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TERMS OF REFERENCE FOR CONSULTANTS 

A. International Experts  
 

1.    Print and Packaging Expert (7 person-months).  The expert will have a master’s 
degree in business or bachelor’s degree in packaging or packaging design. Other subjects that 
may be acceptable include materials science, and food processing or food technology and the 
expert must have at least 7 years of working experience in product packaging.  She or he will work 
with DSCI and select CSI owners to design new packaging ideas for 12 product lines ranging from 
agriculture and livestock based to textile and medicinal and aromatic products. Specifically, she 
or he will produce sample packaging from different materials and designs with environment 
considerations and in consonance with Brand Bhutan. Based on the nature of the product, she or 
he will undertake trial runs to make sure the packaging materials are safe and also work on the 
graphics ( to  engage a technical assistant for graphics if the expert don’t have the skills)  to match 
artwork with the marketing and branding aspirations of the sector. Collaboration with the labelling 
expert is expected for accurate labelling of select products.  
 
2. Labelling Expert (7 person-months).  The expert will have a degree in life sciences and 
at least 5 years of working experience in the field. She or he will be the main lead in developing a 
CSI product labelling guideline for the CSI sector. Specifically, the expert will design and write 
product labels articulating the uniqueness and novelty aspects of the brand and also enable to 
inform about key ingredients, nutritional and safety information of at least 12 CSI products.  She 
or he will also ensure adherence with labelling requirements including, but not limited to, relevant 
internal and external legislation, regulations, standard operating procedures, guidance and 
templates etc. Collaboration with the print and packaging expert is expected for accurate labelling 
of select products.  

 
B. National experts 

 
3. Project Coordinator (36 person-months, fulltime). The expert will have a bachelor’s 
degree or higher in development planning, community development or any related field, and more 
than 7 years of experience in project management with prior involvement in managing 
government- or development partner-financed projects, preferably in the area of social 
development, trade and industry. She or he will work closely with DCSI in overall project 
management and ensure smooth project implementation. She or he will lead the project 
management unit in annual planning and budgeting, regular and periodic monitoring, and 
reporting to DCSI and  the ADB, develop standards and systems in recruitment of consultants, 
facilitate ADB review missions, provide technical advice to DCSI, BAFRA and BSB as requested 
and as appropriate, and liaise with development partners on behalf of the project. 
 
4. CSI Coordination Expert (18 person-months, intermittent). The expert will have a 
master’s degree in project development and management or any related field and at least 7 years 
of experience in interagency coordination, project monitoring and evaluation with prior 
involvement in monitoring government- and/or development partner-financed projects, preferably 
in the area  of social development, trade and industry related fields . She or he will develop, 
manage and strengthen linkages between project activities among the DCSI, BAFRA, BSB, 
Department of Trade and other relevant government agencies, development partners and CSI 
owners  at the field level for facilitating technical support, lateral learning, joint studies and 
technology transfer.  She or he will prepare country and sector context papers to expedite 
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orientation of international consultants, and in collaboration with the Project Manager, act as the 
main liaison between various experts fielded. The Expert will also develop project monitoring 
system and tools, train partners in use of tools, and produce aggregated project monitoring reports 
showing sex-disaggregated data. She or he will train partners in writing case stories, work closely 
with partners and consultants in identifying good practices and lessons for documentation and 
publication, and lead in the identification and publication of knowledge products. 
 
5. Finance and procurement expert (36 person-months, fulltime). The expert will have a 
bachelor’s degree in accounting, finance or public administration or a  qualification of certified 
public accountant from a national recognized institute of accountancy, with at least 7 years of 
relevant finance experience at national level and familiarity with government accounting system 
and standards and ADB procurement and disbursement procedures. She or he will provide project 
implementation support to the finance and accounting, procurement,  reporting, submission of 
withdrawal applications for the proposed technical assistance (TA), draft terms of references for 
expert(s) and specialized service provider(s), participate in selecting experts and consultants, and 
facilitate fund requests and releases.  

 
6. Business Portal ICT Expert (9 person-months, intermittent). The consultant will  have 
a master’s degree in ICT or software engineering or related field and at least 7 years of relevant 
experience in designing and operationalization of web enabled database and systems. The 
Consultant will be contracted to design, develop, and test a web-enabled business development 
services portal for the DCSI with the main objective of gathering information and allowing content 
sharing among pertinent agencies for delivery of one window services for CSI clients.  

 

 
C. International Firm 

 
7. The Asian Development Bank (ADB) will engage a consulting firm or a consortium of 
international and national firms to provide specialized services following its ADB Procurement 
Policy (2017, as amended from time to time). The executing agency will supervise the day-to-day 
work of the consultants and assume overall responsibility for producing the relevant TA outputs 
and deliverables effectively and on time, consistent with the design and monitoring framework, 
and will assign counterpart staff to assist the consultants. The firm will provide a combination of 
services to improve marketing access for CSI products to higher value domestic, regional and 
international markets by preparing and implementing sector reforms in the areas of product 
quality, market appeal and regulatory requirements.  
 
8. The firm will include five individual international experts and one national administrative 
staff  totaling close to 50 person months. Summary of consultants and their terms of reference is 
given below.  

 

Table A.3 CSI Product Promotion Firm Consulting Services 
Positions  Person- Months 

Required  

A. International  
1. International Trade Promotion Specialist  
2. Product Standardization and Certification Expert  
3. Sanitary and Phytosanitary Expert  
4. Marketing Specialist  
5. Brand Development Specialist  
 

 
10.5  
  9.0 
  7.0 
  5.0 
  7.0 
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B. National   
1. National Administrative Staff   10.5  

                 Total    49.0 

   Source: Asian Development Bank  

 
9.   International Trade Promotion Specialist/ Team Leader (International, 10.5 person-
months, Intermittent). The expert will have a master’s degree in business studies with 
specialization in international business and marketing. The specialist will be the team leader and 
manage all planned activities under the consulting assignment. The specialist will supervise 
consultant team members and will take responsibility of reporting to ADB with relevant 
deliverables and maintain day-to-day coordination with assigned staff(s) of PMU at the field level. 
The specialist will draft the inception report and final consulting report in coordination with the 
team members, PMU and CSI stakeholders. Specifically, with inputs for regional and international 
market analysis, brand development and certification and regulatory requirements from other 
team members, she or he will work with up to 5 regional and international government trade offices 
and potential market outlets to maximize export opportunities for CSI owners. The specialist must 
be familiar with the commerce, import and export laws of Bhutan as well as other countries. The 
trade specialist will ensure product placement for 12 CSI products during the TA implementation 
period and adequate market channels for other CSI products in the future. 
 
10. Product Standardization and Certification Expert/Deputy Team Leader 
(International, 9 person-months, intermittent).  The expert will have a master’s degree in business 
management and quality management and related field.  She or he will conduct a participatory 
baseline assessment focusing on institutional capacities for the establishment of a national level 
product certification system. As part of the exercise, the expert, in close consultation with BSB 
and BAFRA, will also carry out a scoping exercise to understand the requirements for, and 
processes involved in, the preparation of formal standards for CSI products to be aligned with 
national, regional and international standards. The output of the exercise will be an assessment 
report on institutional coordination for a harmonized national standard and certification system for 
CSI products. The expert will also prepare a standard operating procedure for development of  
standards and  support in development of standards and certification for at least 12 CSI products.  
 
11. Sanitary and Phytosanitary Expert (International, 7 person-months, intermittent). The 
expert will have a master’s degree in agriculture or food science and have at least 7 years of 
practical experience in sanitary and phytosanitary (SPS) matters with either national or 
international competent authorities. She or he will take the lead in collaborating with BAFRA in 
preparation and implementation of a national SPS requirement for CSI owners in the country. 
Also, she or he will support sustainable mechanisms for harmonization of food safety requirements 
through national stakeholder consultations.  In collaboration with the marketing specialist, the 
expert will undertake an assessment of capacity, constraints, policy issues, market opportunities, 
prioritization of market access opportunities, and SPS capacity building options for CSI owners.  
 
12. Marketing Specialist (International, 5.5 person-months, Intermittent). The expert will 
have a master’s degree in business, commerce and related field with specialization in marketing 
management and at least 10 years of experience in market development for high end and niche 
products.  She or he will be responsible for assessment of market access of CSI products in the 
regional and international market and identify up to 5 confirmed marketing outlets including 
potential buyers. In order to match a select list of products for market identified, the expert will 
recommend certification and other regulatory requirements. In collaboration with the national 
communications firm, the expert will design and deliver development initiatives to use information 
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communication and technology tools and platforms (including social media) for communication 
among CSI value-chain participants and for marketing-related initiatives.  

 
13. Brand Development Expert (International, 7 person-months, intermittent).  The expert 
will have a master’s degree or advanced training in marketing, business and related field with 
minimum of 7 years of work experience in developing innovative and participatory branding and 
marketing campaigns and public outreach programs. She or he will develop, test and implement 
at least 3 different sales pitches and logos / graphics that resonate most with potential 
stakeholders of the CSI aligned with Brand Bhutan.  After the test phase, the expert will develop 
a brand guide including use of fonts, color and image on CSI products.   

 
14. Administrative Staff (National, 10.5 person-months, intermittent). The administrative 
staff  will have at least a bachelor’s degree in accounting, finance or administration and a 
qualification of certified public accountant from a national recognized institute of accountancy, with 
at least 5 years of relevant finance experience at national level and familiarity with government 
accounting system and ADB standards. The administrator will provide project implementation 
support in terms of accounting, reporting, and recording. She or he will also facilitate and provide 
logistics support for training, workshops, and seminars relevant to the consulting assignment.  

 

 
D. National Firm  

 
15. Media and Communications Firm. A national  firm will be engaged using ADB 
Procurement Policy (2017, as amended from time to time) to work with the DCSI, BSB and BAFRA  
to (i) develop public awareness and communication ( both audiovisual and social media) products 
for CSI product standardization and certification;  (ii) produce CSI product promotion videos; and 
(iii) detailed dissemination plan including preferred channels and target audience” 
 
16. The consulting firm should have a strong in-house expertise and research capacity in 
both qualitative and quantitative research and media & communications. The firm is expected to 
undertake a series of consultations, research review, analysis & content/script writing. These 
exercises are expected to contribute to production of  high-quality mass communication products 
and proven capacity in analyzing and condensing findings of research reports, in undertaking and 
analyzing focus group discussions, in providing top quality analytical reports, and in developing 
new market and behavioral change campaigns. Firms may partner with others, as necessary, to 
provide an integrated set of professional services. 
 
17. Technical Capabilities. The successful firm has to demonstrate the following 
qualifications and experience: 

(i) Extensive experience in the production of audiovisual advocacy outputs.  
(ii) Provide a high-end digital cinema quality camera capable of at least 4K Prores and RAW 

format acquisition. The firm must also demonstrate all time availability of professional and 
state of the art tripods and other camera stabilization equipment, external boom 
microphones and lav mics with at least 24 bit 96 kHz quality sound acquisition, portable 
field mixer and recorder, UAV flight equipment will be an added advantage, professional 
cinematographer and his dedicated team such as first assistant and continuity assistant, 
sound technicians, light technicians etc. for field trips and other locations; 

(iii) Provide a full 4K Prores-capable in-house editing digital intermediaries system, preferably 
based on Davinci Resolve platform (v16 or above) to ensure that the final product can be 
rendered into the highest possible broadcast and presentation standards 
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(iv)  Have all necessary equipment in house (which may be subject to inspection for 
verification) to undertake the assignment for the entire duration; and 

(v) Excellent technical capacities to ensure smooth and high-quality production (entire 
production staff, owner of its own video production studio, field equipment etc. 

(vi) The firm must demonstrate technical capacity to deliver the specifications of the audio-
visual output described above. 
 

18. The firm will include three individual experts totaling to 30 person months. Summary of 
consultants and their terms of reference is given below. 

 

Table A.3 Media and Communications Firm Consulting Services 
Positions  Person- Months 

Required  

A. National  
1. Media and Communications Specialist  
2. Media Editor  
3. Videographer   

 

 
11.0  
11.0 
  7.0 

                 Total    30.0  

Source: Asian Development Bank 

 

19. Media and Communication Specialist/ Team Leader (National, 11 person-months, 
intermittent). The expert will have a master’s degree in media and communication studies or 
related fields and should have at least 10 years of experience in mass media with prior 
involvement in government or development partners financed projects. She or he will provide 
overall technical and administrative supervision to plan, organize and implement the key tasks 
outlined in the terms of reference, act as main liaison and coordinate with designated staff from 
DCSI, BSB, BAFRA and ADB. The expert will be responsible for ensuring completion of all outputs 
materials outlined in the contract, and prompt submission of all reporting requirements including 
preparatory research works in content design.  

 
20. Media Editor (National, 11 person- months, intermittent). The expert will have a 
bachelor’s degree in media and communication studies or related field and must possess strong 
command over advanced audio and video editing software- preferably BlackMagic Design’s 
Davinci Resolve v16.  She or he will convert the concept and video footages based on a script or 
content design into high-quality audio-visual products including background score, sound design, 
dialogue clean up using best tools.  The expert is expected to possess and demonstrate skills and 
capability on offline editing process and utilizing software such as Adobe after effects CC and 
color grading.  

 

21. Videographer (National, 7 person- months, intermittent). The expert will have a 
bachelor’s degree in media and communications studies and related fields and must possess the 
ability to breakdown the script/content into production script and possess excellent knowledge of 
digital video capturing process – bitrates, sensor noise, dynamic range, color profiles including s-
logs, LUTs etc.. She or he must have a complete understanding of professional digital cinema 
camera such as Blackmagic Production Design 4K Camera – its sensor, RAW capture process, 
sweet ISO point, use of inbuilt histogram and audio meter, etc. and professional lighting. The 
expert must demonstrate a strong sense of art direction and set. 
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