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REQUEST FOR QUOTATION 

	UNDP BIH
Zmaja od Bosne bb; Sarajevo
	DATE: January 9, 2020

	
	REFERENCE: BiH/RFQ/004/20



Dear Sir / Madam:

     We kindly request you to submit your quotation for: media monitoring and clipping services.

as detailed in Annex 1 of this RFQ.  When preparing your quotation, please be guided by the form attached hereto as Annex 2.  

Quotations may be submitted on or before 10:00 CET on Monday, January 27, 2020 via courier mail or e-mail to the address below:

United Nations Development Programme
Zmaja od Bosne bb, Sarajevo 71000
General Service
Ref: BIH/RFQ/004/20 

It shall remain your responsibility to ensure that your quotation will reach the address above on or before the deadline.  Quotations that are received by UNDP after the deadline indicated above, for whatever reason, shall not be considered for evaluation.  If you are submitting your quotation by email, kindly ensure that they are signed and in the .pdf format, and free from any virus or corrupted files.
	Please take note of the following requirements and conditions pertaining to the supply of the abovementioned services: 

	Exact Address/es of Delivery Location/s (identify all, if multiple)
	At Contractor’s location, delivered by mail to UNDP, UN House, 71000 Sarajevo, Bosnia and Herzegovina (also delivered to a list of recipients via e-mail and accessed via Service Provider’s website)

	Latest Expected Delivery Date and Time (if delivery time exceeds this, quote may be rejected by UNDP)
	Monday, February 01, 2021

	Preferred 
Currency of Quotation
	☒Local Currency: BAM

	Value Added Tax on Price Quotation
	☒ Must be exclusive of VAT and other applicable indirect taxes
(VAT stated separately)

	Deadline for the Submission of Quotation 
	10:00 CET on Monday, January 27, 2020 

	All documentations, including catalogs, instructions and operating manuals, shall be in this language 
	☒ Local language

	
Documents to be submitted
	· Certified copy of company’s registration relevant to deliver required services;
· Copy of financial report for the last year certified by the relevant tax authorities;
· Reference list and contacts describing company’s relevant work experience;
· Copies of at least 3 (three) contracts/assignments related to design and delivery of media monitoring/clipping services;
· CV(s) of key expert(s) who will be in charge of managing the delivery of requested services and representing the company in communication with the UNDP Bosnia and Herzegovina;
· Screen caps or images of the proposed online clipping archive and user interface.
· Written Self-Declaration of not being included in the UN Security Council 1267/1989 list, UN Procurement Division List or other UN Ineligibility List

	Period of Validity of Quotes starting the Submission Date
	☒ 60 days 

	Partial Quotes
	☒ Not permitted

	
Payment Terms
	Monthly, upon confirmation of successful completion of the media monitoring and clipping tasks and upon submission of the invoice.

	Liquidated Damages 
	N/A

	
Evaluation Criteria 

	☒ Technical responsiveness/Full compliance to requirements and lowest price per this RFQ
 ☒ Full acceptance of the PO/Contract General Terms and Conditions
☒ The company must have minimum 3 (three) years of operation in providing media monitoring/clipping services
☒ The company must have at least 3 (three) years track record of successful delivery of media monitoring/clipping services, evidenced with at least 3 (three) relevant contracts/assignments

	
UNDP will award to:

	☒  One Bidder, depending on the following factors:
· Technical responsiveness/Full compliance to requirements 
· Lowest price offer of technically qualified/responsive quote 

	
Type of Contract to be Signed
	☒ Contract for Services

	Special conditions of Contract
	☒ Cancellation of PO/Contract if the delivery/completion is delayed by 10 days

	
Conditions for Release of Payment
	Within thirty (30) days from the date of meeting the following conditions:
a) UNDP’s written acceptance (i.e., not mere receipt) of the quality of the outputs; and
b) Receipt of invoice from the Service Provider.

	
Annexes to this RFQ
	☒ Terms of Reference (ToR) (Annex 1)
☒ Form for Submission of Quotation (Annex 2)
☒ General Terms and Conditions / Special Conditions (Annex 3) Link:  English version  
☒ Eligibility Criteria (Annex 4)
☒ Format of the monthly clipping overview (Annex 5)
Non-acceptance of the terms of the General Terms and Conditions (GTC) shall be grounds for disqualification from this procurement process.  

	
Contact Person for Inquiries
(Written inquiries only)
	UNDP BIH
GENERAL SERVICES
033 552 330/ registry.ba@undp.org 
Any delay in UNDP’s response shall be not used as a reason for extending the deadline for submission, unless UNDP determines that such an extension is necessary and communicates a new deadline to the Proposers.



The quotation that complies with all of the specifications, requirements and offers the lowest price, as well as all other evaluation criteria indicated, shall be selected.  Any offer that does not meet the requirements shall be rejected.
Any discrepancy between the unit price and the total price (obtained by multiplying the unit price and quantity) shall be re-computed by UNDP.  The unit price shall prevail and the total price shall be corrected.  If the supplier does not accept the final price based on UNDP’s re-computation and correction of errors, its quotation will be rejected.  
After UNDP has identified the lowest price offer, UNDP reserves the right to award the contract based only on the prices of the goods in the event that the transportation cost (freight and insurance) is found to be higher than UNDP’s own estimated cost if sourced from its own freight forwarder and insurance provider.  
At any time during the validity of the quotation, no price variation due to escalation, inflation, fluctuation in exchange rates, or any other market factors shall be accepted by UNDP after it has received the quotation.   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 Purchase Order that will be issued as a result of this RFQ shall be subject to the General Terms and Conditions attached hereto.  The mere act of submission of a quotation implies that the vendor accepts without question the General Terms and Conditions of UNDP herein attached as Annex 3.
UNDP is not bound to accept any quotation, nor award a contract/Purchase Order, nor be responsible for any costs associated with a Supplier’s preparation and submission of a quotation, regardless of the outcome or the manner of conducting the selection process. 
	Please be advised that UNDP’s vendor protest procedure is intended to afford an opportunity to appeal for persons or firms not awarded a purchase 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 procedures in the following link: 
http://www.undp.org/content/undp/en/home/operations/procurement/protestandsanctions/
	UNDP encourages every prospective Vendor to avoid and prevent 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, specifications, cost estimates, and other information used in this RFQ.  
UNDP implements a zero tolerance on fraud and other proscribed practices, and is committed to identifying and addressing all such acts and practices against UNDP, as well as third parties involved in UNDP activities.  UNDP expects its suppliers to adhere to the UN Supplier Code of Conduct found in this link : http://www.un.org/depts/ptd/pdf/conduct_english.pdf 

Thank you and we look forward to receiving your quotation.

http://www.undp.org/content/undp/en/home/operations/procurement/business/protest-and-sanctions/
http://www.undp.org/content/dam/undp/documents/procurement/documents/UNDP_supplier_code_of_conduct.pdf 
Sincerely yours,
UNDP BiH

Annex 1


TERMS OF REFERENCE 
FOR

Media Monitoring and Clipping Services for UNDP CO BiH
Time: 1 February 2020 – 1 February 2021
Description: 
UNDP CO Bosnia and Herzegovina is seeking to hire qualified company (with minimum 3 years of experience) to perform following tasks: monitoring, recording and providing daily and monthly clipping reports on listed media outlets (TV, print and online media) that mention UNDP in Bosnia and Herzegovina, its work and corresponding issues. All of the collected articles/materials need to be available for UNDP to access through a (searchable) web-based platform. The company is expected to provide daily e-mail reports/alerts to designate UNDP staff (as per mailing list which will be delivered by the UNDP). The company will work under direct supervision of the UNDP Communications Analyst/ Head of Communications Unit.

The Company will be responsible for (deliverables):

1) Daily monitoring of media listed below (Note: while the list represents minimum number of media outlets to be covered by monitoring service, Offerors are encouraged to present full list of media that they monitor): 

Print:
· Oslobođenje (daily newspaper)
· Dnevni avaz (daily newspaper)
· Dnevni list (daily newspaper)
· Nezavisne novine (daily newspaper)
· Glas Srpske (daily newspaper)
· Blic (daily newspaper)
· Večernji list (daily newspaper)
· Dani (magazine)
· Start (magazine)

TV stations:
· BHT TV – main news cast at 19:00 and late evening news 
· FTV – main news cast at 19:30, late evening news and daily info show “Federacija danas“
· RTRS TV – main news cast at 19:30, late evening news and daily info show “Srpska danas”
· Hayat – main news cast at 19:00
· Nova BH TV  – main news cast at 18:30
· BN TV – main news cast at 19:30
· ATV – main news cast at 19:00
· N1 – evening newscast
· AlJazeera Balkans – evening newscast
· OBN – evening newscast at 19:00

Web Portals:
· klix.ba
· ekapija.ba
· depo.ba
· akta.ba
· bljesak.info
· srpskainfo.com
· 6yka.com
· vijesti.ba
· source.ba
· cafe.ba
· radiosarajevo.ba
· hercegovina.info 
· interview.ba
· oslobodjenje.ba
· slobodna-bosna.ba
· nezavisne.com
· biscani.net

News agencies:
· SRNA
· FENA
· ONASA
· Patria (NAP)
· Anadolija

List of minimum key words/tags/issues for media monitoring:

1. “Razvojni program Ujedinjenih nacija”, “UNDP”
2. “Ciljevi održivog razvoja”, “SDG” 
3. “Steliana Nedera”
4. “Sukhrob Khoshmukhamedov”
5. “Zaštita okoliša” + “UNDP”
6. “Klimatske promjene“ + “UNDP“
7. “POPs” + “Okolinski prihvatljivo upravljanje postojanim organskim polutantima”
8. “Energetska učinkovitost” + “Energetska efikasnost” + “UNDP”
9. “MEG Projekat”, “MEG”
10. “Poplave” + “UNDP”
11. “Socijalna uključenost/isključenost” + “UNDP”
12. “Uništavanje municije”, “Uništavanje oružja” + “UNDP”
13. “CIAT” + “Countering Illicit Arms Trafficking”
14. “SEESAC”
15. “ilegalna trgovina oružjem” + “krijumčarenje oružja”
16. “Mjesne zajednice” + “Jačanje uloge MZ” + “UNDP”
17. “Lokalni razvoj” + “UNDP”
18. “EU STAR”, “EUSTAR”
19. “Deminiranje” + “UNDP”
20. “MAGMA” + “UNDP”
21. “EU4Business”, “Konkurentnost i inovacije: Lokalne razvojne strategije”
22. “EXPLODE” + “UNDP”
23. “Projekat “Žene na izborima u BiH”” 
24. “Prevencija katastrofa” + “UNDP”
25. “Lokalni razvoj” + “UNDP”
26. “Vrbas” + “UNDP”
27. “Dijaspora za razvoj” + “UNDP”
28. “Via Dinarica”
29. “Biomasa” + ”UNDP”
30. “Vodosnabdijevanje” ili “vodoopskrba” + “UNDP”
31. “MEG” + “UNDP”
32. “ReLOaD” + “Regionalni program lokalne demokratije na Zapadnom Balkanu”
33. “URBAN LED” 
34. “NAP” 
35. “IDRM” 
36. “IRLMM” 
37. “Nisko-karbonski urbani razvoj” + “UNDP”
38. “Zeleni klimatski fond” + “UNDP”
39. “GED” + “Green Economic Development” + “Zeleni ekonomski razvoj”
40. “Načelo zagađivač plaća“ + “UNDP”
41. “Inovativni finansijski mehanizmi“ + “UNDP”
42.  “Informacioni sistem za otpad“ + “UNDP” 
43. “Energetski menadžment” + “Upravljanje energijom” + “UNDP”
44. “Smanjenje rizika od katastrofa“ + “UNDP“
45. “EGG”,  “Boljom upravom do bržeg ekonomskog rasta”
46. “Smart City”, “Pametni grad”, “Pametni gradovi”
47. “Accelerator lab”
48. “Digitalna transformacija”


Additional ad hoc monitoring of thematic key words/issues, no more than 20 words/topics would be added within the contractual period. 

2) Providing the UNDP with relevant news stories and features that appeared the day before, every day, by 10.00 hours, via e-mail. Providing the UNDP with the Daily News Overview of relevant news stories and features appeared on the day, every day, by 16:00 hours, via e-mail. 
The articles should be scanned and provided in a PDF format; TV features must be exported into a Windows Media friendly format and uploaded to appropriate website – preview links need to be listed in daily report. 
3) Providing the UNDP with a short English language summary of news stories and features listed in daily clipping, by 10.00 hours, via e-mail.
4) Keeping the online clipping archive (without time limitations), that contains clipping summaries (and translations of articles) and video/audio materials. The online archive should allow filtering and sorting using key words, time periods, types and names of media outlets, for easier and faster clipping overview.
5) Providing the UNDP with monthly report that will contain full list of news stories and features, no later than on 3rd day of the month for the month before. Monthly media clipping overview has to be provided in a format indicated in Annex 5 of the RFQ.
6) Providing digital copy of scanned articles and TV recordings in electronic format (on CD or DVD), delivered to UNDP on monthly basis.
7) Providing UNDP with the fixed monthly fee for a given arrangement, upon request.

Note: 	All articles and TV recordings must be provided in high quality. 
Annex 2
FORM FOR SUBMITTING SUPPLIER’S  QUOTATION
(This Form must be submitted only using the Supplier’s Official Letterhead/Stationery)
We, the undersigned, hereby accept in full the UNDP General Terms and Conditions, and hereby offer to supply the items listed below in conformity with the specification and requirements of UNDP as per RFQ Reference No 004-20:

TABLE 1 : Cost Breakdown per Deliverable*
	
	Deliverables
[list them as referred to in the RFQ]
	Percentage of Total Price (Weight for payment)
	Price
(Lump Sum, All Inclusive)

	1
	Daily media clipping reports in English, with short summaries
	  
	

	2
	Monthly media clipping overview - report
	
	

	3
	Use of online clipping archive – continuously through 1 February 2021
	
	

	Total without VAT
	
	

	VAT
	
	

	Total including VAT
	
	


*This shall be the basis of the payment tranches

TABLE 2:  Cost Breakdown by Cost Component [This is only an Example]

	Description of Activity
	Remuneration per Unit of Time
	Total Period of Engagement
	No. of Personnel
	Total Rate 

	I. Personnel Services 
	
	
	
	

	     1. Services from Home Office
	
	
	
	

	a. Task 1 

	
	
	
	

	Expert 1
	
	
	
	

	Expert 2
	
	
	
	

	Expert 3
	
	
	
	

	Expert 4
	
	
	
	

	…
	
	
	
	

	II. Out of Pocket Expenses
	
	
	
	

	           1.  Travel Costs
	
	
	
	

	           2.  Daily Allowance
	
	
	
	

	           3.  Communications
	
	
	
	

	           4.  Reproduction
	
	
	
	

	           5.  Equipment Lease
	
	
	
	

	           6.  Others
	
	
	
	

	III. Other Related Costs
	
	
	
	

	Total without VAT
	

	VAT
	

	Total including VAT
	



All other information that we have not provided automatically implies our full compliance with the requirements, terms and conditions of the RFQ.

[Name and Signature of the Supplier’s Authorized Person]
[Designation]
[Date]


Annex 3
General Terms and Conditions
	


General Terms and Conditions (for Goods and/or Services) 

Link:  English version  





Annex 4
Eligibility criteria

Proposals that fail either of criteria below will not be taken into consideration:

· The company must have minimum 3 years of operation in providing media monitoring/clipping services.
· The company presents evidence of at least 3 years track record of successful delivery of media monitoring/clipping services, evidenced with at least 3 relevant contracts/assignments.


Documents to be submitted to establish eligibility include: 

1. Copy of company/organization evidence on its legal registration;
2. Copies of financial report for the last year certified by the relevant tax authorities;
3. Reference list and contacts describing company’s relevant work experience;
4. Copies of at least three contracts/assignments related to design and delivery of media monitoring/clipping services;
5. CV(s) of key expert(s) who will be in charge of managing the delivery of requested services and representing the company in communication with the UNDP Bosnia and Herzegovina.
6. Screen caps or images of the proposed online clipping archive and user interface.




Annex 5
Format of the monthly media clipping overview

Selected company is expected to submit Excel-based monthly media clipping overview (Deliverable 5 of the TOR, Annex 1). The monthly overview of media clipping has to be prepared using following format:

	Title
	Name of media outlet
	Date published
	Type of media
	Duration, sec 
	Discourse
	Reach

	(translated into English)
	
	
	/TV, print,  webpage, news agency/
	(for TV)
	/positive, neutral or negative/
	

	
	
	
	
	
	
	

	Example:
School reconstructed in Bijeljina
	BHTV
	January 12, 2020
	TV
	125
	positive
	


	
	
	
	
	
	
	





Following categories have to be included:
 
1. Title (translated into English)
2. Name of media outlet
3. Date published
4. Type of media (TV, print, webpage, news agency)
5. Duration, sec (for TV)
6. Discourse (positive, neutral or negative)
7. Reach (circulation for print media, number of viewers/listeners in thousands (with primary media markets listed))
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