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Selection of a firm to develop/update administrative
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software for professional agri-food organizations




1- Background and rationale

The relationship between food and nutritional security and the market is well established. The market
ensures and facilitates access to food through the transfer of goods, products and services between
producers, distributors, manufacturers and consumers. It is therefore the primary guarantor of food and
nutritional security for populations.

In West Africa, more than elsewhere, this function is well internalized, but still little or poorly valorized.
In fact, in this region, the functioning of the market, particularly for the exchange of foodstuffs, both at
national and cross-border level, is important, with enormous potential, but presents numerous
imperfections that prevent it from playing the role of guarantor of economic coordination, and guarantor
of the food and nutritional security of populations.

The basic analyses carried out by numerous experts on the basis of official statistics indicate that trade
in agri-food products accounts for only around 20-25% of the value of intra-regional trade, which in
turn accounts for no more than around 15%, depending on the source, of the region's overall trade
transactions. This situation is attributed to a number of factors, including :

- The low value of local products in the face of a demand increasingly focused on standardized
products, in line with the changing eating habits of a growing number of consumers;

- Incomplete trade policy reforms, which encourage abnormal practices that create technical barriers
to trade along national and cross-border corridors;

- The inadequacy and poor quality of trade support infrastructures and equipment, which are
responsible for the continuing rise in trade transaction costs and the cost price of products to
consumers;

- Weak organization and coordination of institutions, bodies and other market players, at both national
and regional level. Indeed, despite the structuring efforts made in recent years, cross-border agri-
food value chains still lack robustness. The networking of players remains weak, a situation that
does not enable the full potential of the regional market to be exploited;

Indeed, the agri-food market is characterized by the presence of organizations of various statuses that
are increasingly projecting themselves into the regional trade arena. But their ability to intervene is
hampered by their low level of organization, networking and grassroots structuring. They often lack the
planning and management tools they need to make the most of regional market potential.

In support of these organizations, ECOWAS, with funding from the West African Food System
Resilience Program (FSRP/PRSA), organized a regional consultation workshop in November 2023 to
identify (i) the current challenges faced by these organizations; (ii) corrective actions that will help
develop an action plan and roadmap. The workshop was attended by regional professional organizations
(RPOs) already collaborating with ECOWAS on the implementation of projects in their areas of activity.
During the workshop, these organizations carried out their own self-diagnosis. The results of this
exercise showed that these RPOs are not yet autonomous and need the technical and financial support
of regional projects and programs that are ready to support them. However, five (5) organizations lack,
among other things, governance instruments such as the Administrative, Accounting and Financial
Procedures Manual, and two (2) need to update their documents. Without up-to-date procedures
manuals, they cannot benefit from the financial and other support they need to function and develop.

In the consolidated action plan, the need to draw up or update administrative, financial and accounting
procedure manuals was identified. The creation of Excel-based accounting software for agri-food RPOs
was added.

These terms of reference have been drawn up to recruit a firm for this purpose.

2- objectives



The aim of the manual is to explain in detail how each Interprofession of agricultural value chains and
regional trade should operate in terms of administrative procedures, financial management, accounting
and procurement.

The implementation manual must contain sufficient relevant information to facilitate rational
management, good bookkeeping and the maintenance of adequate controls over the assets of regional
professional organizations in agricultural value chains and regional trade.

The general objective of this consultation is to develop or update administrative, financial, accounting
and procurement procedure manuals. It also aims to provide support to RPOs in acquiring accounting
software.

Specifically, regional professional organizations for agricultural value chains and regional trade will be
required to :

- analyze the current system of accounting and financial management and OPR contracting;

- offer simplified tools for accounting, financial management and procurement;

- clearly define accounting, financial management and procurement procedures .

3- tasks

The activities to be carried out to achieve this mission are :

- prepare and take part in the briefing and scoping session, seven (7) days after notification of the
service order;

- Submit an inception report including the methodology and final work schedule, two (2) weeks
after the scoping session;

- collect data and information from stakeholders ;

- describe the organization of financial management and accounting functions, including
procurement, in terms of : (i) financial management at the level of the organization and the
entities implementing the activities and (ii) the terms of reference of the personnel responsible
for financial and accounting management and procurement;

- identify and describe in detail disbursement procedures (initial advance, replenishment of
account(s), procedures for transferring funds from account(s) to the accounts of entities
implementing the organization's activities, etc.);

- analyze the organization's current accounting, financial management and procurement systems;

- analyze the opportunity of installing and using simplified software ;

- analyze the budget planning and drafting process; budget monitoring and execution;

- provide control/analysis and budget review resources.

- identify a format for financial reporting, taking into account the requirements of technical and
financial partners (format and content, frequency of preparation, etc.).

- analyze the organization's internal and external control systems;

- identify the organization's system for managing missions, means of transport and travel;

- set up the fixed assets and inventory file ;

- submit the draft procedure manuals for validation, six (6) weeks after transmission of the
inception report;

- produce the finalized and validated manuals, ten (10) days after validation of the documents.

- offer simplified accounting and financial management software, validated at the same time as
the finalized manuals.

This list is not exhaustive, and the firm should draw on its experience to propose any relevant activity
likely to contribute to the satisfactory achievement of the overall and specific objectives of the
assignment.



4- Mission deliverables
The results expected at the end of the mission are as follows:

- A start-up report ;

- Seven (07) validated administrative, financial and accounting management manuals for PROs,
taking into account aspects of procurement and human resources management;

- asimplified accounting software/tools system approved by the PROs.

5- Mission methodology

The firm will work closely with all parties involved in the FSRP project, namely the Regional
Coordination Unit (UCR) and the teams of the seven (07) agricultural value chain and regional trade
PROs.

The methodological approach will be participative, with feedback loops or iterative processes to refine
manuals and software in line with stakeholder feedback. This approach will be based on a number of
steps for each regional organization:

- use the organization's document review ;

- analyze the organization's operations and interview members of the executive management team
as needed;

- search for additional documents and own contributions ;

- propose a procedures manual for administrative, financial, accounting and procurement
management;

- facilitate a one (01) day validation session of the administrative, financial and accounting
management manual and presentation of the accounting software. The workshop will bring
together the organization's staff, its support partners and the FSRP;

- enable organizations to carry out tests on the software before final validation;

- finalize the administrative, accounting, financial and procurement management manual for each
organization, taking into account the comments received.

6- Consultancy Profile :

The assignment will be carried out by a firm experienced in drawing up administrative, financial,

accounting and procurement procedures manuals. The firm must be legally constituted and :

- At least 5 years' work experience;

- have completed at least five (05) successful assignments in the development of administrative,
financial, accounting and procurement procedures manuals.

In addition, the firm should mobilize three (03) experts with the following skills and qualifications:

C1: Chartered accountant. Project manager
- At least 5 years' higher education in finance, accounting, economics, business organization and

management, engineering or other related fields;

- Atleast 5 years' experience in drawing up administrative, financial and management procedure
manuals

- Have written at least 02 administrative, accounting and financial procedure manuals for
development projects and programs financed by international donors, in particular the World
Bank;

- experience in private sector development, particularly in regional agricultural value chains and
regional trade organizations in West Africa and the Sahel.

- excellent writing skills in French and good computer skills (Excel, Word, Powerpoint, etc.).

C2: Procurement expert







