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Terms of Reference: Business Process Re-engineering.

1. Introduction

Hand in Hand EA (HiH EA) is registered in Kenya as a Non-Governmental Organization
(NGO) with mandate to operate within the Eastern Africa region. It is a member of the
Hand in Hand Global Network that comprises affiliated organizations that mutually pursue
the shared goal of poverty alleviation while supporting poorer communities to create
sustainable jobs and enterprises.

The organization strives to work with the marginalized communities in the areas of
economic and social empowerment using a participatory approach aimed at helping
people fight poverty and vulnerability. The Hand in Hand Eastern Africa enterprise and
job creation approach is based on a philosophy of self-help, providing training, skills and
support to enable poor people, particularly women, to build and sustain independent,
market-based, economic activities.

2. Objectives:

1 The firmis required to carry out a thorough study of Hand in Hand Eastern Africa’s
current processes for each department, stakeholders and work flows and develop
a detailed requirement specification document.

9 Together with the relevant stakeholders the firm is required to re-engineer the
current processes and develop a process map to achieve the objectives identified
above. incorporating industry wide best practices

9 The analysis and design/redesign of workflows within and between departments
of the organization is part of the mandate.

M Conduct field visit to cover significant samples of our processes

1 Recommendation and walk through in implementing the Solutions; be it ICT
solutions or otherwise.

1 Prepare a Change Management plan

3. Background

Hand in Hand Eastern Africa recognizes the need for reengineering its processes in order
to optimize end to end processes and implementation of a robust integrated ERP
solutions

The data, information and relevant documents will be shared for the BPR process and IT
solutions upon selection of the firm.
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Hand in Hand Eastern Africa is headquartered in Nairobi upper hill with the following
branches all over Kenya and two branches in Tanzania.

4. Scope of Work

The firm will undertake a BPR and specific ICT Solution recommendation exercise for
Hand in Hand Eastern Africa including an analysis of the existing workflows and process
within and between organizations (or units).

The firm will make a proposal for design/redesign of existing process to achieve
breakthrough improvements in performance measures to recommend a world class ICT
Solution or manual process

Specifically, the BPR should focus on:

l

l

Organization business processes (current and future), departmental business
processes, work flows and integration in system for the best optimization.

Identify processes as part of BPR including beginning and end points, interfaces,
as well as organizational units and stakeholders involved, particularly with the
units reporting in projects and having financial implications.

Recommend ICT Solutions as well as Disaster Recovery (DR) etc. in line with other
industry best practices being followed in similar international organizations.

A detailed system requirement and comprehensive ToRs for the recommended
solutions should be submitted to Hand in Hand Eastern Africa.

Identify training and capacity building needs for better performance and
optimization of the processes through human development and ICT management.
Identify how IT capabilities can influence and improve process design for future
requirements;

ERP recommendation inclusive of integrated Project management, Monitoring &
Evaluation, Audit, Accounts, HR, Document Management, Operation, Office
automation, Credit Management, Fund Management, Business Intelligence based
generic reporting system, and other related modules.

Hardware recommendations should include complete network schema, servers,
storage, DR and backup planning.

The inclusion of external hardware peripherals connectivity integration for
resource pooling and optimization.

The firm will be required to oversee implementation of the BPR solutions provided
both software and hardware.

This exercise would recommend and help implement ICT solution for Hand in Hand
Eastern Africa for long term.
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9 Suggest a roadmap on progressive ICT solution implementation strategies with the
estimated cost.

1 The firm needs to examine Hand in Hand Eastern Africa, policies and other related
documents.

1 The firm will ensure that the BPR report is prepared in a participatory manner that
supports and strengthens the commitment of Hand in Hand Eastern Africa
management and staff; acknowledges the challenges inherent in the process such
as resistance to change. Close collaboration with the IT Head will be required to
ensure consistency in methodology as well as participatory approach.

9 Prepare a Change Management Plan outlining how each of the key department will
be as a result of the proposed BPR

5. Eligibility Criteria

The assignment will require the services of a firm/consultant/company with technical
competence in ICT management and management consulting concepts such as business
process reengineering, restructuring, and total quality IT Solution provider. In addition,
the following qualifications will be required:

0 A minimum of 10 years of experience as a firm in the implementation of ICT
solutions, BPR and change management.

U Experience in implementation and support for such exercises in international
organizations.

U Recommendation letters from the implemented organizations

6. Deliverables and reports

* The key deliverables for the exercise include the actual BPR study, specific
recommendations of an ERP, supporting hardware and all other IT
requirements/functionalities of Hand in Hand Eastern Africa.

* Submission of a detailed requirement study (SRS) and comprehensive ToRs for the
recommended solutions should be submitted to Hand in Hand Eastern Africa.

* Make a presentation to Hand in Hand Eastern Africa management on the current study
and proposed solutions.

* Specific trainings to be conducted.

* Submission of detailed system architecture, work-flow processes, diagrams,
configuration and implementation plans.
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* Roadmap for implementation.

* Any other deliverable as mandated in the scope of work

7. Timeframe
This is a time bound assignment with tight and closely monitored timelines. The selected
firm will be expected to complete the assignment in a time bound manner.

They will be required to share the project implementation plan.

8. Other terms and conditions
The Hand in Hand Eastern Africa reserves a right to modify the terms of reference at any

point of time.

9. Submission of proposal
Timeline for Submission of Proposals: Electronic PDF submission of proposals should be
made to Procurement@handinhandea.org by 15th February 2019 at 18:00 hours EAT.
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