
Rev Oct 2000 

 
Request for Proposal (RFP) 

                                                                                                                    
Date: 01/04/2021 

Dear Sir/Madam, 
 

Subject: RFP Local Firm to Provide Event Management Services to UNDP Maldives 
 

You are requested to submit a proposal for the above, as per enclosed Terms of Reference 
(TOR). 
1. To enable you to submit a proposal, attached are: 

i. Instructions to Offerors ………………   (Annex I) 
ii. Terms of Reference (TOR) …………... (Annex II) 

iii. Proposal Submission Form ………...   (Annex III) 
iv. Price Schedule …………………………….  (Annex IV) 
v. General Conditions of Contract……. (Annex VI) 

 
2. Your offer comprising of technical proposal and financial proposal, in separate emails, 

should reach the following email address no later than Thursday, 15 April 2021 @ or 
before 15:00hrs local time. For more detail on submission of proposal please refer to 
point 15 of the bid document. 

Admin & Operations Assistant  
Email: proc.mv@undp.org 
 

3. If you request additional information, we would endeavor to provide information 
expeditiously, but any delay in providing such information will not be considered a reason 
for extending the submission date of your proposal. 

 
4. You are requested to acknowledge receipt of this letter and to indicate whether or not 

you intend to submit a proposal. 
      
   Yours sincerely, 

     

Mariyam Nazra 
Assistant Resident Representative - Operations 

 
 

mailto:proc.mv@undp.org
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Annex I 
Instructions to Offerors 

 

A. Introduction 
 
1. General 
 

Purpose of this RFP is to engage the services of an experienced professional event 
management firm, who will be employed on a Long-Term Agreement basis for 1 year 
initially, to provide event management services to UNDP Maldives. 
 
The Offeror shall bear all costs associated with the preparation and submission of the 
Proposal, the UNDP will in no case be responsible or liable for those costs, regardless of 
the conduct or outcome of the solicitation. 

 
B. Solicitation Documents 
 
2. Contents of solicitation documents 
 

Proposals must offer services for the total requirement. Proposals offering only part of 
the requirement will be rejected. The Offeror is expected to examine all corresponding 
instructions, forms, terms and specifications contained in the Solicitation Documents. 
Failure to comply with these documents will be at the Offeror’s risk and may affect the 
evaluation of the Proposal. 

 
3. Clarification of solicitation documents 
 

A prospective Offeror requiring any clarification of the Solicitation Documents may notify 
the procuring UNDP entity in writing at the organization’s mailing address or fax number 
indicated in the RFP. The procuring UNDP entity will respond in writing to any request 
for clarification of the Solicitation Documents that it receives earlier than two weeks prior 
to the deadline for the submission of Proposals. Written copies of the organization’s 
response (including an explanation of the query but without identifying the source of 
inquiry) will be sent to all prospective Offerors that has received the Solicitation 
Documents.  

 
4. Amendments of solicitation documents 
 

At any time prior to the deadline for submission of Proposals, the procuring UNDP entity 
may, for any reason, whether at its own initiative or in response to a clarification 
requested by a prospective Offeror, modify the Solicitation Documents by amendment. 
 
All prospective Offerors that have received the Solicitation Documents will be notified in 
writing of all amendments to the Solicitation Documents. 
 
In order to afford prospective Offerors reasonable time in which to take the amendments 
into account in preparing their offers, the procuring UNDP entity may, at its discretion, 
extend the deadline for the submission of Proposals. 
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C. Preparation of Proposals 
 
5. Language of the proposal 
 

The Proposals prepared by the Offeror and all correspondence and documents relating 
to the Proposal exchanged by the Offeror and the procuring UNDP entity shall be written 
in the English/French/Spanish language. Any printed literature furnished by the Offeror 
may be written in another language so long as accompanied by an 
English/French/Spanish translation of its pertinent passages in which case, for purposes 
of interpretation of the Proposal, the English /French /Spanish translation shall govern. 

 
6. Documents comprising the proposal 
 

The Proposal shall comprise the following components: 
 

(a) Proposal submission form; 
 
(b) Operational and technical part of the Proposal, including documentation to 

demonstrate that the Offeror meets all requirements; 
 
(c) Price schedule, completed in accordance with clauses 8 and 9; 
 
(d) Proposal security. 

 
7. Export License 
 

All bidders/vendors must aware that the goods and services are for the benefit of the 
Government under UNDP’s development assistance framework and goods purchased 
will normally be transferred to the national partners, or to an entity nominated by it, in 
accordance with UNDP’s policies and procedures.  

 
The bidder/vendor shall include in their proposal: 

 

• A statement whether any import or export licenses are required in respect of the 
goods to be purchased or service to be rendered including any restrictions on the 
country of origin, use/dual use nature of goods or services, including and disposition 
to end users; 

 

• Confirmation that he has obtained licenses of this nature in the past and have an 
expectation of obtaining all the necessary licenses should their bid be successful. 

 
8. Proposal form 
 

The Offeror shall structure the operational and technical part of its Proposal as follows: 
 
(a) Management plan 
 

This section should provide corporate orientation to include the year and state/country 
of incorporation and a brief description of the Offeror’s present activities. It should focus 
on services related to the Proposal. 
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This section should also describe the organizational unit(s) that will become responsible 
for the contract, and the general management approach towards a project of this kind. 
The Offeror should comment on its experience in similar projects and identify the 
person(s) representing the Offeror in any future dealing with the procuring UNDP entity. 

 
(b) Resource plan 

 
This should fully explain the Offeror’s resources in terms of personnel and facilities 
necessary for the performance of this requirement. It should describe the Offeror’s 
current capabilities/facilities and any plans for their expansion. 

 
(c) Proposed methodology 
 

This section should demonstrate the Offeror’s responsiveness to the specification by 
identifying the specific components proposed, addressing the requirements, as specified, 
point by point; providing a detailed description of the essential performance 
characteristics proposed warranty; and demonstrating how the proposed methodology 
meets or exceeds the specifications. 
 
The operational and technical part of the Proposal should not contain any pricing 
information whatsoever on the services offered. Pricing information shall be separated 
and only contained in the appropriate Price Schedules. 
 
It is mandatory that the Offeror’s Proposal numbering system corresponds with the 
numbering system used in the body of this RFP. All references to descriptive material and 
brochures should be included in the appropriate response paragraph, though 
material/documents themselves may be provided as annexes to the Proposal/response. 
 
Information which the Offeror considers proprietary, if any, should be dearly marked 
“proprietary” next to the relevant part of the text and it will then be treated as such 
accordingly. 

 
9. Proposal prices 
 

The Offeror shall indicate on an appropriate Price Schedule, an example of which is 
contained in these Solicitation Documents, the prices of services it proposes to supply 
under the contract. 

 
10. Proposal currencies 
 

All prices shall be quoted in Maldivian Rufiyaa including GST. 
 
11. Period of validity of proposals 
 

Proposals shall remain valid for sixty (60) days after the date of Proposal submission 
prescribed by the procuring UNDP entity, pursuant to the deadline clause. A Proposal 
valid for a shorter period may be rejected by the procuring UNDP entity on the grounds 
that it is non-responsive. 
 
In exceptional circumstances, the procuring UNDP entity may solicit the Offeror’s 
consent to an extension of the period of validity. The request and the responses thereto 
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shall be made in writing. An Offeror granting the request will not be required nor 
permitted to modify its Proposal. 

 
12. Format and signing of proposals 
 

A Proposal shall contain no interlineations, erasures, or overwriting except, as necessary 
to correct errors made by the Offeror, in which case such corrections shall be initialed by 
the person or persons signing the Proposal. 

 
13. Payment 
 

UNDP shall effect payments to the Contractor after acceptance by UNDP of the invoices 
submitted by the contractor, upon achievement of the corresponding milestones. 

 
D. Submission of Proposals 
 
14. Mode of proposal submission and marking of proposals 
 

The Offeror shall send technical proposal and financial proposal in separate emails to 
the email address below. Financial proposal must be locked, and password must be 
provided upon request from UNDP. We will request for password of bidders who ONLY 
pass the technical evaluation.  
 

(a) The proposals shall be addressed to: 

• addressed to – 
Admin & Operations Assistant 
United Nations development Programme 
Tel: +960 7789994 
Email: proc.mv@undp.org 
 
and, 

 

• Email titled –  
 

“RFP Local Firm to Provide Event Management Services to UNDP Maldives”.  
 
15. Deadline for submission of proposals 

 
Two separate emails shall be sent when sending the technical and financial proposal. 

 
Technical Proposal  
 
Technical proposal including proposal submission form, company profile, CVs of 
candidates and timeline must be sent to the email address specified above no later than 
Thursday, 15 April 2021 @ or before 15:00hrs local time.  
 
Financial proposal (Should be password protected) 

▪ Financial proposal (inclusive of all costs) 

▪ We will notify the bidders who pass the technical score to provide the 

password of the financial proposal on the day of financial evaluation. 



 6 

 
The procuring UNDP entity may, at its own discretion extend this deadline for the 
submission of Proposals by amending the solicitation documents in accordance with 
clause Amendments of Solicitation Documents, in which case all rights and obligations of 
the procuring UNDP entity and Offerors previously subject to the deadline will thereafter 
be subject to the deadline as extended. 

 
16. Late Proposals 
 

Any Proposal received by the procuring UNDP entity after the deadline for submission of 
proposals, pursuant to clause Deadline for the submission of proposals, will be rejected. 

 
17. Modification and withdrawal of Proposals 
 

The Offeror may withdraw its Proposal after the Proposal’s submission, provided that 
written notice of the withdrawal is received by the procuring UNDP entity prior to the 
deadline prescribed for submission of Proposals. 
 
The Offeror’s withdrawal notice shall be prepared, sealed, marked, and dispatched in 
accordance with the provisions of clause Deadline for Submission of Proposals. The 
withdrawal notice may also be sent by telex or fax but followed by a signed confirmation 
copy. 
 
No Proposal may be modified subsequent to the deadline for submission of proposals. 
 
No Proposal may be withdrawn in the Interval between the deadline for submission of 
proposals and the expiration of the period of proposal validity specified by the Offeror 
on the Proposal Submission Form. 

 
E. Opening and Evaluation of Proposals 
 
18. Opening of proposals 
 

The procuring entity will open the Proposals in the presence of a Committee formed by 
the Head of the procuring UNDP entity. 

 
19. Clarification of proposals 
 

To assist in the examination, evaluation and comparison of Proposals, the Purchaser may 
at its discretion, ask the Offeror for clarification of its Proposal. The request for 
clarification and the response shall be in writing and no change in price or substance of 
the Proposal shall be sought, offered or permitted. 
 

20. Preliminary examination 
 

The Purchaser will examine the Proposals to determine whether they are complete, 
whether any computational errors have been made, whether the documents have been 
properly signed, and whether the Proposals are generally in order. 
 
Arithmetical errors will be rectified on the following basis: If there is a discrepancy 
between the unit price and the total price that is obtained by multiplying the unit price 
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and quantity, the unit price shall prevail and the total price shall be corrected. If the 
Offeror does not accept the correction of errors, its Proposal will be rejected. If there is 
a discrepancy between words and figures the amount in words will prevail. 
 
Prior to the detailed evaluation, the Purchaser will determine the substantial 
responsiveness of each Proposal to the Request for Proposals (RFP). For purposes of 
these Clauses, a substantially responsive Proposal is one which conforms to all the terms 
and conditions of the RFP without material deviations. The Purchaser’s determination of 
a Proposal’s responsiveness is based on the contents of the Proposal itself without 
recourse to extrinsic evidence. 
 
A Proposal determined as not substantially responsive will be rejected by the Purchaser 
and may not subsequently be made responsive by the Offeror by correction of the non-
conformity. 

 
21. Evaluation and comparison of proposals 
 

A two-stage procedure is utilized in evaluating the proposals, with evaluation of the 
technical proposal being completed prior to any price proposal being opened and 
compared.  The price proposal of the Proposals will be opened only for submissions that 
passed the minimum technical score of 70% of the obtainable score of 70 points in the 
evaluation of the technical proposals. 
 
The technical proposal is evaluated on the basis of its responsiveness to the Term of 
Reference (TOR). 
 
In the Second Stage, the price proposal of all contractors, who have attained minimum 
70% score in the technical evaluation, will be compared.  The contractor will be awarded 
to the Contractor who gets the highest combined score.  
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Evaluation Criteria 
 
Evaluation forms for technical proposals follow on the next two pages. The obtainable 
number of points specified for each evaluation criterion indicates the relative significance or 
weight of the item in the overall evaluation process. Please find below the technical criteria 
and the weights.  
 

 
 

F. Award of Contract 
 
22. Award criteria, award of contract 
 

The procuring UNDP entity reserves the right to accept or reject any Proposal, and to 
annul the solicitation process and reject all Proposals at any time prior to award of 
contract, without thereby incurring any liability to the affected Offeror or any obligation 
to inform the affected Offeror or Offerors of the grounds for the Purchaser’s action  
 

Summary of Technical Proposal 

Evaluation Forms 

Score 

Weight 

Points 

Obtainable 

Company / Other Entity 

A B C 

 1. 

Minimum 3 years of experience 

in marketing and event 

management, and proven track 

record of previous campaigns 

25% 25     

 

  

2. 

At least 1 years of experience in 

organizing national events 
25% 25     

 

  

3. 

Experience in photography and 

videography production 
10% 10     

 

4 

Proven experience in delivering 

online event concepts 

including planning, execution 

and reporting 

10% 10   

 

   Total (70 marks) 70      



 9 

Prior to expiration of the period of proposal validity, the procuring UNDP entity will 
award the contract to the qualified Offeror whose Proposal after being evaluated is 
considered to be the most responsive to the needs of the organization and activity 
concerned. 

 
23. Purchaser’s right to vary requirements at time of award 
 

The Purchaser reserves the right at the time of award of contract to vary the quantity of 
services and goods specified in the RFP without any change in price or other terms and 
conditions. 

 
24. Signing of the contract 
 

Within 30 days of receipt of the contract the successful Offeror shall sign and date the 
contract and return it to the Purchaser. 

 
25. Performance security 
 

Within 30 days of the receipt of the Contract from the Purchaser, the successful Offeror 
shall provide the performance security on the Performance Security Form provided in 
the Solicitation Documents and in accordance with the Special Conditions of Contract. 
 
Failure of the successful Offeror to comply with the requirement of Clause 24 or Clause 
25 shall constitute sufficient grounds for the annulment of the award and forfeiture of 
the Proposal security if any, in which event the Purchaser may make the award to the 
next lowest evaluated Offeror or call for new Proposals. 
 

26. Vendor protest 
 
Our vendor protest procedure is intended to afford an opportunity to appeal to persons 
or firms not awarded a purchase order or contract in a competitive procurement process. 
It is not available to non-responsive or non-timely proposers/bidders or when all 
proposals/bids are rejected. 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/procurement/protest.shtml. 

 
 
 
 
 
 
 
 
 
 
 

http://www.undp.org/procurement/protest.shtml
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Annex 1 
 
 
 
 

 

 
 

 

Terms of Reference for a Local Firm to Provide Event Management Services to UNDP 
Maldives 

 

 

A. Project Title  

Long-term Agreement 

 

B. Project Description/Context  

 

UNDP is the UN’s global development network, an organization advocating for change and 

connecting countries to knowledge, experience, and resources to help people build a better 

life. UNDP is on the ground in about 170 countries and territories, working with national 

counterparts on solutions to global and national development challenges. In the programme 

countries, UNDP supports stabilization, state-building, governance and development 

priorities in in partnership with the host governments, the United Nations system, the 

development partners and other partners to help the country to achieve sustainable 

development by eradicating poverty in all its forms and dimensions, accelerating structural 

transformations for sustainable development and building resilience to crises and shock.  

 

UNDP has been a trusted development partner of the Maldives for more than 40 years, 

helping to achieve the eradication of poverty, reduction of inequalities and exclusion in areas 

such governance, environment protection, climate change mitigation and adaptation. In 

each of its thematic areas of work, UNDP at the request of its national partners provides 

relevant policy advisory support, technical assistance, advocacy, and knowledge to help 

Maldives achieve its global commitment on Sustainable Development Goals (SDG). With 

Maldives’s transition to Middle Income Country Status, Official Development Assistance 

from traditional donor sources has been on the continuous decline. UNDP is therefore 

working with its national partners to identify and tap into alternative and innovative 

financing mechanisms for development. This process involves broadening outreach and 

forging wide-ranging partnerships with stakeholders - including other UN agencies, the 

government, the private sector, philanthropic Foundations, multi-lateral and bi-lateral 

donors and International Finance Institutions to advance the country’s development 

strategies and objectives. 
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UNDP is looking to engage the services of an experienced professional event management 

firm, who will be employed on a Long-Term Agreement basis for 1 year initially, to provide 

event management services to UNDP Maldives. 

 

Notes 

 

Consultant(s) commissioned by the UNDP is expected to observe UN security 

recommendations. UNDP cannot provide insurance for any damage to the consultant(s) 

equipment or personal injury experienced during an assignment. 

 

No consultant(s) should incur expenses without express authorization from UNDP. UNDP will 

not be responsible for penalties and charges incurred without authorization. 

 

Consultant(s) should observe the highest ethical standards while obtaining images and 

footage, and immediately disclose any relevant information to the service requester. For 

example, people may be ‘posed’ to obtain a good shot but the pose should be relevant to 

their involvement in the subject matter. High discretion is advised when photographing/ 

videographing people living with HIV, survivors of abuse, children etc.:  

 

Refer to the UNDP Communication Unit for advice and guidelines. 

 

 

C. Scope of Work 

Under the guidance of UNDP, the consulting firm will be responsible for the following: 

Physical Events/Meetings 

1. Venue Set-up and logistics  

• Conduct ideation session(s) with the UNDP to develop concept/ design theme/ audio-

visual agenda/ flow map (which also provide an overview of the failsafe systems in 

place) that complements the event agenda developed by UNDP Maldives; 

• Design the layout of the venue chosen by UNDP as per requirements. All publications 

should be designed as per UNDP branding guidelines. 

• Print and installation of stage backdrop/banner and any other materials as required; 

• Lead all event logistics including setting up of the venue and seating arrangements;  

• Arrange and setup conference equipment, fully functional audio-visual materials, and 

sound as required. Ensure that an IT personnel or related technician is on stand-by 

for all IT related issues;  

• Setup podium as required;  

• Arrangement of catering services; 

• Dry-run for the event to ensure everything runs smoothly 
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2. Participant logistics and registration  

• Invitation, follow-up and confirmation of participants. UNDP will provide the guest 

list for the event;  

• Plan and support travel and logistics arrangement for participants;  

• Registration of participants at event 

3. Communication and visibility  

• Arrange photography and videography services for the event;  

• Ensure that all facilities are functioning and available while presentations and 

simultaneous activities are being conducted  

• Provide sing-language interpretation  

• Design and print communication and visibility materials including banner/backdrop, 

as guided by UNDP Maldives 

• Distribution of conference material  

Virtual Events/Meetings 

• Conduct ideation session(s) with the UNDP to develop concept/ design theme/ audio-

visual agenda/ flow map (which also provides and overview of the failsafe systems in 

place) that complements the event agenda developed by UNDP Maldives  

• In consultation with UNDP Maldives, design the creative graphics that will enhance 

the look of the event, including audio-visual material (inter alia animations, 

transitions, background music) that will be used during the event. 

• Record, edit, and finalize creative performances for virtual event hosting, including 

setup, sound, backdrops etc. The consultancy firm should provide recording cameras 

and equipment. UNDP Maldives will provide performers and guidance on recording 

space/ venue, etc. 

• Record, edit, and finalize pre-recorded portions for virtual event hosting. The 

consultancy firm should provide sign-language equipment and language-translation 

subtitles. UNDP Maldives will provide performers and guidance on concept. 

• Provide event hosting platform and venue.  

• Ensure that all arrangements are made, including setting up for virtual event hosting, 

full range of audio-visual live streaming and virtual meeting solutions as required, 

high speed internet, and an IT personnel in charge of general troubleshooting, 

including broadcasting videos, screen share, etc., arising in real-time. 

• Oversee and execute the launching event;  

 

D. Expected Outputs and Deliverables  

 

Under the overall guidance of the UNDP team, event management firm will be responsible 

for the following deliverables; 
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Physical Events/Meetings 

 Deliverable  Specification  

  

Venue setup and logistics  • Develop concept/ design theme/ audio-visual 

agenda/ flow map (which also provide an 

overview of the failsafe systems in place) that 

complements the event agenda developed by 

UNDP Maldives; 

 

• Design the layout of the venue 

 

• Print and installation of stage backdrop/ 

banner and any other materials as required; 

 

• Lead all event logistics including setting up of 

the venue and seating arrangements; 

  

• Arrange and setup conference equipment, 

fully functional audio-visual materials, and 

sign-language interpretation service as 

required. Ensure that an IT personnel or 

related technician is on stand-by for all IT 

related issues;  

 

• Setup podium as required;  

 

• Arrangement of catering services; 

 

• Dry-run for the event to ensure everything 
runs smoothly 

 

Participant logistics and registration   • Prepare invitation, conduct follow-up and 

confirmation of participants. UNDP will 

provide the guest list for the event;   

 

• Plan and support travel and logistics 

arrangement for participants;  

 

• Registration of participants at event; 

 

Communication and visibility   • Arrange photography and videography 

services for the event;  
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• Ensure that all facilities are functioning and 

available while presentations and 

simultaneous activities are being conducted; 

  

• Provide sing-language interpretation, as 

required; 

  

• Design and print communication and visibility 

materials including banner/backdrop, as 

guided by UNDP Maldives; 

 

• Distribution of conference material 

 

  

 

Virtual Events/Meetings  

 Deliverable  Specification  

  

Develop concept • Develop concept/ design theme/ audio-visual 

agenda/ flow map (which also provide an 

overview of the failsafe systems in place) that 

complements the event agenda developed by 

UNDP Maldives; 

 

• Provide graphic templates for social media 

promotional messages, to complement event 

branding;  
Record creative performance videos    • Record, edit and finalize creative performance 

videos for virtual events/meetings. 

 

Record pre-records of videos • Record, edit and finalize pre-record videos, 

with supporting graphics, and sign-language 

interpretation and subtitles. 

 

Arrangement for virtual meeting hosting  
• Ensure that all arrangements are made for 

virtual event/meeting hosting, including 

setting up for virtual event/meeting hosting, 

an IT personnel in charge of overall 

troubleshooting and managing the event, 

including broadcasting videos, screen share, 

etc., 
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• Provide backdrop panel for host, all speakers 

and panel; 

 

• Provide streaming link 

Provide post-show recording to UNDP • Post-show recording made available for UNDP, 

including separate files for video, 

presentations, panel discussions etc., 

 

 

 

The following table shows an indication of the duration for the deliverables:  

 

Physical Events/Meetings  

  

Deliverables/ Outputs  

  

Estimated Maximum Duration to 

Complete (in working days)  

Venue setup and logistics   

Participant logistics and registration     

Communication and visibility     

  

Virtual Events/Meetings 

  

Deliverables/ Outputs  

  

Estimated Maximum Duration to 

Complete  (in working days)  

Develop concept  

Record creative performance videos     

Record pre-records of videos  

Arrangement for virtual meeting hosting   

Provide post-show recording to UNDP  

 

 

E. Institutional Arrangement 

The consulting firm will work under the guidance of UNDP and will be accountable to the 

assigned focal point for each deliverable as stipulated in the proposal. Meetings with UNDP 

senior management will be held as and when needed. A briefing and debriefing meeting will 

be organized with UNDP management at the beginning and end of assignment. 

 

F. Duration of the Work 

• Dates may be tentative. The consulting firm is expected to work on a need basis 

within the contract period. The consulting firm is expected to propose the activities 

plan with exact date for this assignment once selected. The consulting firm may also 
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expect to be asked for a schedule flexibility at a very short notice (at least 2 days in 

advance), for example, certain event cover the themes mentioned above. 

• The length of time required in each location is subject to confirmation by UNDP. The 

number of days of professional work required is thus indicative. 

• The consulting firm should indicate their professional daily rate, which will be used 

to adjust the value of the contract in case there is a change in the number of days 

required. 

• UNDP reserves the right to change the timeframes and itineraries of these jobs. 

 

 

G. Duty Station:  
 

All work will be undertaken within Maldives. Locations may vary, but consulting firm should 
expect to visit remote locations as the subject matter requires. They should also be prepared 
to report back to UNDP focal person during the remote assignment, if this is not 
accompanied by the UNDP team. 
 
Official travel involved  
 
Where travel outside of Male’ will be required, in which case the consulting firm will be 
accompanied by a UNDP staff member, most likely from the relevant project. But solo 
engagements might also need to be undertaken. UNDP Country Office will cover the related 
transport costs for related travel. If overnight travel is required, the consulting firm will be 
entitled to a Daily Subsistence Allowance (DSA) as per UNDP policy. 
 
 
 
H. Qualifications of the Successful Candidate  

Interested firms for the consultancy is expected to fulfill the following criteria in terms of the 
expertise and qualifications: 

• Minimum 3 years of experience in marketing and event management, and a proven 
track record of previous campaigns. 

• At least one years of experience in organizing national events 

• Proven experience in delivering online event concepts including planning, execution 
and reporting. 

• Experience in photography and videography production. 

• Deep understanding of all kinds of virtual streaming possibilities 

• Proven ability to work with flexibility and independently (ability to lead and network 
to tailor method of delivery if required) 

• Highly organized with an ability to manage resources, budgets, and personnel.  

• Creativity and innovation abilities to deliver quality results based on the agreed 
deadline. 

• Relevant work experience with UNDP/UN agencies is an advantage.  

Language Requirements: 

• Excellent working knowledge of English and Dhivehi. 
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Competencies 

Corporate Competencies: 

• Displays cultural, gender, religion, race, nationality, and age sensitivity and 
adaptability; 

• Demonstrates diplomacy and tact in dealing with sensitive and complex 
situations. 

Professionalism: 

• Demonstrates professional competence and mastery of subject matter; 

• Demonstrated ability to negotiate and apply good judgment; 

• Is conscientious and efficient in meeting commitments, observing deadlines and 
achieving results. 

Planning & Organizing: 

• Establishes, builds and maintains effective working relationships with the 
supervisor to achieve the planned results. 

 

I. Schedule of payment:  

 

The method of payment is output-based lump-sum scheme. The total amount quoted shall 

be all-inclusive lump sum and include all costs components required to perform the 

deliverables identified in the TOR, including professional fee, travel costs, living allowance 

(if any work is to be done outside the duty station) and any other applicable cost to be 

incurred by the firm in completing the assignment. The contract price will be fixed output-

based price regardless of extension of the herein specified duration.  

 

The payments shall be released upon submitting the required deliverables/outputs with 

satisfactory by the Focal Point as per agreement for each report in accordance with a set 

time schedule to be agreed in the contract. 

 

 

Physical Events/Meetings 

Deliverable Target due 
date  

Percentage Review and Approvals 
Required  

Deliverable 1 – 

Venue setup and logistics 

 

   

Deliverable 2 –   

Participant logistics and 

registration   
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Deliverable 3 –  

Communication and 

visibility  

   

 

Virtual Events/Meetings 

Deliverable Target due 
date  

Percentage Review and Approvals 
Required  

Deliverable 1 – 

Develop concept  

 

   

Deliverable 2 –   

Record creative 

performance videos    

   

Deliverable 3 –  

Record pre-records of 

videos 

   

Deliverable 4 –  

Arrangement for virtual 
meeting hosting 

 

   

Deliverable 5 –  

Provide post-show 
recording to UNDP 

 

   

 

Note: Payments will be based on invoices on achievement of agreed milestones i.e. upon 

delivery of the services specified in the TOR and certification of acceptance by the UNDP. 

The applicant must factor in all possible costs in their “All Inclusive Lump Sum Fee” 

including any professional fee, travel, honorarium, board and lodging, and any other 

foreseeable costs in this exercise. No costs other than what has been indicated in the 

financial proposal will be paid or reimbursed to the consulting firm. UNDP will only pay for 

any unplanned travel outside of this TOR and Duty Station on actual basis and on 

submission of original bills/invoices and on prior agreement with UNDP officials. Daily 

perdiums and costs for accommodation/meals/incidental expenses for such travel shall 

not exceed established local UNDP DSA rates.  
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J. Recommended Documents 

 
Interested firms should email the Technical Proposal to proc.mv@undp.org; 
 
Technical Proposal 

 

• Technical proposal detailing workplan, methodology and timeline and Organizational 

profile (which should not exceed 15 pages including any printed brochure relevant to the 

services being procured) describing the nature of business. 

• CVs of all team members 

• Previous consultancies/portfolio/ videos or snapshot of previous virtual events 

conducted (will be an added advantage?)  (by providing ZIP folder via wetransfer.com or 

drop box or any online accessible platform). 

• Any other document deemed relevant to this consultancy service. 

• Additional documents/files should include  

1. Samples of videos filmed and edited by the event management firm  

2. Full listing of video/audio equipment that is owned by the event management 

firm.  

 

Financial proposal (Should be password protected) 

• Financial proposal (inclusive of all costs with the breakdown) 

• We will notify the bidders who pass the technical score to provide the password of 

the financial proposal on the day of financial evaluation. 

• Financial proposal shall indicate the lump sum rate/fee of the candidate in Maldivian 

Rufiyaa (or USD in the case of international firms).   

 

 

Incomplete proposals may not be considered.  The short-listed candidates may be 

contacted for interview and the successful candidate will be notified. 
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Annex III 

 
PROPOSAL SUBMISSION FORM 

 
Dear Sir / Madam, 
 
Having examined the Solicitation Documents, the receipt of which is hereby duly 
acknowledged, we, the undersigned, offer to provide Professional Consulting services 
(profession/activity for  
Project/programme/office) for the sum as may be ascertained in accordance with the Price 
Schedule attached herewith and made part of this Proposal. 
 
We undertake, if our Proposal is accepted, to commence and complete delivery of all services 
specified in the contract within the time frame stipulated. 
 
We agree to abide by this Proposal for a period of 120 days from the date fixed for opening 
of Proposals in the Invitation for Proposal, and it shall remain binding upon us and may be 
accepted at any time before the expiration of that period. 
 
We understand that you are not bound to accept any Proposal you may receive. 
 
 
Dated this day /month    of year 
 
 
 
E. Signature 
 
 
 

(In the capacity of) 
 
 
 
Duly authorized to sign Proposal for and on behalf of 
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Annex IV 
 

PRICE SCHEDULE 
 

The Contractor is asked to prepare the Price Schedule as a separate envelope from the rest 
of the RFP response as indicated in Section D paragraph 15 (b) of the Instruction to Offerors. 
 
All prices/rates quoted must be exclusive of all taxes except for GST, since the UNDP is 
exempt from all other taxes as detailed in Section II, Clause 18. 
 
The Price Schedule must provide a detailed cost breakdown. Provide separate figures for 
each functional grouping or category. 
 
Estimates for cost-reimbursable items, if any, such as travel, and out of pocket expenses 
should be listed separately. 
 
In case of an equipment component to the service provided, the Price Schedule should 
include figures for both purchase and lease/rent options. The UNDP reserves the option to 
either lease/rent or purchase outright the equipment through the Contractor. 
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Annex VI 

General Terms and Conditions 

 
 

1. ACCEPTANCE OF THE PURCHASE ORDER 
 
 This Purchase Order may only be accepted by the Supplier's signing and returning an 

acknowledgement copy of it or by timely delivery of the goods in accordance with the 
terms of this Purchase Order, as herein specified.  Acceptance of this Purchase Order 
shall effect a contract between the Parties under which the rights and obligations of the 
Parties shall be governed solely by the terms and conditions of this Purchase Order, 
including these General Conditions.  No additional or inconsistent provisions proposed 
by the Supplier shall bind UNDP unless agreed to in writing by a duly authorized official 
of UNDP. 

 
2. PAYMENT 
 

2.1.1 UNDP shall, on fulfilment of the Delivery Terms, unless otherwise provided in 
this Purchase Order, make payment within 30 days of receipt of the Supplier's 
invoice for the goods and copies of the shipping documents specified in this 
Purchase Order. 

2.1.2  Payment against the invoice referred to above will reflect any discount shown 
under the payment terms of this Purchase Order, provided payment is made 
within the period required by such payment terms. 

2.1.3 Unless authorized by UNDP, the Supplier shall submit one invoice in respect 
of this Purchase Order, and such invoice must indicate the Purchase Order's 
identification number. 

2.1.4 The prices shown in this Purchase Order may not be increased except by 
express written agreement of UNDP. 

 
3.            TAX EXEMPTION 
 

3.1 Section 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 exempt from all direct taxes, except charges for utilities services, and is exempt 
from customs duties and charges of a similar nature in respect of articles imported 
or exported for its official use.  In the event any governmental authority refuses to 
recognize UNDP's exemption from such taxes, duties or charges, the Supplier shall 
immediately consult with UNDP to determine a mutually acceptable procedure.  

 
2.2 Accordingly, the Supplier authorizes UNDP to deduct from the Supplier's invoice 

any amount representing such taxes, duties or charges, unless the Supplier has 
consulted with UNDP before the payment thereof and UNDP has, in each 
instance, specifically authorized the Supplier to pay such taxes, duties or 
charges under protest.  In that event, the Supplier shall provide UNDP with 
written evidence that payment of such taxes, duties or charges has been made 
and appropriately authorized.    
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4. RISK OF LOSS  
 
 Risk of loss, damage to or destruction of the goods shall be governed in accordance with 

DDU Incoterms 2000, unless otherwise agreed upon by the Parties on the front side of 
this Purchase Order. 

 
5. EXPORT LICENCES 
 
 Notwithstanding any INCOTERM 2000 used in this Purchase Order, the Supplier shall 

obtain any export licenses required for the goods. 
 
6. FITNESS OF GOODS/PACKAGING 
 
 The Supplier warrants that the goods, including packaging, conform to the specifications 

for the goods ordered under this Purchase Order and are fit for the purposes for which 
such goods are ordinarily used and for purposes expressly made known to the Supplier 
by UNDP, and are free from defects in workmanship and materials.  The Supplier also 
warrants that the goods are contained or packaged adequately to protect the goods. 

 
7. INSPECTION 
 

1.  UNDP shall have a reasonable time after delivery of the goods to inspect them and 
to reject and refuse acceptance of goods not conforming to this Purchase Order; 
payment for goods pursuant to this Purchase Order shall not be deemed an acceptance 
of the goods. 

 
 2.  Inspection prior to shipment does not relieve the Supplier from any of its contractual 

obligations. 
 
8. INTELLECTUAL PROPERTY INFRINGEMENT 
 
 The Supplier warrants that the use or supply by UNDP of the goods sold under this 

Purchase Order does not infringe any patent, design, trade-name or trade-mark.  In 
addition, the Supplier shall, pursuant to this warranty, indemnify, defend and hold 
UNDP and the United Nations harmless from any actions or claims brought against 
UNDP or the United Nations pertaining to the alleged infringement of a patent, design, 
trade-name or trade-mark arising in connection with the goods sold under this Purchase 
Order. 

 
9. RIGHTS OF UNDP 
 
 In case of failure by the Supplier to fulfil its obligations under the terms and conditions 

of this Purchase Order, including but not limited to failure to obtain necessary export 
licenses, or to make delivery of all or part of the goods by the agreed delivery date or 
dates, UNDP may, after giving the Supplier reasonable notice to perform and without 
prejudice to any other rights or remedies, exercise one or more of the following rights: 

 
a) Procure all or part of the goods from other sources, in which event UNDP may 

hold the Supplier responsible for any excess cost occasioned thereby. 
b) Refuse to accept delivery of all or part of the goods. 
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c) Cancel this Purchase Order without any liability for termination charges or any 
other liability of any kind of UNDP. 

 
10. LATE DELIVERY 
 
 Without limiting any other rights or obligations of the parties hereunder, if the Supplier 

will be unable to deliver the goods by the delivery date(s) stipulated in this Purchase 
Order, the Supplier shall (i) immediately consult with UNDP to determine the most 
expeditious means for delivering the goods and (ii) use an expedited means of delivery, 
at the Supplier's cost (unless the delay is due to Force Majeure), if reasonably so 
requested by UNDP. 

 
11. ASSIGNMENT AND INSOLVENCY 
 

11.1. The Supplier shall not, except after obtaining the written consent of UNDP, 
assign, transfer, pledge or make other disposition of this Purchase Order, or any part 
thereof, or any of the Supplier's rights or obligations under this Purchase Order. 

11.2.  Should the Supplier become insolvent or should control of the Supplier 
change by virtue of insolvency, UNDP may, without prejudice to any other rights or 
remedies, immediately terminate this Purchase Order by giving the Supplier written 
notice of termination. 

 
12. USE OF UNDP OR UNITED NATIONS NAME OR EMBLEM 
 
 The Supplier shall not use the name, emblem or official seal of UNDP or the United 

Nations for any purpose. 
 
13. PROHIBITION ON ADVERTISING 
 
 The Supplier shall not advertise or otherwise make public that it is furnishing goods or 

services to UNDP without specific permission of UNDP in each instance. 
 
14. CHILD LABOUR 
 
 The Supplier represents and warrants that neither it nor any of its affiliates is engaged 

in any practice inconsistent with the rights set forth in the Convention on the Rights of 
the Child, including 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 child's health or physical, mental, spiritual, 
moral or social development. 

 
 Any breach of this representation and warranty shall entitle UNDP to terminate this 

Purchase Order immediately upon notice to the Supplier, without any liability for 
termination charges or any other liability of any kind of UNDP. 

 
15. MINES 
 
 The Supplier represents and warrants that neither it nor any of its affiliates is actively 

and directly engaged in patent activities, development, assembly, production, trade or 
manufacture of mines or in such activities in respect of components primarily utilized in 
the manufacture of Mines.  The term "Mines" means those devices defined in Article 2, 
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Paragraphs 1, 4 and 5 of Protocol II annexed to the Convention on Prohibitions and 
Restrictions on the Use of Certain Conventional Weapons Which May Be Deemed to Be 
Excessively Injurious or to Have Indiscriminate Effects of 1980. 

 
 Any breach of this representation and warranty shall entitle UNDP to terminate this 

Purchase Order immediately upon notice to the Supplier, without any liability for 
termination charges or any other liability of any kind of UNDP. 

 
16. SETTLEMENT OF DISPUTES 
 
16.1 Amicable Settlement 
 
 The Parties shall use their best efforts to settle amicably any dispute, controversy or 

claim arising out of, or relating to this Purchase Order or the breach, termination or 
invalidity thereof.  Where the Parties wish to seek such an amicable settlement through 
conciliation, the conciliation shall take place in accordance with the UNCITRAL 
Conciliation Rules then obtaining, or according to such other procedure as may be 
agreed between the Parties. 

 
16.2 Arbitration 
 
 Unless, any such dispute, controversy or claim between the Parties arising out of or 

relating to this Purchase Order or the breach, termination or invalidity thereof is settled 
amicably under the preceding paragraph of this Section within sixty (60) days after 
receipt by one Party of the other Party's request for such amicable settlement, such 
dispute, controversy or claim shall be referred by either Party to arbitration in 
accordance with the UNCITRAL Arbitration Rules then obtaining, including its provisions 
on applicable law.  The arbitral tribunal shall have no authority to award punitive 
damages.  The Parties shall be bound by any arbitration award rendered as a result of 
such arbitration as the final adjudication of any such controversy, claim or dispute. 

 
 
17. PRIVILEGES AND IMMUNITIES 
 
 Nothing in or related to these General Terms and Conditions or this Purchase Order shall 

be deemed a waiver of any of the privileges and immunities of the United Nations, 
including its subsidiary organs. 

 


