GH Tech Assignment Management Steps
Summary of critical steps:

· 4-6 months before implementation begins:
· Advance notice of assignment

· 2-4 months before implementation begins:

· Scope of work shared with CTO and GH Tech 
· Upon advance notice (or receipt of scope of work if no advance notice provided):

· Consultant recruitment begins  

· 4-6 weeks before implementation begins:

· Consultant/team approved by USAID client 
· Draft Cost estimate sent to CTO and client for review/revision, and/or approval

· Preliminary timeline developed

· Technical Directive Memo (TDM) package submitted to USAID client, then GH Tech CTO for concurrence

· Upon receipt of TDM concurrence:

· Logistics arranged (as appropriate to the specific assignment): any steps requiring costs to be incurred begin after receipt of TDM concurrence; other steps (particularly country clearance) may begin earlier. 
· Obtaining country clearance

· Preparing consultant agreements, travel advances, and other paperwork

· Arranging air travel, visas, and hotels in country and/or in DC

· Obtaining security clearance

· Identifying local logistics assistance
· Collecting and distributing background reading to team

· Organizing the Team Planning Meeting (hiring facilitator, distributing agenda and necessary materials, reserving and setting up space, etc.).

· Arranging (or working with client/partners to arrange) in-country transportation, interview appointments, and other requirements as appropriate to assignment.

· Implementation (timeframe as specified in scope of work):

· Background reading

· Team planning meeting 

· In-country work

· Team debriefs client

· Team prepares and submits draft report; client/partner review process implemented
· Report finalization and submission: within one month after receiving USAID client approval of report content

· After final report is approved by client:

· Assignment feedback forms sent to client

· Assignment closeout steps implemented

Detailed Assignment Management Steps
	Assignment Step
	Actions and Roles
	Timeframe and Explanation


	Advance notice of possible assignment
	USAID client informs CTO and GH Tech of a possible assignment in the very early planning stages, even before a SOW is drafted. Helpful information includes approximate timing of the activity, possible countries to be visited, unique consultant skill requirements, and any other unique issues that would benefit from early planning.
GH Tech begins preliminary searches for appropriate consultants and is available to assist with scope and timeline development if requested.
	A lead time of 4-6 months is required to plan a field assignment, particularly one that involves multiple-country travel, a large team, or unique consultant skill sets requiring extensive recruitment efforts. This is for two reasons:

Recruitment: The most qualified consultants are often in high demand by other USAID projects and their time is booked as early as six months in advance. GH Tech does not need a finalized SOW to begin looking for appropriate consultants.
SOW development: It is never too early to enlist GH Tech’s help with refining approach/methodology, developing realistic level of effort and timelines, and thinking through logistics. Early engagement of GH Tech will facilitate SOW development and speed assignment planning. 


	Scope of Work is shared with CTO and GH Tech
	USAID client sends SOW to GH Tech’s CTO. The more complete the information provided in the SOW, the shorter the review process will be. 
CTO confirms funding source, applicability of assignment to the scope of the GH Tech contract, and sends SOW to GH Tech Project Director, who acknowledges receipt.
GH Tech reviews SOW and discusses with USAID client to seek clarification, answer questions, and possibly make revisions if necessary to enable effective implementation.


	The SOW should be sent to GH-Tech 2-4 months prior to the start of the assignment, for the following reasons:
Cost: Additional project management charges apply to SOWs for overseas team assignments that are received less than two months before the assignment is scheduled to begin. This is to cover the additional labor required for recruiting and logistics arrangements under tight deadlines. Also, a 2-4 month lead time allows for travel arrangements to be made early, which could result in lower airfares.
Recruiting: While GH Tech has implemented assignments on shorter notice, providing a SOW 4-6 months before an assignment begins could allow for a larger pool of consultants from which to select the ideal candidate(s) which ultimately could result in a more qualified candidate.


	Consultant recruitment begins
	GH Tech searches its consultant database, follows up on leads from client or other professional contacts, and develops a list of potentially qualified candidates.

GH Tech contacts candidates to determine interest and availability; available candidates submit CVs and biodata forms.

GH Tech carefully looks at each candidate’s background to determine technical suitability, balance skills and experience with other potential team members, and rule out potential conflicts of interest.

GH Tech sends a short list of candidates (if more than one appropriate candidate is available) to the client for review. 
This process repeats until the USAID client has indicated its approval of the consultant(s).

	Consultant recruiting should begin at least three months prior to the field portion of the assignment. For the largest possible pool of qualified candidates, 4-6 months before the desired start date is ideal. 
Recruitment begins as soon as GH Tech knows the required qualifications, approximate level of effort, and approximate timing. This could be once GH Tech receives the SOW from the CTO, or earlier if advance information is provided.

If the client has a specific consultant in mind, who is available and willing to work within USAID salary regulations, and if GH Tech determines s/he is suitable for the assignment (meets technical qualifications, no conflict of interest, etc.), then the recruiting timeframe can be shortened considerably. 

4-6 weeks of planning time is needed after the consultant selection is finalized. (See next steps below for details)


	Consultant/Team approved
	USAID client sends email to GH Tech staff approving team
	No later than 4-6 weeks before travel, to allow time for hiring the consultant and arranging logistics.
4-6 weeks are required to secure the lowest airfares, obtain country clearances (required before purchasing air tickets), and make logistical arrangements. 6-8 weeks are required if a facility access security clearance is needed. 


	Draft Cost estimate sent to CTO and client for review/revision, negotiation and/or approval
	GH Tech provides a cost estimate that includes labor, travel, and other costs. This is only an estimate; GH Tech bills USAID clients only for actual costs incurred. USAID client and GH Tech discuss, revise if necessary, and reach agreement on the estimate.

	Draft cost estimate approved no later than 4-6 weeks before travel.
Having a detailed SOW (especially with site visit locations specified) is very helpful in developing an accurate estimate and speeding up the negotiation/approval process. 
 

	Timeline developed
	GH Tech drafts an assignment timeline; USAID client provides input. This will be revised throughout the planning and implementation of the assignment. It is important to know travel dates early, so GH Tech staff can begin logistics planning as soon as possible.

	The assignment timeline is drafted 4-6 weeks prior to assignment start date.

	Technical Directive Memo (TDM) package completed and sent to USAID for concurrence; once approved, work begins.
	GH Tech Project Director sends the TDM package to the USAID client; USAID client signs and returns to GH Tech (or requests revisions if necessary).

	The TDM is sent 4-6 weeks prior to assignment start date
The TDM package includes SOW, consultant CVs, and cost estimate. No costs can be incurred by GH Tech until client and CTO concurrence with the TDM is received. 



	Logistics of the assignment arranged 

	GH Tech steps include the following (as appropriate to the assignment):

· Obtaining country clearance for consultants.

· Preparing consultant agreements, travel advances, and other necessary paperwork.

· Arranging consultants’ air travel, visas, and hotels in country and/or in DC.

· Obtaining security clearance.

· Identifying local logistics assistants.

· Collecting and distributing background reading to team.

· Organizing the Team Planning Meeting.

· Arranging in-country transportation, appointments, and other requirements.

USAID client should (1) plan to be reachable by phone or email during this phase (or designate a backup) in case of questions or issues that need client input; (2) introduce the assignment and consultants to all relevant parties, including USAID staff to be interviewed, USAID Missions to be visited, and partners; (3) provide required background documents (unless partner is providing); and (4) provide names and contact information for required interview subjects.
USAID/Mission clients: GH Tech will notify the client (and possibly ask for information or assistance) regarding the country clearance request. Occasionally, it may be necessary for GH Tech to request advice from USAID on hotels that are within government maximum lodging rates, or assistance in guaranteeing a government rate. 


	Logistical arrangements that require the project to incur costs are begun immediately after TDM is signed. Some steps (facility access/security and country clearance) can be started as soon as all relevant information is available.
GH Tech may not purchase airline tickets before country clearance for travel has been obtained. Therefore, in order to get the best airfares, it is necessary to process the clearance as early as possible (at least four weeks before travel). This step requires final selection of the consultants and travel dates.

	Team Planning Meeting (TPM)
	GH Tech hires facilitator, distributes agenda and necessary materials, arranges for meeting space, etc. 
USAID client usually attends a half-day portion of the TPM to answer questions, provide background, and explain USAID perspective/expectations about the assignment. The client also approves any required outputs of the TPM, such as work plan and draft report outline.


	This is the second step in the assignment after the background reading. It can occur before travel or in the field.
The TPM allows the team to clarify roles/ responsibilities, plan the technical work, and discuss the assignment in detail with the client. Results generally include a work plan, final calendar, data collection instruments, and draft report outline. 



	In-country work
	GH Tech assists with schedule changes or travel problems, communicates with client, and backstops assignment.  
USAID client may be interviewed or may attend interviews or site visits (as determined during assignment planning).


	As specified in scope of work

	Team debriefs USAID upon conclusion of field work and submits draft report or outline (as specified in SOW)

	USAID client is available for debriefing meeting(s) and arranges for a meeting space if meeting is held at Mission or RRB.
	1-2 days before the team returns home

	Team finalizes draft report and submits it to USAID for approval


	USAID client reviews draft and provides comments on technical content. USAID may choose to distribute it to partners or others for comment; in such cases, the client determines the distribution list, distributes the report, and collects comments for return to GH Tech. 

Team, GH Tech, and USAID discuss comments and address questions. Team incorporates comments and finalizes report content, then submits to USAID client for final review and approval of unedited content.

	The timeframe depends on the scope of work and number of times the USAID client and partners will review the draft(s), generally within four weeks after the team returns


	Report Finalization and Submission 
	GH Tech has report edited/formatted, and submits it to USAID client, who approves it as final. Report is printed and posted on GH Tech web site and DEC (if applicable).

	Editing, formatting, and printing completed within 30 days after final draft content is approved by USAID; public reports posted on project web site within two weeks after client signs off on edited final document

	Assignment feedback forms sent to team members, client(s)
	GH Tech sends, collects, and reviews forms, then responds to any specific questions or concerns as appropriate.

USAID client fills out and returns form.


	The assignment feedback forms are sent out within one month after report finalized
These forms allow the project to monitor and continuously improve upon its performance.



	Assignment Close-out
	GH Tech: Final vouchers paid; administrative and financial closeout steps completed; clients notified of any remaining balance of funds.

	The assignment is closed out within two months after report is finalized
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