REQUEST FOR PROPOSAL (RFP)
Communication Professional Service Firm for Capacity Building and Advccacy Materiais
Case Ref.: PROCESS-35-20112 :

Phnom Penh, Cambodia
July 21, 2014

Dear Sir / Madam:

We kindly request you to submit your Proposai for provision of Professiohgl Service for Capacity
Building and Advocacy Materials, :

Please be guided by the form attached hereto as Annex 2, in preparing y@ur Proposal.

Your offer, comprising of a Technical and Financial Proposal, in separaté sealed envelopes,
should be submitted to the following address na later than 05 August 2014 by 15 00 p.m., local time.
Late submission shall be rejected, -

UNDP Cambodia, Registry Office {Building No. 3}
No. 18, Pasteur Street, Boeung Keng Kang 1
PO Box 877, Phnom Penh, Cambodia
Attry: Procurement Manager, Procurement Unit

Your Proposal must be expressed in the English, and valid fora minimun{- period of 80 days

in the course of preparing your Proposal, it shall remain your responsibility to ensure that it
reaches the address above on or before the deadline. Proposals that are received by UNDP after the
deadline indicated above, for whatever reason, shaft not be considered for evaiuatson If you are
subritting your Proposal by email, kindly ensure that they are signed and in the pdf format, and free
from any virus or corrupted fles.

Services proposed shali be reviewed and evaluated based on comp%etene§5 and compliance of the
Proposal and responsiveness with the requirements of the RFP and all other annexes providing details of
UNDP requirements. -

The Proposal that complies with all of the requirements, meets ali the evaluation criteria and
offers the best value for money shall be selected and awarded the contract. ixny offer that does not maeet
the reqwrements shall be rejected.



Any discrepancy between the unit price and the total price shail be re-computed by UNDP, and
the unit price shall prevail and the total price shall be corrected. 1f the Service Provider does not accept
the final price based On UNDP’s re-computation and correction of errors, its Proposal will be rejected.

No price variat?on due to escalation, inflation, fluctuation in exchange rates, or any other market
factors shall be accepted by UNDP after it has received the Proposal. At the time of Award of Contract or
Purchase Order, UNDP reserves the right to vary (increase or decrease) the quantity of services and/or
goods, by up to a maximum twenty five per cent {25%) of the total offer, without any change in the unit
price or other terms and conditions,

Any Contract {}ir Purchase Order that will be issued as a result of this RFP shall be subject to the
General Terms and Conditions attached hereto, The mere act of submission of a Proposal implies that the

Service Provider accepts without guestion the General Terms and Conditions of UNDP, herein attached as.

Annex3,

Please be adv‘ised that UND?P is not bound to accept any Proposal, nor award a contract or
Purchase Order, nor be responsible for any costs associated with a Service Providers preparation and
submission of a Propasai regardiess of the outcome or the manner of conducting the sefection process.

UNDP's vendm% protest procedure is intended to afford an opportunity to appeal for persons or
firms not awarded a Pdrchase Order or Contract in a competitive procurement process. In the event that
you believe you have not been fairly treated, you can find detailed information about vendor protest
provedures in the fa%%owmg tink:
nttoy/fwww, undp.t)rgfcantent;’und:}i&n[home/operationsiﬁrocuremam}‘pmtestandsanctionsf

UNDP encourages every prospective Service Provider to prevent and avoid conflicts of interest,
by disclosing to UNDP if you, or any of your affiliates or personnel, were involved in the preparation of
the requirements, design, cost estimates, and other information used in this RFP.

UNDP impieménts-a zero tolerance on fraud and other proscribed practices, and is commitied to
preventing, identifying and addressing all such acts and practices against UNDP, as well as third parties
involved in UNDP 'a'ctix.fities. UNDP expects its Service Providers to adhere to the UN Supplier Code of
Conduct found in this link : bitp://www.un.org/depts/ptd/pdi/conduct _english.pdf

Thank you and éwe laok forward 1o receiving your Proposal.

Sin{:erely yours,

o5
KolaplHUL

Procurement Manager
7/21/2014

@


http://www.undp.org/content/undp/en/home/operations/procurement!protestandsanctions!
http://www.un.org/depts/ptd/pdf/conduct

Annex 1

Description of Requirements

Contekt of the
Reguirement

PGEIH is currently supporting MoWA to produce tﬁe Cambodia Gender
Assessment 2014 {CGA) and the next Five Year Strategic ?Ean the Neary Ratanack
1V {NR4).

CGA 2014 consists of 8 chapters, each chapter will have@.its own reluted policy
b_r:‘eﬁ UNDP is supporting the overall coordination and production of the CGA
2014, and the NR4, os well us the Capacity Development, communication and

Implementing
Partner of UNDP

dissemination strotegy and development of refated dacuma*nrs
Ministry of Wormen’s Affairs (MowaA) :

Brief Description of
the Reguired

The purpose of the assignment is two-fold:

Services® 1} 7o build capacity of MoWA 1o develop and use c@mmunicatien capacity
building and advocacy materials based on the CGA/NRA.

2) To develop in collaboration with MoWA a set of coimmunication capacity
building and advocacy materials according to the different stakeholiders
and target group’s needs, :

This work will be critical in ensuring the operationalization of the CGA/NR4
through on going communications and advocacy with a wide range of
stakeholders, and on-going capacity development across gcvernment
List and :
Description of N Deliverables/Qutputs Target Due Dates
Expected Ouiputs Qutput 1; Communications Plan & Report 15 September,
1o he Delivered Objective: Provide a communications plan, 2014

inception report, launch agenda and handouts,
and design cover of key reports.

1. Provide a detailed Communications and
Advocacy Plan for CGA/NRA including key
messages, stakeholders, delivery channels*
andd timeline, -
Provide a program Inception Report and
detailed work-plan {maximum 5 pages) :
3. Design National CGA/NR4 Launch Agenda

and Handouts:

2. identify key obiectives of Iaunch
sessions {do not design all of the
launch activities) that use
interactive/participatory methods

te engage participants

P detailed TOR may be attached i the infarmation listed in this Annex is not syfficient m f iy deseribe the nature
of the work-rord other detdils of the requirepents. :

(¥
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b. {T8BC) Design and facilitate up to
two sessions for the launch that
engage high-level ministers in
cross-sectoral tearning and help
them identify concrete actions to
take to mainstream gender in their
work

¢.  Create 3 concise Visual Guide
{max 20 pages) of the kay
principles of the NR4/CGA
including 3-5 key concrete actions
policy-makers and technocrats in
each sector can take o
mainstream gender in their work

4. Design cover for CGA/NR4 reports
{graphic design implementation not
photography).

5. Full Report Template {Optional) -
Template for interior pages in inDesign for
full report so that client could input the
report {not M5 word)

*All materials will be produced and printed by
UNDP

Cutput 2: Advocacy Moteriods for High Level
Policy Mukers

Objective; Provide a set of communication
materials aimed at high-level policy makers for
MOWA to use to advocate gender mainstreaming
in their work including {but'not limited to):

1. Create and design (graphics) one
PowerbPoint/slide show for the launch for
the minister to present. {(Maximum 20
Minutes)

Z.  Create one 10-15 minute imax)
presentation for MOWA officers to
engage high-leved policy-miakers {script,
shides, messaging, and design}

%, Develop a short facilitated session or
pitch for MOWA officers that would
complement the presentation #2) to
engage high-level policy-makers {i.e.
etevator pitch, facilitated activity, e1c.).
The parameters would be further defined
hased on a review of available and
effective delivery channels.

4. Provide training for MOWA for #2 and #3.

1 Octaber, 2014




5. {TBC}Design the give-away bags and
folders {(not contents) for the launch.

Output 3: Advocaey Muaterials for Mid Level Pokcy
Advisors/Technical Officers -
Objective: Provide 2 set of communication
materials aimed at mid-level technocrats for
MOWA to use to advocate gender mainstreaming
in their work including {but not limited to): :

1. Create one 15-minute presentation for
MOWA officers to engage mid-level :
technocrats {script, slides, messaging, and
design) -

2. Create one PowerPoint/shide showto
accompany 3 short facilitated session or
pitch for MOWA officer to engage mid-
leve) technocrats (i.e. elevator pitch), The
parameters would be further defined
based on-a review of available and
effactive delivery channels,

3. Provide training for MOWA on
presentations for #2 and #3.

4. Provide resources for web-based _
materials including soft copies of visuals, |
materials, and embed code for video

5. Conduct a “needs assessment” to see if
engagement of high-leve! policy makers
ard mid-leved technocrats through somai
media/oniing means is appropriate,
develop recommendations for taking thls
forward, -

6. Develop communications/advocacy _
materials around one sector such as WEE,

i
2014

November,




Qutput 4: Video 1 October, 2014

Objective: Develop creative concept, script and
ganage production for g short, 2 part {5 mins each
part -~ total 10 mins) video that drives interest in
the findings of the report and how they may be
apphied.

1. The first part of the video should be more
general and give an overview of why it's
important to mainstream gender and how
CGANRS can help, it should “tease” at the
various technical sectors highlighted in the
report and inspire both high and mid-jevel
policy makers to look for ppportunities to
integrate gender mainstreaming in their
programs.

2. The 2™ part of the video should focus on
the Women’s Economic Empowerment
Section of CGA/NRA.

3. Both parts should be stand alone but alse
can be shown together {so complimentary
not overlapping.)

4. The video is meant to be 2 “complement”
to both the Visual Guide and the full
reports, not a replacement that goes into
great depth.

5. The video should serve as a complement.
to Qutputs 1-3 and should be appropriate
forali three audiences.

MoWA PGE Programme Director and Manoger, and UNDP/PGE National

Pérson to

Supervise the Management Specialist, and ACD/Team Leader of the Governance Cluster
Wotk/Performane ||

& of the Service

Provider :

Frequency of The Communication Professionial Service Firm will report to PGE Team on o weekly
Reporting basis as described in the communications plan and inception report

Prograss Reporting.

Requirements

N/A

Lacation of work

& At Contractor’s Location

Expected duration
of work

}‘kppmx. 3 work months {Approx. 60 days)

Target start date

1 September 2014

Latest completion
date

31 December 2014

Travels Expected

Duty station is Phnom Penh-Cambodia with frequent interactions with MoWA.
Contract can work outside of MoWA with regular meetings as agreed with the .

team in the plan
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Special Security
Requirements

N/A

Facilities to be
Provided by UNDP
(Le., must be
excluded from
Price Proposal)

None

Implementation
Schedule
indicating
breakdown and
timing of
activities/sub-
activities

& Reguired

Names and
curriculum vitae of
individuals who
will Be involvad in
completing the
services

Reduired

Currency of
Proposal

B United States Dollars

Value Add_ed Tax
on Price Propasal?

5 must be exclusive of VAT and other applicable indirect taxes

Validity Period of
Proposais
{Counting for the
fast day of
submission of
guotes}

X 80 days

in exceptional circumstances, UNDP may reguest the Proposer to extend the
validity of the Proposal beyond what has been initially indicated in this REP. The
Proposal shall then confirm the extension in writing,. w:thsuz any modification

- whazsoever on the Proposal,

Partial Quotes

2 Not permitted

Payment Terms®

N Deliverabies/Qutputs Target Due Payment

Dates

Qutput 1: Communications Plan & Report | 15 : 10%
Objective: Provide a communications September,
plan, inceplion report, launch agenda and | 2014

1 | handouts, and design cover of key
reports,

1. Provide a detalod

Communications and Advocacy

L VAT exemption status varies from one couniry to another. PLs. check whatever is app!rmb{e to the UNDP COBLI

reguiring the service,

YUNDE preference is not to pay ary comount in advance wpon signing of contract, I the 8 e“;'wa e Provider strictly

requires payment i advance, it will be limited ondy up to 20% of the rotal price quored, For dny higher pe) centage,

or any amount agvaniced exceeding $30.000, UNDP shall require the Service Provider to submit o bank guercntee
o burk cheque payable fo UNDP, in the same amount as the pavment advanced by {fz\ff,}f’ to the Servive Provider,



Plan for CGA/NR4A including key
messages, stakeholders, delivery
channels, and timeline.

2. Provide a'program Inception
Report and detailed work-plan
{maximum 5 pages}

3. Design National CGA/NR4 Launch
Agenda and Handouts:

a. ldentify key objectives of
faunch sessions {do not
design all of the faunch
activities) that use
interactive/participatory
methods {0 engage
participants

b. {TBC) Design and
facilitate up to two
sessions forthe launch
that engage high-evel
ministers in cross-sectoral
tearning and help them
identify concrete actions
to take to mainstream
gender in their work

¢. Create a concise Visual
Guide {max 20 pages) of
the key principles of the
NR4/CGA including 3-5
key concrete avtions
policy-makers and
technocrats in each sector
can take to mainstream
gendar in their work

4. Design cover for CGA/NR4S
reports {graphic design
implementation not
photography).

5. Fuil Report Template (Optional} —
Template for interior pages in
inDesign for full report 50 that
clignt could ingut the report {not
MS word)

*Al materials will be produced and
printed by UNDP

Qutput 2: Advocacy Materials for High 1 October, | 30%
Level Policy Muokers 2014




Objective: Provide a set of
communication materials aimed at high-
tevel policy makers for MOWA to use to
advocate gender mainstreaming in their
work including {but not limited to):.
1. Create and design {graphics) one
PowerPoint/stide show for the

launch for the minister to present.

{Maximum 20 Minutes)

2. Create one 10-15 minute {max)
presentation for MOWA officers
10 engage high-level policy-
makers (script, slides, messaging,
and design)

3, Develop a short facilitated
session or pitch for MOWA
officers that would complement
the presentation {#2} to engage.
high-level policy-makers (i.e,
elevator pitch, facilitated activity,
ete.}. The parameters would be
further defined basad on a review
of available and effective delivery
channels,

4, Provide training for MOWA for
#2 and #3.

5, (TBCIDesign the give-away bags
and folders {not contents) for the
taunch,

Qutput 3: Advoecacy Materials for Mid
Level Policy Advisors/Technical Officers
Objective: Provide a set of
communication materials aimed at mid-
level technocrats for MOWA 1o use to
advocate gender mainstreaming in their
work including {but not limited to):

1. Create one i5-minute
presentation for MOWA offivers
to engage mid-level technocrats
{script, slides, messaging, and
design)

2. Create one PowerPoint/slide
show o accompany a short
facilitated session or pitch for
MOWA officer to engage mid-
level technocrats {i.e. elevator
pitch), The parameters would be

i :
November,
2014

30%




further defined based on a review
of available and effective delivery
channels.

3. Provide training for MOWA on
presentations for #2 and #3,

4, Provide resources for web-based
materials inciuding soft coples of
visuals, materials,-and embed
code for video

5. Conduct a “needs assessment” to
see if engagement of high-level
policy makers and mid-level
technocrats through social
media/ontine means is
appropriate, develop
recommendations for taking this
forward,

6. Develop
communications/advocacy
materials around one sector such
as WEE.

Qutput 4: Video

Objective: Develop creative concept,
seript and manage production for a short,
2 part {5 mins each part —total 10 mins)
vitleo that drives interest in the findings of
the report.and how they may be applied.

1 October,
2014

36%
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1. The first part of the video should
be more general and give an
overview of why it's important to
mainstream gender and how
CGA/NRA can help, it should
“tease” at the various technical
sectors highlighted in the report-
and inspire both high and mid-
leve! policy makers to fook for
opportunities 1o integrate gender
mainstreaming in their programs,

2. The 2™ part of the video shouid
focus onthe Women's Economic
Empowsrmaent Section of
CGANRA,

3. Both parts should be stand alone
but also can be shown together
{so complimentary not
averiapping.).

4. Thevideo is meantio be a
"complement” to both the Visual
Guide and the full reports, not a
replacement that goes into great
depth,

5. The video shouid serve as a
complement to Qutputs 1-3 and
should be appropriate for all
three audiences,

Personis} to
review/inspect/
approve-
outputsfcompiete
d services and
authorize the
disbursement of

ALDSTeum Leader of the Governance Cluster, UNDP {Iambodm

payment

Type of Contract to | B Contract for Professional Services

he Signed

Criteria for X Highest Combined Score (based on the 70% technical effer and 30% price
-Contract Award weight distribution)

B Full acceptance of the UNDP Contract General Terms arzd Conditions {GTC).
This is @ mandatory criteria and cannot be deleted regardiess of the nature of
services required. Non acceptance of the GTC may be gmunds for the rejection
of the Proposal,

Criteria for the
Assessment of
Proposal

Yechnical Proposal {70%!)
Expertise of the Firm {30%}




B Methodelogy, Its Appropriateness to the Condition and Timeliness of the
Implementation Plan {30%}

[ Management Structure and Qualification of Key Personnel {40%)

Financial Proposal {30%)

To be computed as a ratio of the Proposal's offer to the lowest price among the
proposals received by UNDP,

UNDP wAll aviard
thie contract to:

Gﬁ One and only one Service Provider

Annexes to this
Rep?

B Form for Submission of Proposal {Annex 2)
General Terms and Conditions / Spedcial Conditions (Annex 39
& Detailed TOR {Annex 4)

Contact Person for
inguiries

{Written inquiries
only¥®

Vannarg CHEA (M)

éPmcurement Assotiote

E-mail: vannaro.chea@undp.org and/or procurement. kh@undp.org

Arny delay in UNDP's response shall be not used as a reason for extending the
{Seadiine for submission, uniess UNDP determines that such an extension is
necessary-and communicates a new deadline to the Proposers,

Other information
Ipts. specifvl

A pre-proposal conference will be heid on:

Time: 09:30 AM Phnom Penh Local Time-

Date: 28 July 2014

Venue: LAD Conference Room, Buikding 5, UNDP Cambodia, No. 18, Pasteur
Street, Boeung Keng Kangl

The UNDP focal point for the arrangement is:
Vannara CHEA (Mr.)

Telephone: {855} 23 216167 {Ext. 16?)
Facsimile: {855) 23 216257

E-mail: vannara. chea@undp org

* Where the hiformation is available in the web, @ URL for the information may simply be provided
¥ Service Providers are aleried that nonacceptance of the terms of the General Ternss and Conditions (GTCH may be

grownds Jor disqualification from this procurement process,

¢ This contact person and address is officially desigrated by UNDP. If inquiiries ave sent (o other person's or

acddressées, even if they e UNDP ?Z&,ﬁ’ LINDP shall have no obligation to respond nor can UNDP confirm that the

GUEFY WY ?"&’LGB e,


mailto:vannara.chea@undp.org
mailto:procurement.kh@undp.org

CRITERIA FOR THE ASSESSMENT OF PRO?OSA{.

Stage 1: Preliminary Examination

UNDP shail examine the Proposals to determine whether they are complete wit?fz respect to minimum
documentary requirements, whether the documents have been properly signed, whether or not the
Proposer is in the UN Security Council 1267/1989 Committee's list of terrorists and terrorist financiers,
and in UNDP’s list of suspended and removed vendors, and whether the Proposa[s are generally in
order, among other indicators that may be used at this stage. UNDP may reject any Proposal ot this
stage.

Stape 2: Technical Proposal Evaluation

The evaluation team shall review and evaluate the Technical Proposals on the bésis of their
regpcnssveness o the Terms of Reference and pther documentation provided, apply;ng the evaluation
criteria, sub-critevia, and point system as folowing:

Summary of Technical Proposal Evaluation Forms Score Weigh{ Points Obtainable
1. Expertise of Firm / Organization 0% 306
2. Froposed Methodology, Approach and Implementation Plan 30% i 300
3. Management Structure and Key Personnel 4% A00

Technical Proposal Evaluation Points
Form 1 obtainable

1.4 Firm must be based in Cambodia and have a track record of successful communications 40
sirategy deveiopment and implementation in the field of development; geaéer
experience is desirable but not necessary,

1.2 | Firm must have experience in advocacy and communications/capacity deveiopmem a0
with government officials.
1.3} Firm must have a wide range of “medis” experience and skills to draw from (vi'dem 40

productions, animated slide shows, print, advocacy events, multimedia,. soc;al med;a
interactive media, internet based, etc) :

1.3 Firm should include experts on capacity development, high level policy advccacy, 4l
awareness raising for geperal public, etc Some gender experience would be dessrabie
ideally firm would have both English and Khmer fluency, -

At teast 3 years of practice] experience in the areas of communication strategy
development, graphic design, and broadeast production,

1.4 | 3vears experience designing, coordinaling and facilitating trainings and workshops A0

1.5 | 3years experience working with United Nations’ funded programs, de\reiopment 4}
partner, or equivaient, -

1.6 2 1o 3 years experience working with the Royal Government of Cambodia’s (RGC} 46
“especially across sectors within the Hne ministries, :

1.7 Strong knowledge and understanding of the Cambodian culture and history, ami 20
experience working on gender issues in Cambodia, -

Total Form 1

13
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Technical Propuosal Evaloation

FPoints
Forem 2 Obtainable
2.1 1 Towhat degree does the Offeror understand the task? 60
2.2 Have the important aspects of the task been addressed in sufficient detail? )
2.3 | is the conceptudl framework adopted appropriate for the task? 6{
24 1 s the scope of task well defined and does it correspond to the TOR? 60
2.5 | s the presentation clear and is the sequence of activities and the planning logical, 60
realistic and promise efficient implementation to the project?
Total Form 2 :
Technical Proposal EvalGation Points
Form 3 : Obtainable
3.1 | Task Manager/Team Leader {1 Post} 100
A Bachelors Degree in Gender Studies, Political Science, Sociology, 20
communications or refated field
3 to 5 years managing development programs internationally or in 20
Cambodia
2 10 3 years working on gender issues in Cambodia 30
Streng organizational, training and facilitation skills 10
Proven ability to manage thivd party suppliers 14
Proficient in English {Khmer, a plus) 10
3.2 | Assotiate Team Member {1 Post} 100
A Bachelors Degree in Gender Studies, Political Science, Sociclogy, 20
communications or related field
2 to 3 years managing development programs internationally or in 20
Cambodia f
1 1o 3 years working on gender issues in Cambodia 30
Experience working with the RGC's line ministries 10
Strong organizational, training and facilitation skiils 10
Proficient in English and Khmer 10
Creative Director {1 post} 100
A Bachelors Degree in Graphic Design, or communication, ang/or 40
Hustration or 5 107 years of related sxperience
510 7 years experience daeveloping IEC tools/materials for 43
3.3 | governments, NGOs and the development sector
Ability to conceptialize, ideate and develop communication 0
content through diverse formats {graphic design, radio, television,
atc.
Proficient in Englis 10
Graphic Designer {1 post) 100
B4 | A Bachelors Degree in Graphic Design, or commurication, ahd/or 40
Wustration or 3 to'5 years of related experience



2 to 3 years experience designing IEC tools/materials for 40
governments, NGOs and the development sector :

Abllity to vonvert complex content into simpie graphic design and m
ihustrations Z
Proficient in English and Khmer 10

Total Form 3

Rating the Technical Proposal {TP) = {Total Score Obtsined by the Offer / Max. Obtainable Score for TP} x 100

A Proposer shall be considered technically gualified ¥ its Proposal has obtained aé minimum 70%
technical score of the maximum obtainable score of 1000 paints in the Technical Evaluation,

Stape 2: Financial Proposal Evaluation

int this stage, only the Financial Proposals of those Proposers who achieve the minimum 70% of technical score will
he opened for evaluation for comparison and review, The following formasla is used o caiculaze scoring/rating of
the Financial Proposal:

Financial Proposal Rating = {Lowest Priced Offer / Price of the Offer Being Reviewed} x 1&0

Financial Evaluation and Criteria for Award of Contract:

The contract shall be awarded to the technically quaiified Proposer which obtamed the highest
combined score in the result of both Technical and Financial Evaluation, -

15y



Annex 2

FORM FOR SUBMITTING SERVICE PROVIDER’S PROPOSAL’
The Financiol Pmpaséaf and the Technical Proposal Envelppes MUST BE COMPLETELY SEFARATE ond
each of them must be submitted sealed individually and cearly marked on the vutside as either

“TECHNICAL PROPUSAL” or “FINANCIAL PROPOSAL”, us appropriate,

{This Form must-bé submitted only using the Service Provider’s Official Letterhead/Stationery®)

finsert: Locotion].
linsert: Dote}

To: insert: Naome c?ﬁd Address of UNDP focal point]

Dear Sir/Madam:

We, the unders}igned, hereby offer to render the following services to UNDP in conformity
with the requirements defined in the RFP dated [specify dote] , and ali of its attachments, as well
as the provisions of the UNDP General Contract Terms and Conditions :

A, Qualifications aféthe Service Provider

The Service Pravfefer must describe and explain how and why they are the best entity that can deliver the
réguirements of UNDP by indicating the following :

g} Profile - describing the nature of business, field of expertise, licenses, certifications, aeereditations;

b} Business Licenses - Registration Papers, Tax Payment Certifivation, ett.

¢ Latest Audited Financivd Stotement - income statement and bafantce sheet to indicote its financial
stokhitity, !:’qafdity, credit standing, eand market reputetion, ete. ;

d}  Track Record - list of clients for similar services as.those reguired by UNDP, indicoting description of
controct stope, contract duration, contrack volue, contact references;

e} Certificates und Accreditation ~ including Quality Certificates, Patent Registrotions, Environmentol
Sustaingbifity Certificotes, ete.

£ Written Seff-Declaration thot the compuny is not in the UN Security Council 1267/1989 List, UN
Procurement Division List or Other UN ineligibility List.

B.  Proposed Methaidalogy for the Completion of Services

T This serves as o guide to the Service Provider in preparing the Proposal, The Financial Proposal and the Technical
Proposal Envelopes MUST BE COMPLETELY SEPARATE and each of thew must be submitted seated individhially
and clearly marked on the outside as either “TECHNICAL PROPOSAL” or “FINANCIAL PROPOSAL®, as
appropricte :

¥ Official Letterhead/Stationery must indicate contact details — addresses, email, phone and jax monbers - for
verification purposes

1



The Service Provider must describe how it will address/deliver the demands of the RFP; providing o detailed
description of the essential performance charocteristics, reporting conditions and guality -ussurance
mechanisms thar wilf be put in place, while demonstrating thot the propased methodology will be
appropriote to the loval conditions and context of the work.

€. Qualifications of Key Personnel

Leader, who ure supporting, etc.;

Af required by the RFP, the Service Provider must provide ;

B} CVs demonstrating guolifications must be submitted if required by the RER; and
¢} Written confirmation from eoch personnel thot they are availibie for the erztfre duration of the controct.

o} Names and quolifications of the key personnel thut will perform the services md:catmg who is Team

D,  Cost Breakdown per Deliverable™ (Must be separated from Technical meposai}

Defiverables Percentage of Total Price Price -
{iist them as referred to in the RFP] {Weight for payrment) {Lump Sum,
?  Alt inclusive)
i Deliverable 1
2 Deliverable 7
3
Total 100%
*This shall be the bosis of the poyment tranches
E.  Cost Breakdown by Cost Component [This is onfy an Examplel:
Description of Activity Remurneration Total Period of No. of Total Rate
per Unit of Time Engagement: | Personnel

I. Personnea! Services

1. Services from Home Office

a. Expertise 1

b, Expertise 2

% Services from Field Offices

a. Expertise 1

b, Expertise 2

3. Services from Overseas

3. Expertise 1

b, Expertise 2

IL Qut of Pocket Expenses

1. Travel Costs.

. Daily Allowance

. Communications

. Reproduction

Wb L

. Equipment Lease
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6, Others!

. Other Related Costs

[Name and Signature of the Service Provider's
Authorized Person}

{Designation]

{Date}
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Annex 3

General Terms and Conditions for Services

LEGAL STATUS:

The Contractor shall be considered as having the legal status of an ipdependéﬁt coniractor vis-d-vis the
United Nations Development Programme (UNDP). The Contractor's personnet and sub-contractors shall
not be considered in-any respect as being the employees or agents of UNDP or the United Nations,

SQURCE OF INSTRUCTIONS:

The Contractor shall neither seek nor accept instructions from any authority externai to UNDP in connection
with the performance of its services under this Contract. The Contractor shall refrain from any action that
may adversely affect UNDP or the United Nations and shall fulfil its cammitments with the fullest regard
to the interests of UNDP.

CONTRACTOR'S RESPONSIBILITY FOR EMPLOYEES:

The Contractor shall be responsibie for _the professional and technical competen{:e ofits employees and will
sefect, for work under this Contract, reliable individuals who will perform effectively in the implementation
of this Contract, respect the local customs, and conform to a high standard of moral and ethical conduct,

ASSIGNMENT:

The Contractor shall not assign, transier, pledge or make other disposition of this Contract or any part
thereof, or any of the Contractor's rights, claims or obiigations under this C{mtfact except with the prier
written consent of UNDP, :

SUB-CONTRACTING:

in the event the Contractor requires the services of sub-contractors, the Contractor shall obtain the prior
written approval and clearance of UNDP for all sub-conptractors. The approval of UNDP of a sub-contractor
shail not relieve the Contractor of any of its obiligations under this Contract. ‘fhe terms of any sub-contract
shall be subject to and conform to the provisions of this Contract. :

OFFICIALS NOT TO BENEFIT:

The Contractor warrants that no official of UNDP or the United Nations has reci&eived or will be offered by
the Contractor any direct or indirect benefit arising from this Contract or the award thereof. The Contractor
agrees that breach of this provision is a breach of an essential term of this Contract.

INDEMNIFICATION:

The Cordractor shall indemnify, hold and save harmless, and defend, at its own ezxpenae, UNDP, its officials,
agents, servants and employees from and against all suits, claims, demands, and liability of any nature or
kind, inchuding their costs and expenses, arising out of acls or omissions of the Contractor, or the
Contractor's emplayees, officers, agents or sub-contractors, in the -pez‘formarice of this Contract. This
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8.0

9.0

10.0

i1.0

provision shall ektend, inter alia, to dlaims and liability in the nature of workmen's compensation, products
fiability and liability avising out of the use of patented inventions or devices, copyrighted material or other
inteltectual property by the Contractor, its employess, officers, agents, servants or sub-contractors. The
abligations under this Article do not lapse upon termination of this Contract,

INSURANCE ANEE) LIABILITIES TO THIRD PARTIES:

4.1 The .Canfcractmr shall provide and thereafier maintain insurance against all risks in respect of its
property and any equipment used for the execution of this Contract.

8.2 The Can%racter shall provide and thereafter maintain alt appropriste workmen's compensation
insurance, or the gquivalent, with respect to its employees 1o cover claims for personal injury or
death in connection with this Contract.

8.3 The Contractor shall also provide and thereafter maintain liability insuranze in an adequate amount
to cover third party dlaims for death or bodily injury, or loss of or damage to property, arising from
or in conpection with the provision of services under this Contract or the operation of any vehicles,
boats, airplanes or other squipment owned or feased by the Contractor or its agents, servants,
employaes or sub-contractors performing work or services in Sonnection with this Contract,

8.4 Except fr.i}r the workmen's compensation insurance, the insurance policies under this Article shall;

8.4.1 Name UNDP as additional insured;

8.4.2 include a waiver of subrogation of the Contractor's rights to the insurance carrier against
the UNDP;

8.4.3 Provide that the UNDP shall receive thirty {30} days written notice from the insurers prior
to any cancellation or change of coverage.

8.5 The Contractor shall, upon request, provide the UNDP with satisfactory evidence of the
insurance required under this Article.

ENCUMBRANC E:S[ LIENS:

The Contractor sfizali not cause or permit any Hen, attachment or other encumbrance by any person to be
placed on file or to remain on file in any public office or on file with the UNDP against any monies due orto
become dus for any work done or materials furnished under this Contract, or by reason of any other claim
or demand against the Contractor.

TITLETO EQUEP!;V! ENT:

Title to any equipment and supplies that.may be furnished by UNDP shali rest with UNDP and any such
equipment shall be returned to UNDP at the conclusion of this Contract or when no longer nesdéd by the
Contractor. Such equipment, when returned to UNDP, shall be'in the same condition as when delivered to
the Contractod, Subject to nofmal wearand tear, The Cotitractor shall be liable to compensate UNDP for
equipment detefmined piel be damaged or degraded beyond normal wear and tear,

COPYRIGHT, P’A“ii‘ENTS AND OTHER PROPRIETARY RIGHTS:

111 Except as is otherwise expressly provided in writing in the Contract, the UNDP shall be entitled to
all inteilectua% property and other proprietary rights including, but not limited 1o, patents,
copyrights, andtrademarks, with regard to products, processes, inventions, ideas, know-how, or
documents and other materlals which the Contractor has developed for the UNDP under the
Contract and which bear a direct relation to or are produced or prepared or collected in
conseq{zence of, or during the course of, the performance of the Contract, and the Contractor



acknowledges and agrees that such products, documents and other matar:ais constitute works
made for hire for the UNDP,

1.2 Te the extent that any such intellectual property or other proprietary rights consist of any
intellectual property or other proprietary rights of the Contractor: {i} that pre-existed the
performance by the Contractor of its obligations under the Contract, or {ii) that the Contractor may
develop or acquire, or may have developed or acquired, independently of the performance of its
obiigations under the Contract, the UNDP does riot and shall not claifn any ownership interest
thereto, and the Contractor grants to the UNDP a perpetual license to use such intellectual
property ‘or other proprietary right solely for the purposes of and in sccordante with the
reguitements of the Contract.

113 At the reguest of the UNDP; the Contractor shall teke sl necessary stéps, execute all necessary
documents and generally assistin securing such proprietary rights and transferring or licensing
therm fo the UNDP in compliance with the requirernents of the appi;cabie aw and of the Contract.

114 Subject 1o the foregoing provisions, all maps, drawings, photographs; mosaics, plans, reports,
estimates, recommendations, documents, and all other data wmp%iécﬁ by or received by the
Contractor under the Contract shall be the property of the UNDP, shall be made available for use
or inspeciion by the UNDF at reasonable times and in ressondbie p'aces shall he treated as
confidential, and shall be dulivered only to UNDP authorized officials on wmp%etmn of work under
the Contract. -

12.0 USE OF NAME, EMBLEM OR OFFICIAL SEAL OF UNDP OR THE UNITED NATEGNS:?

The Contractor shall not advertise or otherwise make public the fact that it is a Contractor with UNDP, nor
shall the Contractor, in-any manner whatsoever use the name, emblem or official seal of UNDP or THE
United Nations, or any sbbreviation of the name of UNDP or United Nations in ccnnect;on with its business
or piherwise, :

13.0 CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATION:

information and data that Is considered proprietary by either Party and that is deiwered or disclosed by one

Party {“Discloser”} to the other Party ("Recipient”} during the course of performanca of the Contract, and
that'is designated as confidential {"Information”), shal be held in confidence by that Party and shalt be
handied as follows:

13,4 The recipient {"Recipient”} of such information shall:

13.1.1  usethe same care and discretion to avoid disclosure, publscatiér‘a or dissemination of the
Discloser's information as it uses with its own similar mformatian that it does not wish to
disclose, publish or disseminate; and,

13.1.2  use the Discloser’s information solely for the purpese for whtch it was disclosed,

13.2 Provided that the Recipient has a written agreement with the foilr:éwmg persons or eniities
requiring them to treat the information confidential ih accordance wﬂb the Contract and this
Article 13, the Recipient may disclose information to

13.2.1 any other party with the Discloser's prior written consent; and,

13.2.2 the Recipient's employees, officials, representatives and agents§ who have a need to know
such information for purposes of performing obligations dnder the Contract, and
employees officials, representatives and agents of any legal entity that it controls controls
if, or with which it & under commaon control, who have a need %;o know such Information
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13.3

13.4

135

3.6

for purposes of performing obligations under the Contract, provided that, for these
- purposes a controlied legal entity means:

- 13.2.2.1 3 corporate entity in which the Party owns or otherwise controls, whether
: diractly or indirectly, over fifty percent {50%) of voting shares thereot: or,

| 13.2.2.2 any entity over which the Party exercises effective managerial control; or,

- 13.2.2.3 for the UNDP, an affiliated Fund such-as UNCDE, UNIFEM and UNV.

The Contractor may disclose information to the extent required by law, provided that, subject to
and without any waiver of the privileges and immunities of the United Nations, the Contractor will
give the UNDP sufficient prior notice of a request for the disclosure of Information in order to allow
the UZ\{QP to have & reasonable opportunity to take protective measures.or such other action as
may be appropriate before any such disclosire is made.

The m\iDP may disciose information to the extent as reguired pursuant to the Charter of the UN,
resolutions or regulations of the General Assembly, or rules promuigated by the Secretaty-Geéneral.

The Raé:ipient shalt not be precluded from disclosing Information that is obtained by the Recipient
from a'third party without restriction, is disclosed by the Discloser to a third party without any
cbilgat:cn of confidentiality, is previously known by the Recipient; or atany time is developed by
the Recipient completely independently of any distlosures-hereunder.

These -bbligatiom and restrictions of confidentiality shali be effective during the term of the
Contract, including any extension thereof, and, unless otherwise provided in the Contract, shall
remain effective following any termination of the Contract.

FORCE MNEURE;- QTHER CHANGES IN CONDITIONS

14.1

14.2

14.3

144

in the event of and as soon as possible after the occurrence of any cause constituting force
majewé, the Contractor shall give rotite and full particulars in writing to the UNDP, of such
OCCUTERNCE DY change # the Contractor is thereby rendered unable, wholly or in part, to perform
its cbizgamns and meet its responsibilities under this Contract. The Contractor shall siso notify
the UNDP of any other changes in conditions or the otcurrence of any event that interferes or
threaténs to interfere with its performance of this Contract. On receipt of the notice required
undger 1th‘ig Article, the UNDP shall take such action as, in Hs sols discretion: it considers to be
appropriate or necessary Inthe crcumstances, induding the granting to the Contractor of a
reasonable sxtension of time in which to perform its obligations under this Contract.

If the Contractor is rendered permanently unable, wholly, or in part, by reason of force majeure to

perform its obligations and meet its responsibilities under this Contract, the UNDP shall have the

right 1 suspend of terminate this Contract on the same terms and conditions as are provided for
in Articte 15, "Termination”, except that the period of notice shall be seven (7) days instead of
thirty {30} days.

Force nfaajeure as used in this Article means acts of God, war {whether declared or not}, invasion,
revolution, insurrection, or other acts of 2 similar nature or foree,

The Cohzracwr acknowledges and agrees that, with respect 1o any obligations under the Contract
that the Contractor must perform in or for any areas in which the UNDP is engaged in, preparing
to engage in, or disengaging from any peacekeeping, humanitarian or similar operations, any
delays or failure to perform such obligations arising from or relating to harsh conditions withir
such areas or to any incidents of civil unrest oceurring in such areas shall not, in and of itself,
constitute force majeure underthe Contract.,
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17.0

TERMINATION

15.1 Either party may terminate this Contract for cause, in whole or in part, up;an thirty {30) days notice,
in writing, to the other party. The initiation of arbitral proceedings in accordance with Article 16.2
{“Arbitration”}, below, shall not be deemed a termination of this Contraet.

15.2 UNDP reserves the right to terminate without cause this Contract a1 anf time upon 15 days prior
written notice to the Contractor, in which case UNDP shall reimburse the Contractor for all
reasurtable costs inclirred by the Contractor prior to receipt of the notice of termination.

15.3 i the event of any termination by UNDP under this Article, no paymenf shall be due from UNDP
o the Contractor except for work and services satisfactorily performed in conformity with the
express terms of this Contract, :

15.4 Should the Contractor be adjudged bankrupt, or be Hguidated or become insolvent, or should the
Contractor make an assignment for the benefit of its creditors, or should a Receiver be appointed
on sccount of the insolvency of the Contractor, the UNDP may, without prejudice to any other
right or remedy it may have under the terms of these conditions, términate this Contract forthwith.
The Contrattor shall imme‘diat‘é]y' inform the UNDP of the occutrence of any of the above events.

SETTLEMENT OF DISPUTES

i6.1 Amicable Settlement: The Parties shall use their best efforts to set‘t?e amicably any dispute,
controversy or claim arising out of this Contract or the breach; termination or invalidity thereof,
Where the parties wish to seek such an amicable settiement through car@!ciiiation, the conciliation
shall take place in sccordance with the UNCITRAL Conciliation Rules then obtaining, or according
to such other procedure as may be agreed between the parties, '

16.2 Arbitration: Any dispute, controversy, or claim between the Parties arising out of the Contract or
the breach, termination, or invalidity thereof, uniess settied amicably under Article 16.1, sbove,
within sixty {60} days dfter receipt by one Party of the other Party's written request for such
amicable settlement; shall be referred by either Party to arbitration in accordance with the
UNCITRAL Arbitration Rules then obtaining. The decisions of the arbitral tribunal shall be based
on general principles of international commerdial law. For all evidentiary questions, the arbitral
tribunal shall be guided by the Supplementary Rules Governing the ;Preséntazion and Reception of
Evidence in international Commercial Arbitration of the International Bar Association, 28 May
1983 edition. The arbitral tribunal shall be empowered 1o order the return or destruction of goods
or any property, whether tangible or intangible, or of any confidential information provided under
the Contract, order the termination of the Contract, or order that any other protective measures
be taken with respect to the goods, services or any other property, whether tangible or intangible,
or of any confidential informiation provided under the Contract, &5 appropriate, all in accordance
with the authority of the arbitral tribunal pursugnt to Article 26 {¥intérim Measures of Protection”)
and Artice 32 {“Form and Effect of the Award”} of the UNCITRAL Arbitration Rules. The arbitral
tribunal shall have no suthority fo award punitive damages. In addition, unless otherwise
expressly provided in the Contract, the arbitral tribunal shall have no auzharaty to award interest
in excess of the London Inter-Bank Offered Rate {"LIBOR") then prevailing, and any such interest
shall be simple interest only. The Parties shall be bound by any arbitration award rendered as a
result of such arbitration as the final adjudication of any such dispute, controversy, or claim.

PRIVILEGES AND IMMUNITIES:
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Nothinginor reiatmg to this Contract shall be deemed a waiver, express or implied, ofany of the privileges
and zmmtm:ties of the United Nations, incloding its subsidiary organs,

TAX EXEMWEQN

is.1

18.2

Sectt(m 7 of the Convention on the Privileges and immunities of the United Nations provides, inter-
alia that the United Nations, including its subsidiary organs, Is exémpt from all direct taves, except
charges for public utllity services, and is exempt frorn customs duties and charges of a similar
nature in respect of articles imported or exported for its official use. In the event any
governmeantal authority refuses to recognize the United Nations exemption from such taxes, duties
or cbargés, the Contractor shall immediately consult with the UNDP to determine @ mutually
acceptable procedure,

Accerdingly, the Contractor authorizes UNDP to deduct from the Contractor's invoice any amount
rep_resjenting such taxes, duties or charges, uniess the Contractor has consulted with the UNDP
befc:ré the payment thereof and the UNDP has, in each Instance, specifically authorized the
Contractor to pay such taxes, duties or charges under protest, in that event, the Contractor shall
provide the UNDP with written evidence that payment of such taxes, duties or charges has been
made and appropriately authorized.

CHILD LABOUR

9.1

9.2

MIENES:

20.1

0.2

The Cﬁntractar represents and warrants that neither it, nor any of its suppliers is engaged in any
practice inconsistent with the rights set forth in the Convention on the Rights of the Child, inc Hading
Article 32 thereof, which, inter alia, requires that a child shall be protected from performing any
work that § is likely to be hazardous or to interfere with the child's education, or to be harmful to
the C}?t t's health or physical mental, spiritual, moral or social development.

Any braach of this representation and warranty shall entitle UNDP to terminate this Contract
;mmedsateiy upon  hotice to the Contrattor, at no cost to UNDPR.

The Contractor represents and warrants that neither it nor any of its suppliers is actively and
directly engaged in patent activities, development, assembly, production; trade or manufacture of
mines §:r in such activities in respect of components primarily utilized in the manufacture of Mines.
The term “Mines” means those devices defined in Article 2, Paragraphs 1, 4 and 5 of Protocol
annexéd ¢ the Convention on Prohibitions and Restrictions on the Use of Certain Conventional
Weapans Which May Be Deemed to Be Excessively injurious or to Have Indiscriminate Effects of
1980, ¢

Any brﬁeach of this representation and warranty shall entitle UNDP to terminate this Contract
immediately upon notice to the Contractor, without any lability for fermination charges or any
other liability of any kind of UNDP,

OBSERVANCE OF THE LAW:

The Contractor %ha?! comply with all laws, ordinances, rules, and regulations bearing upon the performance
of its obligations under the terms of this Contract.

SEXUAL EXPLOITATION:
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2.2

The Contractor shall take all appropriate measures 1o prevent sexual exploitation or abuse of
anyone by it.or by any of s employees or any other persons wh‘tf: may be engaged by the
Contractor to perform any services under the Contract. For these purposes, sexual activity with
any person less than eightesn years of age, regardiess of any laws relating to consent, shali
constitute the sexual exploitation and abuse of such person. In addition, the Contractor shall
refrain from, and shall take all appropriate measures to prohibit its empioyees or other persons
engaged by it from, exchanging any money, goods, services, offers of employmert or other things
of value, for sexual favors or activities, or from engaging inany sexual activities that are exploitive
or degrading to any person. The Contfactor acknowledges and agrees that the provisions hereof
constitute an-essential term of ‘the Contract and that any breach of this representation and
warranty shall entitle UNDP to terminate the Contract immediately up{m notice to the Contractor,
without any liability for termination charges or any other liability of any kind,

The UNDF shall not apply the foregoing standard relating to age lin any case in which the
Contractor’s personnel or any other person who may be engaged by the Contractor to perform
any services under the Contract is married to the person less than thelage of eighteen years with
whom sexual activity has occurred and in which such marriage Is recognized as valid under the
iaws of the country of citizenship of such Contractor’s personnet or such other person who may he
engaged by the Contractor to perform any services untler the Contract

AUTHORITY TO MODIFY:

Pursuant to the Financial Regulations and Rules of UNDP, only the UNDP Authcfrized Offictal possesses the
authority to agree on behalf of UNDF to any modification of or thange in this Contract, to @ waiver of any
of is provisions or to any additional contractual refationship of any kind with the Contractor. Accordingly,
no modification or change in this Contract shall be valid and enforceable against UNDP unless provided by
an amendment to this Contract signed by the Contractor and jointly by the UNQ? Authorized Official.

@



Annex 4 — Terms of Reference

Project information
Assignment Title: Communication Professiorial Service Firm for Capacity
Building and Atlvocacy Materials
UNDP Practice Area: Governance
Cluster/Project: Partnershin for Gender Equity Phase 111 2011-2015
Assignment Location: Phiem Penh, Cambodia
Assigriment Duration: Up to 60 days, from ] September to 31 December 2014

Background and ijetét Description

UNDP is the UN’s global development network, an organisation advocating for change and connecting
countries to knowledge, experience and resources to help people build a better life. UNDP Cambodia’s
Country Programme Action Plan {2011-2015) focuses on poverty, governance, energy, environment and
climgte change and particularly gender which is-a cross cutting issue of all programme interventions. in
support to current UNDAF, gender is one of the six strategic outcomes aimed to ensyre that gendar
sensitive policies and plans,

UNDP Cambodia bas been a long term supporter of the Ministry of Women’s Affairs {MOoWA) since 2000
through a number of initiatives, namely "Partnership for Gender Equity Programmes Phase 1, Il and 11",
The Partnership for Gefﬁder Equity Phase |1 {PGE 1), 2011-2015) is the third phase of the UNDP-SIDA co-
financed programme providing continuous technical assistance to the MoWA in its endeavour to promote
gender equality and women’s empowerment. Through PGE I, UNDP support mainly focuses on MoWA's
organizational capacity to effectively fulfil its mandate of coordinating and monitoring gender
mainstreaming into nétiona% policies, strategies, plans and programmes including the Cambodian
Millennium Development Goals, the Rectangular Strategy, the National Strategic Development Plan and
more recently engaging in the Government’s on-going reform programmaes {Public Financial Management
Reform Programme, Deconcentration & Decentralisation and Public Administration Reform),

PGEH is cutrently supporting MoWA to produce the Cambodia Gender Assessment 2014 {CGA) and the
next Five Year Strategic Plan, the Neary Ratanack IV {NR4), The CGA is the flagship gender assessment
document of the Royal.Government of Cambodia {RGC). it has been used mainly as the reference for a
variety of nationai development policies, strategies and programmatic investments, planning of country
programmaes for development partners, and academic and operational research purposes,

CGA 2014 consists of 8 échapters, each chapter will have its own related policy brief. UNDP is supporting
the .overall coordination and production of the CGA 2014, and the NR4, as well as the Capacity
Development, mmmun‘éicat?on__and dissemination strategy and development of relsted documents,

The propased Communfication Professional Service Firm Is for building capacity of MoWA {eg CD Team,
Department of Information, Department of Gender Mainstreaming) to develop & set of communication
capacity development§ and advocacy materials for mainstreaming gender equality and women's
empowerment based oh the CGA and NR4&, aimed at different audiences, including: high level government
policy makers in key Line Ministries, mid-level technical advisors, and possibly {time and budget
permitting} civil society/genera! public/citizens.



The communication capacity development and advocacy materiais will be desrgned for MoWA 1o use to
inform these different target groups about the content and purpose of CGA/NM ~-and to be used as
advocacy and awareness raising materials on gender eguality and women’s empowerment. The
communication materials will be taflored according to the audience and purpose for example:

* High level policy makers: advocaty on the importance of supporting. gender rnainstreaming in
public policy to get their buy in and ownership.

*  Mid-level technical advisors in government: more how to capacity deveiopment materials on how
to integrate gender into their sectoral programmes.

+ {Possibly) General public: raise awareness among men and women cn the general situation of
gender in Cambodia, where the key issues are, and what the government has committed to doing,
what rights women have, behavior change regarding negative gender stereatypes and practices
which hold back gender equality in practice. -

All the substantive content will be provided in the form of the CGA/NR4 —the Ccmmumcatzen Professional
Service Firm will be responsible for building capacity within MoWA for deveiopmg and using the
communication capacity development  and advocacy materials, The communication capacity
development and advocacy materials should also use different media appropriate to the audience (video
productions, print handouts, slide presentations, interactive, social media, unizne web-based materials
etc} -

Objective of the Assignment
The purpose of the assignment is two-fold:

1} Yo build capacity of MoWA to develop and use communication capac;ty building and
advocacy materials based on the CGA/NRA, :

2} To develop in collaboration with MOWA a set of communication ca;:%acity huilding and
advocacy materials according to the different stakeholders and ta.rgjet group’s needs:;

This work will be critical in ensuring the operationafization. of the CGA;’NRA% through on going
communications and advocacy with a wide range of stakeholders, and on-going capacity
development across governmaent. :

Scope of Work

1) in coliaboration with PGE and MoWA and in close coordination with the CD team, develop a
comprehensive Communications and Advocaty Plan for CGA{NM which includes: list of
stakeholders/audiences, messages for each, different types of media to use and
dissemination plan. it can also include advice on design cover and iaycut for CGA/NRE and
related communications materials.

2} Working together {as in building capacity) with MoWA Department of information and other
key MoWA staff, develop materials for the Communications and Advocacy Plan. These should
be in close afignment with the CD materials development, :

3} Develop capacity within MoWA to implement communications and advacacy plan: advocacy
and communications skifls, evaluating impact, etc.

4} Support MOWA to plan and implement the national launching workshap for the CGA/NR4:
develop the presentation materials, plan the agenda {for exampie presentations, panel
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discussions; workshop, etc) design and develop the materials for the faunch {for example:
video, paw@ar point présentations, handouts {take away bag with event "souvenirs” like pens,

CO roms, efc.}

8) This Comméurzi{:ation-?mfessionai Service Firm will work closely with the CD Specialists and
PGE Team. PGE Team will provide all the substantive content for the materials, basically the

anaiytit:al-afnd palicy context {CGA/NRA).

Expected Outputs and ;t)el:‘vemb!es

N Deliverables/Outputs Target Due Dates
Qutput 1: Communications Plun & Report 15 September, 2014
Objective: ?_rovidé a cormnmunications plan, inception report, launch
agenda and handouts, and design cover of key reports.

6. Provide a detailed Communications and Advocacy Plan for
CGA/NRA including key messages, stakeholders, delivery
charinels, and timeline,

7. Provide a program Inception Report and detailed work-plan
{maximum 5 pages)

8. Design National CGA/NR4 Launch Agenda and Handouts:

a. identify key oblectives of launch sessions {do not design
all of the launch activities} that use
interactive/participatory methods 1o engage participants

b. {TBC) Design and facilitate up to two sessions for tha

i Jaunch that engage high-level ministers in cross-sectoral

learning and help them identiy concrate actions to take
6 mainstream gender in their work

c. C?eat& a contise Visual Guide {max 20 pages) of the key
principles of the NR4/CGA including 3-5 key concrete
actioris policy-makers and technocrats in eath sector can
take to mainstream gender in their work

9. Design cover for CGA/NRS reports {graphic design
implementation not photographyl.

10. Full Report Template {Optional) - Template for interior pages in
inDesign for full report so that client could input the report {not
MS word)

*All materials will be produced and printed by UNDP
| Output 2: Advocacy Materials for High Level Policy Makers 1 October, 2014
Objective: Providé a set of communication materials aimed at high-level
policy makers for MOWA o use to advocate gender mainstreaming in
their work including {but not limited to):

6. Create and design {graphics) one PowerPoint/slide show for the

2 launch for the minister to present, {Maximum 20 Minutes)

7. Create one 10-15 minute {max} presentation for MOWA officers
to engage high-level policy-makers {script, slides, messaging,
and design)

8. Develop a short facilitated session or pitch for MOWA officers
that would complement the presentation {#2) to engage high-
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3.

10,

tevel policy-makers {i.e. elevator pitch, facilitated activity, etc.}.
The parameters would be further defined hased on a review of
available and effective delivery channels,

Provide training for MOWA for #2 and #3,

{TBC)Design the give-away bags and folders (not contents) for

the faunch.

Output 3: Advocacy Materiais for Mid-Level Policy Advisors/Technical
Officers

Objective: Provide & set of communication materials aimed at mid-level
technocrats for MOWA to use to advocate gender mainstreaming in their
work including {but not limited to):

.

i

ii.

iz

Create one 15-ninute presentation for MOWA officers to
engage mid-level technocrats {sceript, slides, messaging, and
design}

Create one PowerPoint/slide show to accompany a short
facilitated session or pitch for MOWA officer 1o engage mid-
level technocrats {i.e. elevator pitch). The parameters would be
further dafined based on a review of available and effective
delivery channels.

Provide training for MOWA on presentations for #2 and #3.
Provide resources for web-based materials induding soft copies
of visuals, materisls; and embed code for video

Conduct a “needs assessment” to see if engagement of high-
tevel policy makers and mid-level technocrats through social
media/online means is appropriate, develop recornmendations
for taking this forward.

Develop communications/advocacy materials around one
sector such as WEE,

1 November, 2014

Cutput 4: Video

Objective: Develop creative concept, script and manage production fora
short, -2 part (5 mins each part ~ total 10 mins) video that drives interest
in the findings of the report and how they may be applied.

i October, 2014
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10. The video should serve as a complement.to Qutputs 1-3 and

The first part of the video should be more general and give an
overview of why it's important to mainstream gender and how
CGA/NR4 can help, it should "tease” at the various technical
sectors ﬁi’gﬁiighted in the report and inspire both high and mid-
level policy makers to look for opportunities to integrate gender
mainstreaming in their programs.

The 2 part of the video should focus on the Women's Economic
Empowerment Saction of CGA/NR4.

Both parts should be stand alone but zlso can be shown together
{50 complimentary not overlapping.)

The video is meant to be a “complement” 1o both the Visual
Guide and the full reports, not a replacement that goes into
great depth,

should be appropriate for alf three audiences.

Institutional Arrangement

The Communication Professional Service Firm will work closely with the MoWA Department
of Information, the MoWa senior management, the CD team and the PGE Team. They will
report to the MoWA PGE Programme Uirector and Manager, and UNDP/PGE National
Management Specialist, and ACD/Team Leader of the Governance Cluster.

The C{}mmﬁnicatinn Professional Service Firm will report to PGE Team on a weekly basis as
described m the communications plan and inception report.

The Communication Professional Service Firm will lisise directly with the following entities:
MoWA (PGE Team, Department of Information, other key MoWA staff), UNDP
communications unit and the €D Specialists.

PGE Team will be able to provide logistical support, and support staff and services.

Duration of the Work

« » = »

Expected inputs: approx. 3 work months {approx. 60 days)

inputs spread over 4-5-Months from August to December 2014

Must compfete by end-December 2014.

Partners will reguire approximately 2-3 weeks to review draft outputs for comments and
approval. '

Duty station is Phnom Penh-Cambodia with frequent interactions with MoWA, Contract can
work out_sicie of MoWA with regular raeetings as agreed with the team in the plan.

Minimum Qualiﬁcatian?s of the Successful Contractor at Various Levels

*

Firm must be based in Cambodia and have a track record of successful communications
strategy development and implementation in the fiald of development; gender experience is
desirable but not necessary.

Firrn must _have experience in advocacy and communications/capacity development with
government officials.

Firm mustéhave a wide range of “media” experience and skills to draw from {video



productions, animated slide shows, print, advocacy events, muitlmedia social media,
interactive media, internet based, etc) -

Firm should include experts on capacity development, high level pahcy advocacy, awareness
raising for general public, etc. Some gender experience would be desarable 1deatly firm would
have both English and Khmer fluency. :

At least 3 years of practical experience in the areas of commumcatmn strategy
development, graphic design, and broadcast production.

3 years experience designing, coordinating and facititating trainings and workshops,

3 years experience working with United Nations' funded programs, development partner, or
equivalent,

2 1o 3 years experience working with the Roval Government of Cambodla s (RGCY, especially
across sectors within the line ministries, -

Strong knowledge and understandmg of the Cambodian culture and hzstory, and experience
working on gender issues in Cambodia,

Staff Qualifications

The mukti-disciplinary team shoult comprise members with the fci!owmg educational
qualifications, experience and competencies:

Task Manager/Team Leader

. & # & 3

A Bachelors Degree in Gender Studies, Political Science, Soc;ology, cummun;catmns or
related field;.

3 10 5 years managing development programs internationally or in Camboma

2 1o 3 years working on gender issues in Cambodia;

Strong organizational; training and faciitation skills;

Proven ability to manage third party suppliers;

Proficient in English (Khmer, 2 plus)..

Asmf:mte Team Member

*

a & & # 2

A Bachelors Degree in Gender Studies, Political Science, Secroiogy, commumcatlcns or
related field;

2 to 3 years managing development programs internationatly or in Cambc}dua

1 to 3 years working on gender issues in Cambodia; :

Experience working with the RGC's line ministries;

Strong organizational, training and facilitation skills;

Proficient in English and Khmer

Creative Director

A Bachelors Degree in Graphic Design, or communication, and/or illustmt:on or 510 7 years
of related experience; :

5 1o 7 years experience developing IEC tools/materials for govemments NGDs and the
development sector;

Ability to conceptualize, ideate and develop communication content thraugh diverse
formats {graphic design, radio, television, etc.}

Proficient in English.

Graphic Designer .

.

A Bachelors Degree in Graphic Design, or communication, and/or %iiustration or 3te 5 years
of related experlence -

2 to-3 years experience designing 1EC tools/materials for govemments, NGOs and the
development sactor;

Ability to convert complex content into simple graphic design and ﬂiustrations

31 Ve
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*

Proficient m English and Khmer

Scope of Bid Price and Schedule of Payments

Contract price is output based, irrespective of ime inputs.

Financial proposal should include professionatl fees for each team member, cost of developing
materials, etc. They should provide their own transport and office space and logistical

support. PGE will provide meeting room space in MoWA,

PGE will cover the cost of any events/warkshops/meetings as agread in the plan.

Deliverables/Outputs

Target Due
Dates

Payment

*Allm

12
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CQutput 1: Communications Plan & Report

Objective: Provide a communications plan, inception report,

faunch agenda and handouts, and dasign cover of key reports.
11, Provide a detailed Communications and Advocacy Plan

for CGA/NRE including key messages, stakeholders,
delivery channels, and timeline.

Provide & program Inception Report and detailed work-
plan {maximum 5 pages)

Design National CGA/NR4 Launch Agenda and
Handouts:

a. Identify kev obiectives of launch sessions {do
riot.design all of the launch activities) that use
interactive/participatory methods to engage
participants

b. {TBC) Design and facilitate up to two sessions
for the launch that engage high-tevel ministers
in cross~sectoral learning and help them identify
concrete actions to take to mainstream gender
in their work

¢ Create a concise Visual Guide {max 20 pages) of
the key principles of the NR4/CGA including 3-5
key concrete actions policy-makers and
technocrats in each sector can take to
mainstream gender in thelr work

14. Design cover for CGA/NR4 reports {graphic design

implementation not photography}.

15. Full Report Template (Optional} ~ Template for interior

pages in i@zl}esign for full report so that client could
input the report {not MS word)
aterials witk be produced and printed by UNDP

15 September,
2014

0%

Ouiput 2:"Advacaicy Muateriols for High Level Policy Mokers
Objective: Provide a set of communication materials aimed at
high-level policy makers for MOWA to use to advocate gender

1 October,
2014

30%

mainstreaming in their work including {(but not limited to):




11. Create and design {graphics} one PowerPoint/slide
show for the launch for the minister to present,
{Maximum 20 Minutes)

12. Create one 10:15 minute {max) presentation for
MOWA officers to engage high-level policy-makers
{script, slides, messaging, and design)

13. Develop a short facilitated session or pitch for MOWA
officers that would complement the presentation {#2)
to engage high-level policy-makers {i.e, elevator pitch,
facilitated activity, etc.). The parameters would be
further defined based on a review of available and
effective delivery channels,

14. Provide training for MOWA for #2 and #3,

15, {TBC}Design the give-away bags and folders (not
contents} for the launch,

Output 3: Advocacy Materials for Mid Level Policy
Advisors)/Technical Officers

Ohijective: Provide a set of communication materials aimed at
mid-tevel technocrats for MOWA to use to advocate gender
mainstreaming in their work including {but not Himited 1o)

13. Create one 15-minute presentation for MOWA officers
to engage mid-Jevel technocrats {script, slides,
messaging, and design)

14. Create one PowerPoint/slide show to accompany a
short facilitated session or pitch for MOWA officer to
engage mid-level technocrats {i.e. elevator pitch). The
parameters would be further defined based on a review
of available and effective delivery channels,

15, Provide training for MOWA on presentations for #2 and
#3,

16. Provide resources for web-based materials including
soft copies of visuals, materials, and embed code for
video

17. Conduet a “needs assessment” to see if engagement of
high-level policy makers and mid-level technocrats
through social media/onling means is appropriate,
develop recommendatians for taking this forward,

18. Develop communications/advocacy materials around
one sector such as WEE,

1 Noverﬁnber:
2014

30%

Qutput 4: Video

Objective: Develop creative concept, script and manage
production for a short, 2 part {5 mins each part —total 10 mins)
video that drives interest in the findings of the report and how
they may be applied.

1 October,
2014

30%
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11. The first part of the video should be more general and
give an overview of why it’s importarit to mainstream
gender and how CGA/NRA can belp, it should “tease” at
the various technical sectors highlighted in the report
and inspire both high and mid-level policy makers to
look for opportunities to integrate gender
mainstreaming in their programs.

12. The 2% part of the video should focus on the Women's
Economic Empowerment Section of CGA/NR4,

13. Both parts should be stand alone but afso can be shown
together {so complimantary not overlapping.}

14. The video is meant to be a “complement” to both the
Visual Guide and the full reports, not a replacement
that goes into great depth,

15. The video should serve as a complement to Outputs 1-3
ant should be appropriate for all three audiénces,

Recommended Presenfatian of Proposal

The proposal siﬁnuid contain a minimum the following:

. & * 9 » ¥

Context and problem analysis relevant to key elements described in ToR
Approaches to address ahove mentioned key slements described in ToR {audience
segm?entaticn and profile, tailored approaches to each target group, ete)
Proposed methodology, including use of different media and messages, sub-
contracting ceriain deliverables, etc

Expected results

Work plan

Profile of individual project team members, include updated CVs
Output-based budget

Company profile and relevant track record

Any other useful and relevant information to demonstrate the firm’s credibifity

The contractor can sub-contracting; however the contractor is required to explain to whom,
how much percentage of the work will be sub-contracting, the rationale for such, and the roles
of the proposed sub-contractors. Special attention should be given to providing a clear picture
in the submltted proposal, of the role of each entity and how everyone will function as a team.

{?y,



