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REQUEST FOR QUOTATION (RFQ) 

	RFQ Reference: RFQ-187-22
	Date: 05 October 2022



SECTION 1: REQUEST FOR QUOTATION (RFQ)

UNDP kindly requests your quotation for the provision of goods, works and/or services as detailed in Annex 1 of this RFQ. 
This Request for Quotation comprises the following documents:
Section 1: This request letter
Section 2: RFQ Instructions and Data
Annex 1: 			Schedule of Requirements
Annex 2: Quotation Submission Form
Annex 3: Technical and Financial Offer

When preparing your quotation, please be guided by the RFQ Instructions and Data. Please note that quotations must be submitted using Annex 2: Quotation Submission Form and Annex 3 Technical and Financial Offer, by the method and by the date and time indicated in Section 2. It is your responsibility to ensure that your quotation is submitted on or before the deadline. Quotations received after the submission deadline, for whatever reason, will not be considered for evaluation.
Thank you and we look forward to receiving your quotations.
Issued by:
United Nations Development Programme in Bosnia and Herzegovina
Zmaja od Bosne bb, Sarajevo 71000



SECTION 2: RFQ INSTRUCTIONS AND DATA
	Introduction
	Bidders shall adhere to all the requirements of this RFQ, including any amendments made in writing by UNDP. This RFQ is conducted in accordance with the UNDP Programme and Operations Policies and Procedures (POPP) on Contracts and Procurement 

Any Bid submitted will be regarded as an offer by the Bidder and does not constitute or imply the acceptance of the Bid by UNDP. UNDP is under no obligation to award a contract to any Bidder as a result of this RFQ. 

UNDP reserves the right to cancel the procurement process at any stage without any liability of any kind for UNDP, upon notice to the bidders or publication of cancellation notice on UNDP website.

	Deadline for the Submission of Quotation
	October 19th, 2022, 12.00 (CET)



	Method of Submission
	Quotations must be submitted as follows: 
☒ Dedicated Email Address
Click or tap here to enter text.
Bid submission address: email: registry.ba@undp.org, Ref: BIH/RFQ/XXX/22
· File Format: .pdf
· File names must be maximum 60 characters long and must not contain any letter or special character other than from Latin alphabet/keyboard.
· All files must be free of viruses and not corrupted.
· Max. File Size per transmission: 20MB
· Mandatory subject of email: Ref: BIH/RFQ/187/22
· Multiple emails must be clearly identified by indicating in the subject line “email no. X of Y”, and the final “email no. Y of Y.
· It is recommended that the entire Quotation be consolidated into as few attachments as possible.
· The bidder should receive an email acknowledging email receipt. 

	Cost of preparation of quotation
	UNDP shall not 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.

	Supplier Code of Conduct, Fraud, Corruption, 
	All prospective suppliers must read the United Nations Supplier Code of Conduct and acknowledge that it provides the minimum standards expected of suppliers to the UN. The Code of Conduct, which includes principles on labour, human rights, environment and ethical conduct may be  found at: https://www.un.org/Depts/ptd/about-us/un-supplier-code-conduct
Moreover, UNDP strictly enforces a policy of zero tolerance on proscribed practices, including fraud, corruption, collusion, unethical or unprofessional practices, and obstruction of UNDP vendors and requires all bidders/vendors to observe the highest standard of ethics during the procurement process and contract implementation. UNDP’s Anti-Fraud Policy can be found at http://www.undp.org/content/undp/en/home/operations/accountability/audit/office_of_audit_andinvestigation.html#anti


	Gifts and Hospitality
	Bidders/vendors shall not offer gifts or hospitality of any kind to UNDP staff members including recreational trips to sporting or cultural events, theme parks or offers of holidays, transportation, or invitations to extravagant lunches, dinners or similar.  In pursuance of this policy, UNDP: (a) Shall reject a bid if it determines that the selected bidder has engaged in any corrupt or fraudulent practices in competing for the contract in question; (b) Shall declare a vendor ineligible, either indefinitely or for a stated period, to be awarded a contract if at any time it determines that the vendor has engaged in any corrupt or fraudulent practices in competing for, or in executing a UNDP contract.

	Conflict of Interest
	UNDP requires  every prospective Supplier 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. Bidders shall strictly avoid conflicts with other assignments or their own interests, and act without consideration for future work. Bidders found to have a conflict of interest shall be disqualified.  

Bidders must disclose in their Bid their knowledge of the following: a) If the owners, part-owners, officers, directors, controlling shareholders, of the bidding entity or key personnel who are family members of UNDP staff involved in the procurement functions and/or the Government of the country or any Implementing Partner receiving goods and/or services under this RFQ.

The eligibility of Bidders that are wholly or partly owned by the Government shall be subject to UNDP’s further evaluation and review of various factors such as being registered, operated and managed as an independent business entity, the extent of Government ownership/share, receipt of subsidies, mandate and access to information in relation to this RFQ, among others. Conditions that may lead to undue advantage against other Bidders may result in the eventual rejection of the Bid.

	General Conditions of Contract
	Any Purchase Order or contract that will be issued as a result of this RFQ shall be subject to the General Conditions of Contract
Select the applicable GTC:
☒ General Terms and Conditions / Special Conditions for Contract. 
Applicable Terms and Conditions and other provisions are available at UNDP/How-we-buy 

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

	Eligibility
	A vendor who will be engaged by UNDP may not be suspended, debarred, or otherwise identified as ineligible by any UN Organization or the World Bank Group or any other international Organization. Vendors are therefore required to disclose to UNDP whether they are subject to any sanction or temporary suspension imposed by these organizations.  Failure to do so may result in termination of any contract or PO subsequently issued to the vendor by UNDP.

It is the Bidder’s responsibility to ensure that its ultimate beneficial owners, employees, joint venture members, sub-contractors, service providers, suppliers and/or their employees meet the eligibility requirements as established by UNDP.
Bidders must have the legal capacity to enter a binding contract with UNDP  and to deliver in the country, or through an authorized representative.

	Currency of Quotation
	Quotations shall be quoted in EUR or local currency BAM; (UN Operational Exchange Rate on bid opening date will be applied). The payment to a local vendor will be made in BAM.

	Joint Venture, Consortium or Association
	If the Bidder is a group of legal entities that will form or have formed a Joint Venture (JV), Consortium or Association for the Bid, they shall confirm in their Bid that : (i) they have designated one party to act as a lead entity, duly vested with authority to legally bind the members of the JV, Consortium or Association jointly and severally, which shall be evidenced by a duly notarized Agreement among the legal entities, and submitted with the Bid; and (ii) if they are awarded the contract, the contract shall be entered into, by and between UNDP and the designated lead entity, who shall be acting for and on behalf of all the member entities comprising the joint venture, Consortium or Association. 
Refer to Clauses 19 – 24 under Solicitation policy for details on the applicable provisions on Joint Ventures, Consortium or Association.

	Only one Bid
	The Bidder (including the Lead Entity on behalf of the individual members of any Joint Venture, Consortium or Association) shall submit only one Bid, either in its own name or, if a joint venture, Consortium or Association, as the lead entity of such Joint Venture, Consortium or Association. 
Bids submitted by two (2) or more Bidders shall all be rejected if they are found to have any of the following:
a) they have at least one controlling partner, director or shareholder in common; or b) any one of them receive or have received any direct or indirect subsidy from the other/s; or 
b) they have the same legal representative for purposes of this RFQ; or 
c) they have a relationship with each other, directly or through common third parties, that puts them in a position to have access to information about, or influence on the Bid of, another Bidder regarding this RFQ process; 
d) they are subcontractors to each other’s Bid, or a subcontractor to one Bid also submits another Bid under its name as lead Bidder; or 
e) some key personnel proposed to be in the team of one Bidder participates in more than one Bid received for this RFQ process. This condition relating to the personnel, does not apply to subcontractors being included in more than one Bid.

	Duties and taxes
	Article II, Section 7, of the Convention on the Privileges and Immunities provides, inter alia, that the United Nations, including UNDP as a subsidiary organ of the General Assembly of the United Nations, is exempt from all direct taxes, except charges for public utility services, and is exempt from customs restrictions, duties, and charges of a similar nature in respect of articles imported or exported for its official use. All quotations shall be submitted net of any direct taxes and any other taxes and duties, unless otherwise specified below: 
All prices must:
☒ be exclusive of VAT and other applicable indirect taxes

	Language of quotation 
	English language or official BiH languages
Including documentation including catalogues, instructions and operating manuals.

	Documents to be submitted
	Bidders shall include the following documents in their quotation:
☒ Annex 2: Quotation Submission Form duly completed and signed
☒ Annex 3: Technical and Financial Offer duly completed and signed and in 
accordance with the Schedule of Requirements in Annex 1
☒ Company Profile.
☒ Registration certificate.
☒ List and value of projects similar to the subject of procurement, performed for the last 3 years plus client’s contact details who may be contacted for further information on those contracts.
☒ Statement of satisfactory Performance (Certificates) from the top 3 clients in terms of design and execution of public awareness campaign 
☒	Latest Audited Financial Statement (Income Statement and Balance Sheet) as required by the law of the Bidder’s country, proving minimum average annual turnover of BAM 100,000 for the last three years.
☒ Completed and signed CVs of the team members who will carry out the Assignment detailing qualifications, experience in similar assignments.

	Quotation validity period
	Quotations shall remain valid for 60 days from the deadline for the Submission of Quotation.

	Price variation
	No price variation due to escalation, inflation, fluctuation in exchange rates, or any other market factors shall be accepted at any time during the validity of the quotation after the quotation has been received. 

	Partial Quotes
	☒ Not permitted

	Alternative Quotes
	☒ Not permitted

	Payment Terms
	☒Payments of the delivered services will be done within thirty (30) days from the date of meeting the following conditions
-80 percent upon completion of first deliverables  
-20 percent upon completion and acceptance of final report 

	Conditions for Release of
Payment

	☒ Written Acceptance of Services from UNDP Project Manager, based on full compliance with RFQ requirements

	Contact Person for correspondence, notifications and clarifications
	E-mail address: registry.ba@undp.org
Any delay in UNDP’s response shall be not used as a reason for extending the deadline for submission, unless UNDP determines that such an extension is necessary and communicates a new deadline to the Proposers.

	Clarifications
	Requests for clarification from bidders will not be accepted any later than three (3) days before the submission deadline. Responses to request for clarification will be communicated through e-mail by 14 October 2022

	Evaluation method
	☒The Contract or Purchase Order will be awarded to the lowest price substantially compliant offer
☒ Technical responsiveness/Full compliance to requirements and lowest priced offer 

	Evaluation criteria
	☒Full compliance with all requirements as specified in Annex 1 
☒Full acceptance of the General Conditions of Contract
☒ Company/organization is registered for the services in subject of this procurement 
☒ Company/organization must have at least 5 (five) years of experience as a legal entity in designing and delivering raising awareness campaigns 
☒ Minimum average annual turnover of BAM 100,000 for the last 3 years. 
☒ 	Minimum 3 contracts of similar value, nature and complexity executed over the last 3 (three) years in Bosnia and Herzegovina
☒ 	Minimum 3 recommendation letters with contact details for implemented public awareness raising campaigns in Bosnia and Herzegovina 
☒ Minimum personnel proposed for this project (at least two experts must be full time employees, qualifications and experience is provided in the section 12): 
1. Communications Expert/Team Leader
2. Designer 
3. Social Media Specialist/Content Writer

	Right not to accept any quotation
	UNDP is not bound to accept any quotation, nor award a contract or Purchase Order

	Right to vary requirement at time of award
	At the time of award of Contract or Purchase Order, Click or tap here to enter text. 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.

	Type of Contract to be awarded
	☒ Contract Face Sheet (Goods and-or Services) (this template is also utilised for Long-Term Agreement) and if an LTA will be signed, specify the document that will trigger the call-off. E.g., PO, etc.)

	Expected date for contract award.
	20 October 2022
	Publication of Contract Award
	UNDP will publish the contract awards valued at USD 100,000 and more on the websites of the CO and the corporate UNDP Web site. 

	Policies and procedures
	This RFQ is conducted in accordance with UNDP Programme and Operations Policies and Procedures 

	UNGM registration
	Any Contract resulting from this RFQ exercise will be subject to the supplier being registered at the appropriate level on the United Nations Global Marketplace (UNGM) website at www.ungm.org. 
The Bidder may still submit a quotation even if not registered with the UNGM, however, if the Bidder is selected for Contract award, the Bidder must register on the UNGM prior to contract signature.





ANNEX 1: SCHEDULE OF REQUIREMENTS (Terms of Reference)
Raising Public Awareness on Benefits of Energy Efficiency and Renewable Energy Sources
1. [bookmark: _Toc519707850][bookmark: _Toc12866247] Background information
[bookmark: _Toc12866259]
From an energy consumption perspective, Bosnia and Herzegovina (BiH) is characterized as a country with very high inefficiency in the residential, public, industrial and service sector. The average energy consumption in public buildings in the country is three times higher than in the EU, which ranks them as completely energy inefficient. Energy production and consumption, particularly in buildings, is the largest source of greenhouse gas (GHG) emissions in the country. In addition, over 80% of public sector buildings currently use fossil fuels or district heating systems that are predominantly based on coal, which is one of the harmful air pollutants.

Energy efficiency is the primary measure to reduce fossil fuels emissions into the environment, reduce pollution, enabling us to live in a healthier environment and thus mitigate the effects on our health and the planet. In addition, increasing energy efficiency of buildings results in a reduction of energy costs in both public and private budgets, contributes to the economic growth and accelerated development of the country. Implementing energy efficiency improvements also helps to cut monthly bills and therefore insulate against the financial impact of unpredictable sharp energy price increases.

As a signatory to the United Nations Framework Convention on Climate Change, BiH adopted last year an updated Nationally Determined Contributions (NDCs), scaling-up its commitment to reach GHG emission reduction of 62% compared to 1990 emission by 2050. In its NDC, BiH explicitly recognizes the potential of public sector buildings for GHG emission reduction through energy retrofit of public buildings. The adoption of the NDC is of great importance, and a critical next step will be to move from pledge into urgent action – scale-up the implementation of measures that should contribute to reducing GHG emissions and preserving the environment. 

UNDP has been working on enhancing energy efficiency of public buildings in BiH for the past decade with aim to advance climate change mitigation efforts in the country, using innovative approaches and with the goal to accelerate investments in energy-efficiency achieve transformational change. During these years, UNDP has made a significant contribution in promotion of energy efficiency in BiH. Together with partners from Government of Sweden (through project “Green Economic Development” - GED), and in cooperation with two global environmental funds, GEF and GCF (project “Scaling-up Investment in Low-Carbon Public Buildings” project - Low Carbon), UNDP has been focusing on the introduction of energy efficiency measures in the public sector across the country. So far, these activities have resulted in savings in public budgets of over 6.2 million BAM per year, reducing energy consumption in public buildings by an average of 59%, creating over 5720 green jobs, reduction of CO2 emissions by about 162,000 tons per year, improving working and living conditions for over 913,274, users, of which more than 393,310 are women.

In addition, technical assistance funds from the projects have been used to support 41 municipalities with the development and adoption of the Sustainable Energy and Climate Action Plans (SECAPs), a key document that defines the ways in which local governments will achieve their planned goals for GHG emission reduction by 2030.  Municipalities have been encouraged and trained to collect and monitor data on energy use and GHG emissions through developing, scaling-up and institutionalizing the Energy Management Information System (EMIS). 
Based on this experience and results, UNDP is fully committed and working every day to support the people and authorities of BiH to take the necessary actions towards green transition and on promotion of environmental, financial and other benefits of energy efficiency measures. The aim is to raise awareness, increase knowledge and change behavior of general public, policy and decision makers at all government levels and the media about multiple benefits energy efficiency and renewable energy sources bring to the society.
2.  Objective of the Activity

The overall objective is to promote concrete measures that UNDP is implementing through GED and LowCarbon projects that contribute to reduction of energy consumption, CO2 reduction/cleaner air, financial savings, as well as promote renewable energy sources from the aspect of the energy crises and also offer advice on energy conservation. 
Target Audience
Primary Target Groups for all activities:  

· General public - citizens living in urban and rural areas – 25 - 55 years of age
· Local self-governments in target communities (Sarajevo, Tuzla, Zenica and Banja Luka)
· SECAP local self-governments 
 
Secondary Target Group for all activities:  
· Policy and decision makers at all levels
· Public officials at all levels

Location
Bosnia and Herzegovina, with certain focus on larger cities which are the largest consumers of energy/most polluted
Specific Objectives: 
The Service provider is expected to design, develop and execute innovative public awareness campaign about multiple benefits of energy efficiency measures and renewable energy sources including economic and environmental as well as educate them about energy efficient behavior.
The proposed campaign is expected to: 
· [bookmark: _Hlk115102558]Promote concrete measures and results achieved so far through GED and LowCarbon projects
· Motivate further climate action at the local level through promotion of the SECAPs
· Increase awareness and knowledge on benefits of energy conservation
· Educate citizens how to reduce energy consumption 
· Increase knowledge on solutions and actions each individual can undertake to conserve energy and improve the air quality - including through energy saving tips
The campaign will prominently use the logos of donors and partners. 
More information about the projects and previous similar campaigns can be found at https://www.undp.org/bosnia-herzegovina and 
https://ged.ba/energetska-efikasnost/#savjeti-za-energetsku-efikasnost).

3.  Outputs/tasks

1. [bookmark: _Toc532848813][bookmark: _Toc532889585][bookmark: _Toc533026670][bookmark: _Toc12980336][bookmark: _Hlk13481452]
2. [bookmark: _Toc532848814][bookmark: _Toc532889586][bookmark: _Toc533026671][bookmark: _Toc12980337]
3. [bookmark: _Toc532848815][bookmark: _Toc532889587][bookmark: _Toc533026672][bookmark: _Toc12980338]
4. [bookmark: _Toc532848816][bookmark: _Toc532889588][bookmark: _Toc533026673][bookmark: _Toc12980339]
[bookmark: _Toc12980340]The outcomes of this assignment are design, development and execution of innovative, multimedia campaign about importance of energy efficiency and renewable energy through execution of communications activities through various channels, including on digital and traditional media. 
The Service provider should undertake the following tasks: 
· Develop a brief communications plan with the key messages for the campaign 
· Design and apply campaign visual identity 
· Design and execute outdoor media campaign
· Design and execute online and digital media campaign 
· Video production 

The Service provider will secure, execute and pay all direct and related costs for all the tasks envisioned by this RFQ.
All activities will be coordinate closely with the GED and LowCarbon Projects team and Energy and Environment (EE) Sector Communications Officer.  

[bookmark: _Hlk85816552]OUTPUT/TASK 1: Brief Communications plan with the key messages for the campaign 
The Service provider should create a brief Communications plan (up to 7 pages) for the energy conservation campaign outlying: overall approach, slogan of the campaign, key messages, and the methods for tracking the number of individuals reached and evidence. The Communications plan should be developed in the English language while the slogan and key messages should be in BHS language, and the plan should cover the activities envisioned within this RFQ. 
The Service provider will validate key messages through quick user experience research. The goal is to identify those versions of key messages, to be delivered through different communication channels, which resonate the best with the general public. Gender sensitive language should be used.
OUTPUT/TASK 2: Design visual identity for the campaign 
The Service provider should design and develop an overall visual identity for the campaign that will be applied on all materials such as banners, rostrum, media wall, description of project, billboards, etc.  Mock-up files should be submitted and all logos as per instructions given by UNDP staff.
The Service Provider should propose at least two (2) designs for UNDP to choose from. Only selected Service provider will provide design and only one idea will be used for the campaign. 
OUTPUT/TASK 3: Outdoor media promotion 
The Service provider should conceptualize, design, and produce an outdoor campaign that will be displayed at the static, strategic and premium LED/Video billboards in minimum 4 positions in each location where the campaign will be executed (Sarajevo, Tuzla, Zenica and Banja Luka).
Each billboard will on a daily basis promote tips and advice for proper energy usage and conservation. The concept should be in line with the overall campaign. 
The Service provider will cover all related expenses for media planning and media buying of advertising space as well as provide design, video, setup for the campaign, etc. The LED/video billboards should have all permissions by competent authorities. 
 
OUTPUT/TASK 4: Online and digital media campaign 
The following criteria should be fulfilled:
· The campaign should reach at minimum 300.000 citizens. 
· Campaign should last from end of October 2022 till December 2023.
· In total 20 social media posts should be created. The posts will be published and promoted in the following order in October, November, December.
· The promotion should include: 
· Google (display and search), Facebook and Instagram platforms (through Facebook Business Manager on UNDP BiH account)
· Minimum four (4) the most visited news portals in the country, with focus on Sarajevo, Tuzla, Zenica and Banja Luka.
· Any other channels which fit the proposed concept and the overall goal of the campaign.

The social media plan should contain a timetable of publishing content on UNDP’s social media channels (Facebook, Instagram), with recommendations on content that should be sponsored, with appropriate parameters.

Service provider is also expected to propose social media influencers interested in the climate action and protection of environment to participate in and promote the campaign. 

Creativity and innovation in conceptualizing social media content are encouraged, including creative use of illustration and/or animation. 

The social media content will be optimized for each channel and prepared in BCS and English languages, while assuring that it is grammatically correct and written in understandable, engaging and simple language.

Copyrights should be always secured. 

Note: The costs of social media ads/boosting of posts should be included in the budget submitted by the Service provider. 

OUTPUT/TASK 5: Video production 
Production of the three (3) human interest video stories featuring statements of beneficiaries of energy efficiency measure per type of institution that benefited from these works (Education: secondary and elementary schools, kindergartens, Health: health centers, Culture: cultural centers) from four (4) locations in BiH (Sarajevo, Banja Luka, Tuzla and Zenica). The project teams will define filming locations together with the selected Service provider.  

Service provider would also be tasked to editing existing SECAP videos into one (1).
Each video will be up to three minutes in length. 
Directorial framework of the human development stories demands to deliver communication messages in an engaging and visually appealing format, resulting strong emotional or rational message, as needed. The main story must be logical and explained in proper manner, to assure high level of understanding.   
 
General video structure 
· Opening credits 
· Introduction 
· Main story  
· Conclusion 
· Closing Credits 
 
The video production will be conducted in three stages, pre-production, production and post-production, which starts with detailed plan.  
During pre-production stage, the Service provide will develop story scenarios, based on the input of the UNDP. 
Production stage follows upon selection of topics and participants for each video. Service provider will take statements from the selected beneficiaries from four (4) locations (Sarajevo, Banja Luka, Tuzla and Zenica) and make footage, in accordance to the approved Scenario.  
High-end recording equipment will be required. 
During production stage, in parallel with the field filming, teams for graphic animation will work on animating graphic elements, to achieve time efficiency, enabling faster and more productive post-production process. 
 
During Post-production stage video editing, including color corrections and incorporation of the animated graphic elements will be applied as well as audio mastering, which includes music background, sound effects, if needed and incorporation of the Voice Over. 
After full A/V post-production, video will be delivered to the UNDP team for approval. The video that is approved by the UNDP staff will be subtitled in BiH and English. Final videos will be also delivered in formats for TV broadcasting, as well as online distribution. Videos to be produced in HD format (MP4 for YouTube and website faster and easier upload). 






The Service provider will provide services having in mind following ToR requirements: 
· Production of the three (3) human interest video stories in four (4) locations in Bosnia and Herzegovina. Each video story will be up to three minutes in length. The UNDP team will define filming locations together with the selected Service provider.  All videos will be developed by the end of 2022.  
· Develop a pre-production, production and post-production phase plan, including story scenarios.  
· Make necessary preparations and secure approvals prior the filming. 
· Field visits with filming, where applicable and if feasible filming on selected locations will be organized prior and after realization measures undertaken within the project. 
· Provide subtitles in BiH and English in video formats adjusted for TV broadcasting and social media. 
· Videos to be produced in HD format (MP4 for YouTube and website faster and easier upload). 
· Video should have some graphic and animation elements. 
· Video should use new video footage. 
· Statements from beneficiaries, partners, etc. 
· Developed in line with the latest industry standards.  
· UNDP branding guidelines will be applied.  
 
4.  	Approach and Methodology 
This section should demonstrate the Offeror`s in-depth understanding of the purpose and objectives of the ToR and provide the Offeror`s approach to structuring and most effective implementation of the service. In addition, this section should clearly show the Offeror`s understanding and sufficient detailed consideration of all important aspects of the service with regard to execution of the envisioned campaign. 

This section should propose the Offeror`s vision and approach to organizing and performing the tasks as stated within the ToR and as per the overall scope and objectives of the service in the most logical, realistic, efficient and relevant to the context in BiH manner. 

This part shall also contain a general work plan, which illustrates the anticipated workflow and timeframe of implementation of the tasks and activities.
5.  Deliverables and expected outputs
The Final report should include:
· 	All items stated under the activity in this ToR
· 	Statistics on number of individuals reached throughout the campaign. 
· Professional photography’s. 
· Detailed report on PR activities. 
· Detailed report on social media campaign – reach, likes, engagement. 


	
	Activity (as per TOR)
	Estimated completion deadline

	Deliverable 1

	Develop a brief communications plan with the key messages
Design and apply campaign visual identity 
Initial design and booking for outdoor promotion Design and execute social media campaign
	
November 2022

	Deliverable 2
	Execute outdoor media promotion 

Final report
	November – December 2022
December 2022



All reports are to be submitted in English language. The Contractor must perform corrections if significant errors/mistakes are identified.
6. [bookmark: _Toc12866260] Key Performance Indicators and Service Level
Key performance indicators are as follows:
· 	All activities completed by defined deadlines and reports delivered in time.
· [bookmark: _Toc12866261]	All key activities and deliverables will be subject to review by UNDP team and Project partners.   
7.  Governance and accountability
Monitoring and evaluation of the Service Provider’s work will be conducted by the UNDP Project Manager. Service provider will submit monthly reports on progress of all activities. UNDP withholds the right to request periodical updates/reports on particular issues. All reports will be submitted in writing to the above listed persons.
UNDP might request of Service Provider to liaise with respective UNDP partners during the implementation of the activities.
Due to complexity of the tasks, Service Provider will need to appoint at least one person who will at all times be responsible for keeping track of plans, activities, progress reports and ongoing issues.
8. [bookmark: _Toc12866262] Facilities to be provided by UNDP
[bookmark: _Toc12866263]The Contractor will be provided with energy tips. However, Contractor’s obligation is to ensure all required data in order to provide the required deliverables. 
9.   Expected duration of the contract 
The intended commencement date is October 2022 and period of implementation of the contract will be till the end of December 2022.
10. [bookmark: _Toc12866264]  Duty Station
Activities will be conducted at the premises of the service provider and the locations throughout Sarajevo Canton subject to this ToR.
11. [bookmark: _Toc12866265] Professional qualification of the successful contractor and its key personnel
[bookmark: _Toc12866273]This section should provide information of the Offeror, to include the year and state/country of incorporation and a brief description of the Offeror’s previous and present activities most relevant to this ToR, as well as description of specific knowledge and previous experience in areas within the scope of this Quotation, structured in the following manner:
· Vendor is legally registered entity.
· Minimum five (5) years of relevant experience;
· 	Minimum 3 contracts of similar nature, value and complexity executed over the last 5 (five) years in Bosnia and Herzegovina
· List and value of projects similar to the subject of procurement, performed for the last 3 years plus client’s contact details who may be contacted for further information on those contracts.
· Statement of satisfactory Performance (Certificates) from the top 3 clients in terms of design and execution of public awareness campaign in Bosnia and Herzegovina. 
· Minimum average annual turnover of BAM 100,000 for the last 3 years;
· Strong creative skills – visualization and proven track record;
· Good and proven experience and skills on general communication and co-operation
· Expertise of Offeror’s full time employed employees or independent consultants, with the following minimum staff requirements (at least two experts must be full time employees):

	Staff`s profile
	General responsibilities in relation to carrying out the assignment 
	Required Competencies and Conditions

	[bookmark: _Hlk77781568]Communications Expert/Team Leader 
	Lead the team, responsible for the preparatory, implementation and post-implementation of the assignment. 
Creates communications plan and the key messages, press releases, content, supervises other team members and secures quality assurance and serves as a contact point for UNDP. 
	· Degree in communications, economy, management, or a related field.
· Minimum seven (5) years of professional experience related to strategic communications, media, public relations.
· Full time employee of the service provider.



	Graphic Designer 
	Create all designs for the campaign 
	· Degree in graphic design or a related field with minimum five (5) years of experience

	Social Media Specialist/Content Writer
	Responsible to develop and ensure implementation of social media content
	· Minimum three (3) years of specific experience relevant to the assignment 
· Strategy, optimization, reporting with emphasis on Facebook/Instagram Ads 
· Full time employee of the service provider.




12.  Price and Schedule of Payments
Payments of the delivered services will be done according to the following timetable:
· 80 percent upon successful completion of activities envisioned under Deliverable 1 in November 2022.
· 20 percent upon submission and approval of final report related to all deliverables in December 2022.



















ANNEX 2: QUOTATION SUBMISSION FORM
Bidders are requested to complete this form, including the Company Profile and Bidder’s Declaration, sign it and return it as part of their quotation along with Annex 3: Technical and Financial Offer. The Bidder shall fill in this form in accordance with the instructions indicated. No alterations to its format shall be permitted and no substitutions shall be accepted. 
	Name of Bidder:
	Click or tap here to enter text.
	RFQ reference:
	Click or tap here to enter text.	Date: Click or tap to enter a date.



Company Profile
	Item Description
	Detail

	Legal name of bidder or Lead entity for JVs
	Click or tap here to enter text.
	Legal Address, City, Country
	Click or tap here to enter text.
	Website
	Click or tap here to enter text.
	Year of Registration
	Click or tap here to enter text.
	Legal structure
	Choose an item.
	Are you a UNGM registered vendor?
	☐ Yes  ☐ No 								If yes, insert UNGM Vendor Number

	Quality Assurance Certification (e.g. ISO 9000 or Equivalent) (If yes, provide a Copy of the valid Certificate):
	☐ Yes  ☐ No                    

	Does your Company hold any accreditation such as ISO 14001 or ISO 14064 or equivalent related to the environment? (If yes, provide a Copy of the valid Certificate):
	☐ Yes  ☐ No

	Does your Company have a written Statement of its Environmental Policy? (If yes, provide a Copy)
	☐ Yes  ☐ No

	Does your organization demonstrate significant commitment to sustainability through some other means, for example internal company policy documents on women empowerment, renewable energies or membership of trade institutions promoting such issues (If yes, provide a Copy)
	☐ Yes  ☐ No

	Is your company a member of the UN Global Compact 
	☐ Yes  ☐ No

	Bank Information
	Bank Name: Click or tap here to enter text.
Bank Address: Click or tap here to enter text.
IBAN: Click or tap here to enter text.
SWIFT/BIC: Click or tap here to enter text.
Account Currency: Click or tap here to enter text.
Bank Account Number: Click or tap here to enter text.

	Previous relevant experience: 3 contracts

	Name of previous contracts
	Client & Reference Contact Details including e-mail
	Contract Value
	Period of activity 
	Types of activities undertaken

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 
Bidder’s Declaration
	Yes
	No
	

	☐	☐	Requirements and Terms and Conditions: I/We have read and fully understand the RFQ, including the RFQ Information and Data, Schedule of Requirements, the General Conditions of Contract, and any Special Conditions of Contract. I/we confirm that the Bidder agrees to be bound by them.

	☐	☐	I/We confirm that the Bidder has the necessary capacity, capability, and necessary licenses to fully meet or exceed the Requirements and will be available to deliver throughout the relevant Contract period.

	☐	☐	Ethics: In submitting this Quote I/we warrant that the bidder: has not entered into any improper, illegal, collusive or anti-competitive arrangements with any Competitor; has not directly or indirectly approached any representative of the Buyer (other than the Point of Contact) to lobby or solicit information in relation to the RFQ ;has not attempted to influence, or provide any form of personal inducement, reward or benefit to any representative of the Buyer. 

	☐	☐	I/We confirm to undertake not to engage in proscribed practices, , or any other unethical practice, with the UN or any other party, and to conduct business in a manner that averts any financial, operational, reputational or other undue risk to the UN and we have read the United Nations Supplier Code of Conduct :https://www.un.org/Depts/ptd/about-us/un-supplier-code-conduct and acknowledge that it provides the minimum standards expected of suppliers to the UN.

	☐	☐	Conflict of interest: I/We warrant that the bidder has no actual, potential, or perceived Conflict of Interest in submitting this Quote or entering a Contract to deliver the Requirements. Where a Conflict of Interest arises during the RFQ process the bidder will report it immediately to the Procuring Organisation’s Point of Contact.

	☐	☐	Prohibitions, Sanctions:  l/We hereby declare that our firm, ultimate beneficial owners, its affiliates or subsidiaries or employees, including any JV/Consortium members or subcontractors or suppliers for any part of the contract is not under procurement prohibition by the United Nations, including but not limited to prohibitions derived from the Compendium of United Nations Security Council Sanctions Lists and have not been suspended, debarred, sanctioned or otherwise identified as ineligible by any UN Organization or the World Bank Group or any other international Organization.

	☐	☐	Bankruptcy: l/We have not declared bankruptcy, are not involved in bankruptcy or receivership proceedings, and there is no judgment or pending legal action against them that could impair their operations in the foreseeable future.

	☐	☐	Offer Validity Period: I/We confirm that this Quote, including the price, remains open for acceptance for the Offer Validity.  

	☐	☐	I/We understand and recognize that you are not bound to accept any Quotation you receive, and we certify that the goods offered in our Quotation are new and unused.

	☐	☐	By signing this declaration, the signatory below represents, warrants and agrees that he/she has been authorised by the Organization/s to make this declaration on its/their behalf.




Signature: 	
Name: 	Click or tap here to enter text.
Title:	Click or tap here to enter text.
Date:  	Click or tap to enter a date.

ANNEX 3: TECHNICAL AND FINANCIAL OFFER - SERVICES
Bidders are requested to complete this form, sign it and return it as part of their quotation along with Annex 2 Quotation Submission Form. The Bidder shall fill in this form in accordance with the instructions indicated. No alterations to its format shall be permitted and no substitutions shall be accepted.
	Name of Bidder:
	Click or tap here to enter text.
	RFQ reference:
	Click or tap here to enter text.	Date: Click or tap to enter a date.



Technical Offer
Provide the following:
· a brief description of your qualification, capacity and expertise that is relevant to the Terms of Reference.
· a brief methodology, approach and implementation plan; 
· team composition and CVs of key personnel 
Financial Offer
Provide a lump sum for the provision of the services stated in the Terms of Reference your technical offer. The lump sum should include all costs of preparing and delivering the Services. All daily rates shall be based on an eight-hour working day.
Currency of Quotation: Click or tap here to enter text.
	Ref
	Description of Deliverables
	Price 

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	
	
	

	Total Price
	



Breakdown of Fees
	Personnel / other elements
	UOM
	Qty
	Unit Price
	Total Price

	Personnel
	
	
	
	

	e.g. Project Manager/Team Leader
	day
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other expenses
	
	
	
	

	International flights
	
	
	
	

	Subsistence allowance
	
	
	
	

	Local Transportation 
	
	
	
	

	Communication
	
	
	
	

	Other Costs: (please specify)
	
	
	
	

	Total 
	
	
	
	



Compliance with Requirements
	

	You Responses

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

	Delivery Lead Time
	☐	☐	Click or tap here to enter text.
	Validity of Quotation
	☐	☐	Click or tap here to enter text.
	Payment terms
	☐	☐	Click or tap here to enter text.
	Other requirements [pls. specify]
	☐	☐	Click or tap here to enter text.


	I, the undersigned, certify that I am duly authorized to sign this quotation and bind the company below in event that the quotation is accepted.

	Exact name and address of company
Company NameClick or tap here to enter text.
Address: 			Click or tap here to enter text.
					Click or tap here to enter text.
Phone No.:		Click or tap here to enter text.
Email Address:	Click or tap here to enter text.
	Authorized Signature: 									
Date:				Click or tap here to enter text.
Name:			Click or tap here to enter text.
Functional Title of Authorised 
Signatory:		Click or tap here to enter text.
Email Address: 	Click or tap here to enter text.
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