 TERMS OF REFERENCE 

 
	Department
	UNDP Mongolia Country office

	Title of the assignment:
	Long Term Agreement (LTA) Graphic Designer (2 Consultants)

	Type of contract:       
	Individual contract – Long term agreement (Call Off l) 

	Contract duration
	[bookmark: _Hlk102300190]36 months (from May 2022 – April 2025)

	
	



 
 Background

UNDP supports countries around the globe in developing national and local capacities to advance human development and accelerate progress toward the achievement of the 2030 Agenda for Sustainable Development. The goal of UNDP Mongolia Country Office to promote inclusive and sustainable development by supporting the voice and participation of people.

As part of the CO’s communication strategy and to enhance institutional communication and advocacy, UNDP Mongolia Country Office (CO) requires the services of an external long-term Visual/Graphic/Layout Designer(s) for the design, layout, development and edition of communication products and tools.

The consultant will work in close relationship with CO staff and the Communications Analyst, assisting the various UNDP units in the design, layout, development and edition/publication of communication products and tools. The mission will be carried out mostly under a home-based modality with some ad hoc missions.

For reference purposes, sample UNDP communication materials can be checked in the following link(s): http://www.mn.undp.org/

Scope of Work

The overall objective to set up this Long-Term Agreement (On Call) is to support specific graphic design services to UNDP Mongolia Country office and its projects in Mongolia.  

. The Graphic Designer will provide creative design and layout services of publications and other communications materials including printed, digital and online products, as well as animated graphics. The Graphic Designer will produce products based on the content and guidance provided by the hiring unit for each assignment ensuring effective conveyance of the textual content to target audiences while in full compliance with UNDP branding and style guide.

Expected Outputs and Deliverables

Note: The outputs for each assignment will depend on scope of work engaged by the hiring unit. List of deliverables may include but not limited to, the followings: 


	Area
	Tasks
	Deliverables

	Graphic Design
	Development of infographics using supplied data to present core messages and organize complex information into visual representations.
Deliver creative graphic and technical solutions (including infographics if required) for print, electronic, web-based and animated presentations
	Infographics and animations (incl. maps and other illustration ready to be published and in electronic format.
	· 

	
	Design and create illustrations, artwork, maps, tables, charts and other graphic elements;
	illustrations, artwork, maps, tables, charts and other graphic elements; ready to be published and in electronic format...
	· 

	
	Design, layout and format publications, brochures, flyers, posters, bookmarks, websites, newsletters and other print and web-based communications materials (taking into account UNDP branding guidelines and branding requirements of other donors/partners), as needed.
	Brochures, flyers, posters, bookmarks, websites, newsletters and other print and web-based communications materials ready to be published and in electronic format..

	Copyright
	Custom photo editing (restoration, noise reduction, tonal adjustment). If necessary, locate photos from online sources and ensure proper photo credit is given.
	Photos, media and material ready to be published and in electronic format, with UNDP branding and rights.




Institutional Arrangement and Contract Management 

Requesting units will provide a quality control and assess the performance of the contractors. Based on satisfactory performance, graphic designers’ engagement can be continued up to 3 years in subsequent years upon satisfactory performance evaluation.

· The Consultant will be given access to relevant information necessary for execution of the tasks under this assignment. 
· The Consultant will be responsible for providing her/his own working station (i.e. laptop, internet, phone, scanner/printer, software, specific design programmes, etc.) and must have access to a reliable internet connection; 
· Given the global consultations to be undertaken during each specific assignment, the consultants are expected to be reasonably flexible with their availability for such consultations taking into consideration different time zones. 
· Payments will be made upon submission of a detailed time sheet and certification of payment form, and acceptance and confirmation by the Supervisor on days or hours worked and outputs delivered (with a “day” calculated as 8 hours of work). 
Graphic designers’ contract will be terminated in the following situations:

(a)    If the individual informs UNDP of his/her decision to end the agreement,
(b)    If UNDP has obtained negative performance feedback from the “hiring units”
(c)     If any Expert continuously decline 3 assignments in a calendar year

Contract Management: 
This solicitation will be concluded by signing a Framework Agreement, also known in UNDP as the Long-Term Agreement (LTA) for maximum period of three years.

LTA refers to a mutual framework agreement by and between UNDP and an individual whereby the latter may, at any time within the duration of the LTA, be required to render the agreed services at the agreed and fixed unit prices. An LTA specifies the unit price, scope of work, allowing for a framework agreement to be used when the consultant’s services are needed.

When a request for service arises, and within the scope of the LTA, UNDP can engage the individual holding an LTA through a “call-off” of the LTA. Every call-off shall have specific TORs which includes tasks, scope of services and outputs to be delivered within a specific period of time. The call off process will review and evaluate the consultant based on their expertise and experience as per the ToR and in consideration to the job requirement.
For this particular process, the call-off shall be formalized through the issuance of a Purchase Order, attaching thereto the TOR, and any other document relevant to the call-off. Financial commitments will only be established each time a Purchase Order for the specific services/TOR for Individual Contractor is issued.

The LTA shall have a cumulative ceiling amount that may accrue to the individual contractor during the life of the LTA, but said amount shall remain as an upper limit, and must not and cannot be interpreted nor understood as neither a financial commitment nor guarantee of business volume. It is important to note that, under an LTA, UNDP  does not guarantee that any specific quantity of services shall be made during the term of this agreement. 


UNDP Procurement team will regularly monitor the performance of these LTA holders, based on the following Key Performance Indicators (KPIs):
 • KPI 1: Responsiveness: consultant should respond and confirm her/ his availability event within 3 days of UNDP’s notification by email. This incudes (1) incorporating comments and changes from UNDP staff, (2) liasing .with to UNDP focal person (s) and requesting staff regarding any visual design work
and/or editors on final layout.
· Ensure that the final output(s) for each communication product will be the final web-ready and/or print-ready version.  

• KPI 2: Quality of the work taken are as per work order submitted.
 • KPI 3: Accuracy of payment documentation. Consultant shall provide complete payment documentation including accurate invoices with correct quantities, unit price, complete travel bills/vouchers for reimbursement, etc. 
• KPI 4: Communication and Reporting. Consultant shall communicate and provide reports in a timely and professional manner

 UNDP would conduct annual performance reviews of these LTAs, which might include meeting with the LTA holders and feedback from other stakeholders. 
If the consultant fails to meet UNDP’s performance requirements detailed above, s/he will receive in the first instance a warning to improve their performance. Continued failure to meet performance requirements may result on termination of the LTA.
Duration of the Work
Long term agreement for an initial period of three years, starting from May 2022 – April 2025 with a maximum 450 working days. 
The initial contract would be for one year (May 2022- April 2023) with an option for renewal in subsequent years upon satisfactory performance evaluation.
Competencies

Corporate Competencies:
· 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 favoritism.  
· Fulfils all obligations to gender sensitivity and zero tolerance for sexual harassment.
· Demonstrated ability to meet deadlines 

Functional Competencies: 
· Results-driven, initiative-taking.  
· Ability to work under pressure of task and to meet deadlines.  
· Ability to plan and organize work and establish priorities.
· Remains calm and in control even under pressure, and consistently approaches work with energy and a positive, constructive attitude.  
· High attention to detail.  
· Critical thinking skills to solve visual design challenges. 
· Good interpersonal and networking skills, ability to establish and maintain effective working relations, supports, and encourages open communication in the team, and facilitates teamwork.  
· Ability to work under minimum supervision.

Required Qualifications/Experience

Education: 
· Undergraduate degree or higher in Graphic Design, Visual Arts, Communications and/or Media and Media Marketing, Web Design, or other closely related field (maximum 5 points). 
 
Experience: 
· At least 2 years of progressive experience in graphic design including knowledge of professional software such as Adobe Design, In-Design, CorelDraw, Final Cut HD, web design tools such as Dreamweaver and Flash, etc. (max 20 points). 
· High quality professional portfolio demonstrating advanced skills and competence in graphics, design, and illustration. Please provide a link to your design portfolio with at least 6 samples of relevant previous work in your application (max 20 points). 
· Mastery of current graphic design practices and web production software, including Adobe CS5/CS6 (Photoshop, Illustrator, InDesign, Dreamweaver) (max 15 points). 
· Technical knowledge of web-based technologies that apply to web design such as HTML, Flash, and CSS is an advantage (maximum 15 points). 
· Experience with designing and creating illustrations and infographics is an advantage (max 5 points).  
· Experience with applying the UNDP branding guidelines is an advantage (max 5 points). 
· Experience with designing publications for UN agencies is an advantage (max 5 points)
· Previous experience with UN agencies and non-profit organizations is an asset. (Max 5 points)

Language: 
· Excellent written and oral skills in English and Mongolian (maximum 5 points).

Evaluation method:

· Only those applications which are complete, responsive, and compliant will be evaluated. 
· Offers will be evaluated according to the Combined Scoring method - where the technical criteria will be weighted at 70% and the financial offer will be weighted at 30%. 
· The technical criteria (education, experience, language) will be based on maximum 100 points.  
· Only the candidates that have achieved a minimum of 70 points of the technical criteria will be deemed technically qualified and considered for financial proposal. 
· Financial score shall be computed as a ratio of the proposal being evaluated and compared with the lowest priced proposal received by UNDP. 
· The financial proposal shall specify an all-inclusive daily fee and hourly fee.  To assist the requesting unit in the comparison of financial proposals, the financial proposal must additionally include a breakdown of this daily and hourly fee (including all foreseeable expenses, such as rush fees, etc., to carry out the assignment). 
· The applicants receiving the Highest Combined Scores and that have accepted UNDP’s General Terms and Conditions will be awarded the Framework Agreements.

Documentation to be submitted: 

· Applicants must submit a CV; Copy of certificate and Diploma, 
· Applicants must submit a link to their design portfolio with at least 3 samples of relevant previous work in your application. 
· Applicants must submit a duly completed and signed Annex II Offeror´s letter to UNDP confirming interest and availability for the Individual Contractor (IC) assignment to be downloaded from the UNDP procurement site. 

Notes:
The applicant must be aware of UNDP’s General Condition of Contract. The consultant must observe Minimum Operational Security Standards (MOSS) as communicated by the United Nations for the location(s) visited. UNDP cannot provide insurance for any damage to the consultant(s) equipment or personal injury experienced during an assignment.

Consultant(s) must 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 people living with HIV, survivors of abuse, children etc.: Refer to the UNDP focal point for the assignment for advice and guidance. 

The consultant must obtain consent from subjects to photograph and/or record them. The consent must be video recorded, and subjects must understand that images may be published on the web, in social media and possibly in international media. Parents’ or legal guardian’s video recorded consent is needed prior to photographing or recording a minor.

No consultant(s) should incur expenses without express authorization from UNDP. UNDP will not be responsible for penalties and charges incurred without authorization.

Copyright
UNDP and the consultant(s) will hold joint copyright on all photographs/videos produced as part of this assignment. This means UNDP can reuse all images and footage without further cost implication. The material can be reused by the photographer 1-3 months after UNDP first publishes the work (to be determined on a case-by-cases basis prior to the assignment). 

Copyright will be attributed to both UNDP and the consultant(s) in the following way: Copyright for photos: UNDP + country/Photographers first and last name. For videos: Videographer’s copyright information will be included.
	 
UNDP Terms of use
Unlimited use of all photographs/videos and footage supplied
Unlimited storage of the photographs/videos and footage by UNDP
Rights to transfer the photographs/videos and footage to third parties, for their editorial use only.
 
Consultant(s) Rights
Retain copies of the photographs/videos and footage for personal use (for example, in their portfolio).
Assert their moral right to be identified as the author of the photographs/videos and footage.
 
Equipment
All photography, videography, recording and IT equipment, and any other supplies required for gathering materials, should be provided by the consultant. 


The TOR is approved by 




