills

10. Participants

Approximately 24 project staff from SAHAYATRA lll intervention areas.

11. Logistics Support
SOSEC Nepal will provide:

e Training venue
e Basic training materials and stationery
e Coordination support
(Travel, accommodation, and other logistics will be managed as per mutual agreement.)
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12. Payment Terms

The lump sum payment shall be released within one week upon receipt of the final report. No provision has been

made for advance payment to facilitate the training.

13. Proposal Submission Requirements
Interested consultants are required to submit:

e Updated CV
e Technical proposal (methodology, training approach, plan)
e  Financial proposal (cost breakdown)
e Copies of relevant certificates
14. Evaluation Criteria

Criteria Weightage Value
Technical Proposal 30%

Experiences of the Firm/ individual person 10%
Methodology and work plan 10%

Education qualification 10%

Financial Proposal 40%

Total 100%

15. Safeguarding and Code of Conduct

The consultant must comply with SOSEC Nepal’s safeguarding, child protection, and ethical guidelines

throughout the assignment.

16. Deadline for Application

Interested candidates should submit their proposals by the specified deadline communicated by SOSEC

Nepal.

End of ToR
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Instruction and Template for
PROPOSAL Submission

Consultancy Title: Microsoft excel software training.

Date of Proposal Submission: 12 April, 2026
This instruction & template for proposal development consists of the following sections:

1. Section A: Instruction for Proposal Development
2. Section B: Proposal Development Form
3. Section C: Essential Evaluation Questions

Section A: Instruction for Proposal Development

Please READ and FOLLOW the instructions before completing the proposal form

1. A proposal will not be considered for review if:

- Itis received after the deadline

- Itis not sealed properly (NA in case of email proposals)

- There are any missing documents mentioned in the ToR

- Information submitted by the company is found to be false
- ltisincomplete

2. A proposal should have three (3) separate envelops (NA in case of email proposals):

- 1% for CVs of Proposed Consultants listed in Section B, Part 2 below.
2" for technical proposal
3" for financial proposal
Each of the above envelopes should be sealed, and properly labelled respectively as “supporting
documents,” “technical proposal” and “financial proposal.” Each page of the proposal should be stamped
and signed. All these three (3) envelopes then should be kept in another envelop sealed with wax (laha
chhap).

4. Only shortlisted bidder/s will be contacted by SOSEC Nepal at each stage of the selection process.

5. Shortlisted bidder/s may be invited to deliver a 15minute presentation to the Procurement
Committee on their technical proposal.
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Section B: Proposal Development Form

I. Organization Information (NA in case of individual consultant)

Name of the organization :......ccoeeeiieecicecece e,
Address D et et s
District/State L e e ste e srrentenes
Country D e e e
Phone number e e e
E-mail et e et
Website et st

Il. Details of contact person
Name

Position
Phone Number

E-mail

Ill. Major topics and sub-topics for proposal development
1. Organization Background (NA in case of individual consultant)

1.1 Work experience.

) PSS
1.2 Existing and current human resource and organization organogram.
) PSS
2. Signatory and Proposed Consultants Information:
SN Full Name (Avoid Date of birth Designation Academic
abbreviations) (dd/mm/yyyy AD) Qualification
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3. Please provide your understanding of ToR, proposed modality / approach and workplan to
conduct this assignment.

Background/Understanding of the ToR:
Experience and Key Skills of the Facilitator:
Objectives:

Major Contents Proposed:

Action plan.

9. Timeline

1. Proposed Budget with clear breakdowns (specify the proposed cost is inclusive / exclusive of VAT)
Proposed Budget

Activity Unit Quantity | Unit cost | Total

Annexes:
Annex |: Curriculum vitae
Annex ll: Copy of Citizen Certificate
Annex lll: Copy of PAN card
Annex IV: Quotation
Annex V: Child Safeguarding Policy
Annex VI: Safeguarding Policy
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