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REQUEST FOR QUOTATION (RFQ)

	UNDP BIH
Zmaja od Bosne bb; 71000 Sarajevo; BIH 
	DATE: July 12, 2021

	
	REFERENCE: RFQ-104-21



Dear Sir / Madam:

We kindly request you to submit your quotation for Standing cooperate support to the Office of the UN Resident Coordinator with Strategic Communications 2021-2022 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 17:00 CET July 21, 2021  and via ☒e-mail or ☒courier mail to the address below:
United Nations Development Programme
Zmaja od Bosne bb
General Services Unit
registry.ba@undp.org 


	Quotations submitted by email must be limited to a maximum of 10 MB virus-free  and no more than 5 email transmissions.  They must be free from any form of virus or corrupted contents, or the quotations shall be rejected.  

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.  
	
Please take note of the following requirements and conditions pertaining to the supply of the abovementioned good/s:  

	Delivery Terms 
	☐Other 

	Exact Address/es of Delivery Location/s (identify all, if multiple)
	Zmaja od Bosne bb, UN House, Sarajevo, BiH

	Latest Expected Delivery Date and Time  (if delivery time exceeds this, quote may be rejected by UNDP)
	☐ 30  days from the issuance of the Purchase Order (PO)


	Delivery Schedule
	☒Not Required

	Preferred Currency of Quotation
	☒Local Currency : BAM

	After-sales services required
	 N/A 

	[bookmark: _Hlk4154831]Deadline for the Submission of Quotation 
	17:00 Wednesday, July 21, 2021 


	
Documents to be submitted
	☒ Duly Accomplished Form as provided in Annex 2, and in accordance with the list of requirements in Annex 1;
☒ Refences from at least 2 clients’ that company has worked with in the last 3 years 
☒ Samples of the similar projects that have been handled in the last 3 years 
☒ Latest Business Registration Certificate (Copy of company’s registration);
☒ 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
	☒ 90 days	
In exceptional circumstances, UNDP may request the Vendor to extend the validity of the Quotation beyond what has been initially indicated in this RFQ.   The Proposal shall then confirm the extension in writing, without any modification whatsoever on the Quotation.  

	Partial Quotes
	☒ Not permitted

	Payment Terms
	☒ Others: as per deliverables described in ToR

	
Evaluation Criteria 

	☒ Technical responsiveness/Full compliance to requirements and lowest price
 ☒ Full acceptance of the PO/Contract General Terms and Conditions 
 ☒ The service provider must be registered in Bosnia and Herzegovina for carrying out production work.  
☒ The service provider should have proven record of at least 5 successfully completed campaigns of similar scale carried out in BiH, or in a neighbouring country;
☒ 	Applicant (s) should have at least five full time employees. At least one employee should be qualified for production management of multimedia events and materials with minimum five years of experience and minimum first-level degree education in the relevant field; master studies would be considered an asset. 
☒ 	Applicant(s) should have minimum of two available experts with five or more years of experience in visal production, videography, copy-writing, and graphic designers (see annex ToR for more details).

	UNDP will award to:
	☒ One and only one supplier 

	Type of Contract to be Signed
	☒ Contract for goods/services

	
Conditions for Release of Payment
		Outputs
	Percentage
	Timing
	Condition for Payment Release

	Regular and ad-hoc support to the RC and RCO Communications Officer – monthly plans
	 
50
	
Ongoing for 6 months
	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/monthly reports; and 
b) Receipt of invoice from the Service Provider.

	Media monitoring, including Twitter
	
25
	
Ongoing for 6 months
	

	Design and production of branded visibility materials for one flagship event during the engagement
	
25

	
Ongoing for 6 months 
	




	
Annexes to this RFQ
	☒  Technical specification (Annex 1)
☒ Form for Submission of Quotation (Annex 2)
☒ General Terms and Conditions / Special Conditions (Annex 3) Link:  English version  
☒ ToR for the Standing cooperate support to the Office of the Resident Coordinator with Strategic Communications 2020-2021  (Annex 4) 
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
registry.ba@undp.org
+387 33 552 330
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.



Goods offered shall be reviewed based on completeness and compliance of the quotation with the minimum specifications described above and any other annexes providing details of UNDP requirements. 
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.



Sincerely yours,

UNDP BiH
July 12, 2021


Tasks/Technical specifications 

					Annex 1

	Task to be delivered* 
	Quantity 
	Description 
	Payment 
	Latest Targeted Delivery Date 

	#1
	
	Regular and ad-hoc support to the RC and RCO Communications Officer, which includes: dedicated social media coverage for weekly social media plans and coordination meetings, reports on activities and results pertaining to the objectives and tasks as listed under “Purpose/Objectives” section of the ToR; event management and content production support 
	
	
Ongoing for 6 months, payments on the basis of monthly reports 

	
	
	
	
	

	#2
	
	Media monitoring, including Twitter, which includes monthly qualitative reports with recommendations, and support with media engagements. 
	
	Ongoing for 6 months, payments on the basis of monthly reports

	
	
	
	
	

	
	
	
	
	Ongoing for 6 months, payments on the basis of monthly reports

	#3
	
	Design and production of branded visibility materials, including provision of branding support to one flagship event organized during the engagement and thematic public campaigns
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
























                            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 provide services listed below in conformity with the Terms of Reference and requirements of UNDP as per RFQ Reference No. RFQ BIH-104-21

TABLE 1 : Cost Breakdown per Deliverable*

	
	Deliverables
[list them as referred to in the RFP]
	Price
(Lump Sum, All Inclusive)

	[bookmark: _Hlk4399038]1
	TASK 1
	

	[bookmark: _Hlk4399049]1.1
	
	

	1.2
	
	

	1.3
	
	

	1.4
	
	

	1.5
	
	

	[bookmark: _Hlk4399197]…
	
	

	2
	TASK 2
	

	2.1
	
	

	2.2
	
	

	2.3
	
	

	2.4
	
	

	2.5
	
	

	…
	
	

	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 – if applicable]

	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
	
	
	
	

	1. [bookmark: _Hlk4398808]Task 1 

	
	
	
	

	[bookmark: _Hlk4398832]Expert 1
	
	
	
	

	Expert 2
	
	
	
	

	Expert 3
	
	
	
	

	……
	
	
	
	

	1. Task 2 

	
	
	
	

	Expert 1
	
	
	
	

	Expert 2
	
	
	
	

	Expert 3
	
	
	
	

	…
	
	
	
	

	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
	




TABLE 3 : Offer to Comply with Other Conditions and Related Requirements 

	Other Information pertaining to our Quotation are as follows :
	Your Responses

	
	Yes, we will comply
	No, we cannot comply
	If you cannot comply, pls. indicate counter proposal

	Delivery Dates
	
	
	

	Validity of Quotation
	
	
	

	All Provisions of the UNDP General Terms and Conditions
	
	
	

	Other requirements [pls. specify]
	
	
	



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
TERMS OF REFERENCE
Standing cooperate support to the Office of the Resident Coordinator with Strategic Communications 2021-2022
Background: 

The United Nations Country Team (UNCT) in Bosnia and Herzegovina (BiH) continues to provide the authorities and partners in BiH with adequate and timely support in response to Covid-19 pandemics. Within the UNCT, the United Nations Resident Coordinator’s Office (RCO) is coordinating the joint approach and response efforts, including information management and communication.

With the increased communication (and risk communication) efforts in COVID-19 response and recovery, as well as for the Decade of Action for the Sustainable Development Goals, the Office of the UN Resident Coordinator is seeking a cooperate support for strategic communications, including amplification of outreach and media presence. 
The RCO is managed and strategically guided by the UN Resident Coordinator in BiH. The RCO fulfills five key functions in support of the responsibilities of the RC and the UN Country Team (UNCT): (1) strategic planning; (2) development economics; (3) partnerships and development finance; (4) data and results management and reporting; and (5) communications and advocacy.
The overall purpose of this cooperate support is thus to provide support to the RC Office for external communications, increasing its strategic messaging, outreach, visibility and content production. RC Office is looking for a professional PR/marketing/production company (service provider) to provide support as described in the below sections. 
The United Nations (RC Office) will have full control over implementation of activities under this request and will provide input regarding each and any action undertaken by the external service provider. 

Purpose/Objectives:

Under the overall supervision of the RCO Team Leader and in close consultation and coordination with the RCO Communications and Advocacy Officer, the selected service provider would support and/or provide a set of services to support various communication and advocacy activities as follows::

· Regular and ad hoc support,  i.e. dedicated person/team to support the RCO Communications Officer in crafting strategic communications (social media mobilization, public information mini campaigns, preparation and advice for printing, media relations, innovative communication opportunities, feedback for adjustment of the communication strategy and tactics):
a) Planning and implementing social media mobilization and traditional media relations related to various thematic UN days and priority topics for public campaigns (as identified and planned with the RC and RCO Comms Officer), including reviews and finetuning of thematic OpEds

b) Ongoing support to the RCO Communications Officer in social media mobilization and traditional media relations related to various priority topics for public campaigns

c) Participation in weekly consultations and developments /updates of communication and social media plans, with a dedicated person following social media. 

d) Ad hoc support per request for planning various communications events and activities, including brokering media appearances for the RC, press releases (writing and dissemination), social media management 

· Media monitoring of influential local traditional and digital media to provide media analyses on UN engagement in BiH 

a) Monthly quantitative reports relevant to UN Resident Coordinator’s outreach in English language (media coverage when relevant; Social media/Twitter share, reach, engagement score); 

· Design and production of branded visibility materials when needed for specific events
a. Visibility items for branding of the key event and short videos 
b. Production and placement of e.g. online ads if required by a specific thematic/ outreach campaign 
The Service Provider will be obligated to obtain approval for all actions which will be undertaken and may not act on behalf the UN or any of the UN agencies unless otherwise requested and approved by the designated United Nations representative or supervisor. The Service Provider is expected to ensure coordination and timely information sharing and reporting aiming to enable effective and efficient implementation of communications plan.
Scope of work and expected outputs 
The engagement is envisaged for the initial period of six months, as of contract signing. 
	#
	Task
	Deliverable for payment terms
	Timeframe

	1
	Regular and ad-hoc support to the RC and RCO Communications Officer 
	· Weekly social media plans and coordination meetings, with dedicated social media coverage and content production support
· Reports on activities and results pertaining to the objectives and tasks as listed under “Purpose/Objectives” section
	Ongoing for 6 months 

	2
	Media monitoring, including Twitter

	· Monthly qualitative reports with recommendations.
	Ongoing 

	3
	Design and production of branded visibility materials
	· Provided branding support to one flagship event organized during the engagement; 
	Ongoing



Key outputs and payment schedule
Satisfactory delivery of the above outlined key outputs is influencing the payment schedule for the work performed; on a monthly basis and as per invoices received. 

Qualifications and Experience

The organization/company should have:
· Demonstrated[footnoteRef:1] capacities and experience in advocacy and communications, campaign management, production of multimedia events and materials, and digital communication assets  [1:  Relevant examples of previous work will be evaluated] 

· Skilled and experienced writers, proofreaders and editors (in English and local language(s)) dedicated (sub-contracted) for this task 
· Skilled and experienced videographers, video-editors, photographers and graphic designers dedicated (or sub-contracted when needed) for this task  
· Experienced team dedicated to this task (CVs of key personnel (including consultants and sub-contractors) and the Team Leader to be submitted in the application) [footnoteRef:2] [2:  Relevant examples of previous work and achieved results will be evaluated] 

· Quantifiable services offered pro bono will be taken into account during the selection process
· Fluency of team members in English is an asset
· Experience of prior work with the United Nations agencies, funds and programs is an advantage
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