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UNITED NATIONS DEVELOPMENT PROGRAMME
TERMS OF REFERENCE – TORs 



	
I. Position Information


	Job Code Title:	Contract/Videographer Company
Duration:                     60 working days weeks
Supervisor:		Communications Specialist			



	II. Organizational Context 

	1. Background

Over the last decade, the four countries around Lake Chad Basin; Cameroon, Chad, Niger, and Nigeria, have experienced unprecedented levels of crises, exacerbated by repeated incidences of violence from the Boko Haram terrorist group. In response to the crisis, the Lake Chad Basin Commission (LCBC) in partnership with African Union (AU) 
Commission with support from UNDP developed the Regional Strategy for the Stabilization, Recovery & Resilience of the Boko Haram-affected Areas of the Lake Chad Basin (RSS). The RSS provides a comprehensive, integrated and multilevel framework for overall stabilization through nine inter-related pillars, which include military support to the MNJTF, provision of humanitarian assistance and key interventions to secure early recovery and long-term resilience.
[bookmark: _GoBack]In support of the RSS implementation, UNDP has developed the Regional Stabilization Facility (RSF) for the Lake Chad Basin region. The RSF is set up with four national windows, one window for each of the countries affected by the crisis:  Cameroon, Chad, Niger, and Nigeria. The four national windows cover stabilization activities under the immediate stabilization component. 
To support immediate stabilization initiatives in the four Member States, UNDP has developed the Joint Action Plan (JAP) for the implementation of the RSF at the National Windows level. Each UNDP Country Office in the four Member States develops Action Plans, in collaboration with Governors and relevant Ministries. Each JAP will target specific community within the affected territories in each of the country. The JAPs are the mechanism for the implementation of Immediate stabilization at the national window level and intended for a duration of 18 months to two years.
The UNDP RSF Team is seeking 1 professional videographer/Photographer company to document progresses made in the implementation of the RSF across the four countries (Cameroon, Chad, Niger and Nigeria) and in the 13 approved Joint Action Plan locations for a duration of 8 to 10 weeks... The selected materials will be used for UNDP advocacy and communication purposes. 
The contractor shall provide UNDP with mini documentaries and pictures highlighting progress, impact and contributions of the UNDP RSF across the four affected countries of the Lake Chad Basin. The documentary must capture and disaggregate impact across ages, sectors, locations, JAPs. and stakeholders. 




	
II.  Scope of the work 

	
Under the overall supervision of Head of Stabilisation and secondary supervision of the Heads of Stabilisation across the 4 country windows. The contractor will report to the Regional Communication Specialist to deliver the documentary.
The Contractor will be expected to deliver any of the following as required during the whole duration of the contract:
· Production of video (script writing, videography, editing, audio balancing, sub-titling, format exporting, archiving raw and edited work etc.) according to UNDP standards. All videos produced must be of the highest quality to adequately represent the organization. The optimal standards are: 1080 25p/1080 29.97p or 30p. All material should be shot in 16:9, HD 1080 4K or any recent video format use by the professional;
· The contractor shall use their own HD quality video camera and professional editing software;
· Edit the footage in line with the script agreed and approved by UNDP focal person and produce a professional quality package / report / PSA of broadcast quality;
· Record and edit narration/ voice over where needed in according with guidance from relevant UNDP focal person;
· Embed sub-titles in the video as per need;
· Audio balance the final product and convert it in formats for use on TV, radio, web, social media;
· Clearly identify location, name and age of interviewees, quotes and any relevant details;
· Include appropriate UNDP and its partners branding and crediting of UNDP ownership for the produced videos.
· Archive the edited output in an external hard disk along with professional log.
· Photograph/Video produced on the Assignment will successfully capture and emotionally express the core elements of the situation assigned for coverage. 
· The coverage will include different visual perspectives (close-up, medium range, long distance), with a preference for horizontal framing, as noted.
· Photos will be technically good (properly exposed, framed, focused, and edits well optimized). Complete caption information and other metadata will be embedded in the files, as described. 


	III. EXPECTED OUTPUTS AND DELIVERABLES  

	
· Duration1. Production of 6videos with various type of durations ranging from 120 sec to 20min. The production will involve, but will not be limited to:
· Creation of the general concept of the videos;
· Development of the detailed scenarios of the videos;
· Coordination and approval of the scenarios with UNDP;
· Video production (types of content: mini documentary, short journalistic reports, short human-interest video stories, etc.) 
· French/English voice titration or subtitles -on an as needed basis;
· Post-production (assembly, sound, processing, etc.);
· Delivery of the final video in different formats (for TV, web and social media). 60 days from the placement of the order date September 2020 –November 2020:

· Video 20 min 
· Video120-180 sec
· Video 5 min
· 100 pictures HD

	No.
	Deliverables / Outputs
	Estimated Duration to Complete
	Review and Approvals Required 

	
	Consultation and review
	 5 working days 
	

	
	Scripting and storyboard development
	7 Working days
	

	
	Production
	
	

	1
	· One Full Documentary Product (Video 20 minutes) suitable for digital library knowledge Material, archive, TV broadcast.
· Four Mini-Documentaries (5 Minutes each) suitable for web, social media, large screen conference presentations and digital library knowledge Material.
· One video summarizing the full documentary Video 120-180 sec suitable for web, social media, large screen teaser, conference, presentations and digital library knowledge Material.
· 100 pictures HD (properly exposed, framed, focused, and edits well optimized). Complete caption information and other metadata will be embedded in the files. 

	











30 Working days
	Communications Specialist 
Head of Stabilization

	2
	Post production and revisions
	_18 Working days
	Communications Specialist 
Head of Stabilization

	
	
	
	




	IV. Reporting requirements


	The contractor will report to the Communication Specialist, who will regularly communicate with the contractors and provide feedback and guidance on their performance and all other necessary support so to achieve objectives of the assignment, as well as remain aware of any upcoming issues related to contractors ‘performance and quality of work. 
The Communications Specialist will liaise the Team with the national windows (Head of stabilization and Communication Specialist). They will help the consultant to identify the needs on the field.  
All activities and deliverables undertaken by the contractor shall be discussed and planned in consultation with the Regional stabilization window. The contractors are expected to deliver each component of the workplan electronically. 

Performance indicators for evaluation of results
The evaluation of the contractors ‘performance will be based on:
· Completion of tasks specified in ToR;
· Compliance with the established deadlines for submission of deliverables;
· Quality of work;
· Demonstration of high standards of work with UNDP and with counterparts.
· The consultant should include in his offer logistical aspect (transport, accommodation...)

	

	V. ADMINISTRATIVE SUPPORT 

	Due to the sensibility of the project and the Covid-19 pandemic, UNDP in Cameroon, Chad, Niger and Nigeria in collaboration with the local authorities will provide administrative support to the crew to facilitate security, authorizations and access into the different territories.



	
The duration of the work will not exceed 60 working days starting from the date of the notification to the consultant. We are expecting the work to start in September and will end in November taking into account the time for review and inputs.  
The different products should be ready for the next Governor’s Forum and any form of delay can be prejudicial for the delivery of the project (cancellation of budget allocated to the project).


	VII. QUALIFICATIONS OF THE SUCCESSFUL INDIVIDUAL CONTRACTOR (IC) 

a. Years of experience:
· 5 years of working experience in videography/video editing, experience of editing using Final Cut Pro;
· Demonstrated experience of conception, production and editing of mini video documentaries and PSAs;
· Experience covering social, security, humanitarian and development subjects will be an asset,
· Experience with UNDP and /or other UN agencies and INGOs will be an asset;
· Knowledge on ethical standards in reporting on issues related to IDP’s will be an asset.
· 
b. Competencies:
· Filming broadcast quality video and audio: HD 1920x1080 or better
· Final Cut Pro editing skills (or other professional editing software)
· Knowledge of different video formats and video file conversions,
· Knowledge of converting of video files from multiple formats,
· Online video publishing and file transfer skills,
· Working knowledge of production for Facebook, YouTube and other social media sites,
· Knowledge of lighting for video.

c. Language and other skills:
· Ability to work in a multicultural environment, Fluency in French and English are required; 
· Excellent knowledge of the Lake Chad Basin countries local languages Kanembou, Boudouma, Kanouri, Fula/Fulfulde, Haussa, Toubou, Arabic, …, including the ability to set out a coherent argument in presentations and group interactions will be an asset;
· Capacity to communicate fluently with different stakeholders (civil society, government authorities, local communities, project staff); 
d. Compliance of the UN Core Values:
· Demonstrates integrity by modelling the UN’s values and ethical standards
· Promotes the vision, mission, and strategic goals of UNDP;
· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability 
· Treats all people fairly without favouritism;
· Fulfils all obligations to gender sensitivity and zero tolerance for sexual harassment. 
Important Note:
The Consultant is required to have the following professional and technical qualifications. Only the applicants who hold these qualifications will be shortlisted and contacted.
VIII. CRITERIA FOR SELECTING THE BEST OFFER 
Upon the advertisement of the Procurement Notice, qualified Individual Consultant is expected to submit both the Technical and Financial Proposals. Accordingly; Individual Consultants will be evaluated based on Cumulative Analysis as per the following scenario:
· Responsive/compliant/acceptable, and
· Having received the highest score out of a pre-determined set of weighted technical and financial criteria specific to the solicitation. In this regard, the respective weight of the proposals is:
· Technical Criteria weight is 70%
· Financial Criteria weight is 30%
	Criteria
	Weight
	Max. Point

	Technical Competence (based on CV, Proposal and interview (if required))
	70%
	100

	· Understanding the Scope of Work (SoW); comprehensiveness of the methodology/approach; and organization & completeness of the proposal
	
	40*

	· Minimum years of experience in similar consultancy projects and/or IC contracts
· Ability to discharge the consultancy service within the timeframe as per the ToR 
	
	10*


10*

	· Competencies in terms of language proficiency
	
	10*

	
	
	_

	Financial (Lower Offer/Offer*100)
	30%
	30

	Total Score 
	Technical Score  * 70% + Financial Score * 30%


* It is mandatory criteria and shall have a minimum of 50%

IX. PAYMENT MILESTONES AND AUTHORITY 
The prospective consultant will indicate the cost of services for each deliverable in US dollars all-inclusive[footnoteRef:1] lump sum contract amount when applying for this consultancy. The consultant will be paid based on the effective UN exchange rate (where applicable), and only after approving authority confirms the successful completion of each deliverable as stipulated hereunder.  [1:  The term “All inclusive” implies that all costs (professional fees, travel costs, living allowances, communications, consummables, etc.) that could possibly be incurred by the Contractor are already factored into the final amounts submitted in the proposal] 

The financial proposal shall specify an all-inclusive fee per video product, which should include filming charges, transportation expenses, post production, as well as crediting, subtitling and voiceover. The Financial Proposal should be in US Dollars as per the description below:
· Video 20 min 
· Video 120-180 sec
· 4 Video 5 min
· 100 Pictures (25 per county)

The qualified consultant shall receive his/her lump sum service fees upon certification of the completed tasks satisfactorily, as per the following payment schedule:

	Installment of Payment/ Period
	Deliverables or Documents to be Delivered 
	Approval should be obtained 
	Percentage of Payment

	1st Installment 
	Validation of the scripting and storyboard development
	Head of Stabilization
	20%

	2nd Installment 
	After the production and confirmation of the work done on the field 
	Head of stabilization “
	40%

	3rd Installment 
	After the Post production and revisions
	Head of Stabilization “
	40%

	
	
	
	



X. RECOMMENDED PRESENTATION OF TECHNICAL PROPOSAL  

For purposes of generating proposals whose contents are uniformly presented and to facilitate their comparative review, you are hereby given a template of the Table of Content. Accordingly; your Technical Proposal document must have at least the preferred content as outlined in the IC Standard Bid Document (SBD).

XI. CONFIDENTIALITY AND PROPRIETARY INTERESTS 
· The Individual Consultant shall not either during the term or after termination of the assignment, disclose any proprietary or confidential information related to the consultancy service without prior written consent. Proprietary interests on all materials and documents prepared by the consultants under the assignment shall become and remain properties of UNDP.

XII. ANNEXES TO THE TOR 
· Existing literature or documents that will help Offerors gain a better understanding of the project situation and the work required should be provided as annex/es to the TOR, especially if such literature or documents are not confidential.


This TOR is approved by: Chika Charles Aniekwe, Head of Stabilization and Senior Adviser


Signature:			________________________				

Name and Designation:	________________________					

Date of Signing:		________________________						
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