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TERMS OF REFERENCE 
 
Title: Contractor – IT Services 
 
Program: Jordan Municipal Support Project (JMSP) 
 
Purpose of  IT Services for JMSP Partner municipalities 
Assignment:   
 
Duration: October 15, 2021- March 31, 2022 
 
Budget Code:  821-1-5407-01-22-13 
 
Level of Effort: Up to 30 hours 
 
Financial: XXXX JOD 
 
Contractor:  
 

 
Reporting to: Rania Khattab, Initiatives Specialist 
 
-------------------------------------------------------------------------------------------------------------------------- 
    
1. Background 

 
Jordan has been struggling to meet the demands of its citizens. The economic situation coupled with 
inflation has been challenging. Citizens are facing an increase in the cost of living. Over-stretched 
municipal services are an ongoing issue, as is the need to enhance the role of the municipalities and 
increase their capacity to meet the increased and changing demands while a decentralization system. 

With the COVID 19 pandemic affecting the whole world as well as Jordan, municipalities are on the 
front line of the response and ensuring the health and safety of citizens. JMSP is supporting the Ministry 
of Local Administration (MoLA) and its partner municipalities in their efforts to implement COVID 19 
health and safety measures. JMSP is working with MoLA and Jordanian municipalities to improve 
municipal services; to support municipal actors in developing their leadership and governance skills to 
effectively engage communities and citizens, and to contribute to the successful implementation of 
Jordan's decentralization process. 

JMSP promotes the resilience of municipalities by supporting the decentralization process and 
improving the provision of municipal services and community engagement, to make each municipality 
stronger. To reach that goal, it will focus on improving social cohesion at the community level by bringing 
together a diverse range of stakeholders. These include elected officials, municipal staff, citizens 
(women, men, and youth), displaced people, and other levels of government throughout the 
implementation of the project.   

JMSP is working primarily with MoLA and 12 municipalities in the Centre and South of Jordan. The 
project will benefit municipal (elected and non-elected) staff, MoLA staff, community members (focusing 
on women and youth), and community-based organizations. 
 
2.  IT Services Scope of Work 

 

Initial Office Setup: 

 (If the service provider is also an equipment reseller) Provide pricing, sale and installation of 
printers, network, WiFi and internet security device (Firewall/Unified Threat Management); 

 Setup local area network (Wired and Wireless). 
 Setup shared internet service for up to 20 Personal Computers in Office and partner municipalities, 

checking connectivity and performing maintenance when needed. 
 Setup Shared Print and scanning resources in the office and partner municipalities. 
 (If necessary) Meeting Room and Web Conferencing Setup. 



 Provide guidance in procurement specifications and of technical equipment (including phones, 
copiers, etc. in compliance with IT FCM standards). 

 Conduct IT assessments for beneficiaries and produce reports per IT procedures. 
 Assist the Admin team in properly inventorying IT equipment, advise staff on safekeeping of IT 

equipment. 

Ongoing support: 

 Provide ongoing technical support on hardware and software issues that occur on computers, 
printers, networking as well as meeting room setup. 

 Support for collaborative services and information (Office365), account creation and other services 
will be assumed by FCM IT Staff. 

3. Level of Effort/Deliverables: 

Activity LOE (hours) Timeline 
 Help in selecting offers (laptops, MFDs, access 

points, internet).  
 Supervising the installation of the network from a 

design perspective. 
 Setup up to 20 laptops/ desktops, printers. 
 Other related IT tasks as per IT service scope 

mentioned in section 2 

Up to 30 hours  
Oct 10, 
2021- 

Mar 31, 
2021 

 

Total Up to 30 hours  

 

4. Experience: 

The following experience is required: 

 Relevant experience in IT systems and maintenance and user support. 
 Experience installing, maintaining, and troubleshooting Windows 10 PC’s 
 Working knowledge on how to access Office 365 services (Exchange Online, Skype for Business 

and SharePoint Online) 
 A+ certification an asset 
 Knowledge in LAN and WAN infrastructure principles 
 Experience providing training to clients on technical topics. 
 Proactive in solving issues  
 Advanced English is required. 
  

Please submit an offer including the cost by Sunday October 17, 2021, at procurmentJMSP@fcm.ca. 
 
The offer should include the following details: 
 Support Response times during business hours and 24 hours/day x 7 days a week. 
 Required information for logging a support call. 
 Outline different severity levels of service requests, descriptions, recommended contact method, 

response time, and customer updating time. 
 Outline the service scope covered. 
 Number of free onsite visits including one compulsory visit per month for checking the systems, 

computers and all related IT items. 
 Name and contact details of “Point of contact. 
 Provide a report that includes ticket details, solutions, and all necessary information related to IT. 
 In case another electronic device in the office needs maintenance such as 

printer/photocopier/scanner etc. FCM will inform the IT service provider of the situation before 
fixing it with the related vendor, such cases should be covered within the agreement.   

For further information on FCM, please access our website at www.fcm.ca. 
 

 

 

 

 

 



5. Annex - Logistics 

5.1 Accommodation 

The standard for accommodation is a single room, in a safe environment, conveniently located, 
comfortably equipped at a fixed rate of up to 77 JOD per night. Note that the standard reservation in 
Jordanian hotels is bed and breakfast. 

Only the cost of the room and applicable taxes are allowable expenses.  Costs such as bottled water, 
laundry, films, and room service charges may not be claimed. 

When travellers stay with private “friends and relatives” accommodation, no accommodation 
reimbursement is provided. 

 

5.2 Meal and Incidental Per Diems Allowance 

When overnight stay is required, traveller is eligible to receive per diem allowance. 

For the calculation of the meal allowance, the following guidelines should be followed: 

 Breakfast: business trip must start before 7:00 am 

 Dinner: business trip must end after 7:00 pm 

 When meals are already provided, no meal allowance can be claimed.  

 The incidentals allowance is intended to compensate items such as, but not limited to, personal 
communication costs, gratuities, laundry, dry cleaning, bottled water, telecommunications hook-ups and 
service, shipping of personal effects. 

 For the calculation of the allowable incidental, a day is considered to be a 24-hour period 
commencing from time of departure to the time of return. Partial days of travel do not qualify for 
incidentals. for example, 2 days trip, trip starts at 9:00 AM and return the next day at 4:00 PM. Per diem 
would include for day one lunch and dinner, for the second day breakfast (if not included with 
accommodation) and lunch, in such case, no incidentals will be covered. 

5.3 Applicable rates in Jordan  

Breakfast 10 JOD 
Lunch 15 JOD  
Dinner 20 JOD 
Incidental 5 JOD 

 

5.4 Transportation 

Local transportation reimbursement plan is determined to cover work related to transportation during 
field trips to governorates and municipalities as per the table below.  
The reimbursement from Amman city to Aqaba city is up to 40 JOD due to having reliable and available 
transportation (Jett bus). The maximum reimbursement amount allowed is up to 55 JOD.




