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INVITATION TO BID LETTER

Date: 09 Febryary, 2015
Subject: Invitation to Bid No. B-GEO-2015-002 
This Invitation is issued in Lieu of Invitation No B-GEO-2015-002 in respect of which an award will not be made

UNICEF Tbilisi wishes to enter into a Long Term Arrangement for the period of March 2015– June 2016 for providing video production services 

1. Accordingly, we enclose our Invitation to Bid No. B-GEO-2012-002 and you are requested to:

(a) Submit your bid with unit price(s) in USD, as instructed, on or before bid closing time.

(b) Note that failure to bid in USD, or in accordance with the requested terms, will result in automatic invalidation of your bid.     
 

2. In addition, please note that:

(a) The quantities stated in the bid are estimates only; any agreement that UNICEF subsequently enters into with a supplier, will not obligate UNICEF to purchase any minimum or maximum quantity/monetary value; and ceiling prices must remain fixed for a minimum period of 6 months;

(b) UNICEF is tax exempt (VAT, customs, etc). Kindly ensure that all price(s) quoted in USD are excluding tax (VAT); 

(c) UNICEF is authorized to procure goods only outside the bonded area. That means that the supplies should be imported on supplier’s name and prices should include customs and duties that required for delivery to UNICEF office. CIP delivery term is not acceptable.

(d) This is a sealed bid and you must adhere to the response instructions in the bid;

(e) It is important that you read all of the provisions of the bid, to ensure that you understand UNICEF’s requirements and can submit an offer in compliance with them. This includes submission of ALL documents requested, and completion of item texts underneath each item in the bid. Note that failure to provide requested documents or complete the item texts, may result in invalidation of your bid;
(f) Evaluation criteria will be based on reliability of the supplier, the best price and delivery terms. 

Please note that your bid duly sealed must reach our office by 15:00 hours of 23 February 2015 and the bids will be opened publicly at 15:00 hours same day as indicated in the attached bid format.

Regards,

George Chipashvili
OIC Operations Manager, UNICEF Tbilisi

I N V I T A T I O N  T O

LONG TERM ARRANGEMENT B I D
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UNITED NATIONS CHILDREN’S FUND (UNICEF)
Wishes to enter a Long Term Arrangement for providing 

Video Production services
Bids (sealed envelopes with reference B-GEO-2015-002) should content the completed 

1. BID FORM (pages 3-7) and 
2. SUPPLIER PROFILE FORM (template enclosed).

Sealed bids will be received at the UNICEF Tbilisi (to be placed in sealed tender box) up to 15:00 hours of 23 February 2015 to be publicly opened at 15:00 hours the same day. 
Bids shall be hand delivered to:

Operations Section of UNICEF Tbilisi office located at IV Floor of UN House, 9 Eristavi Street, Vake, Tbilisi 0179, Georgia, Tel: 2232388/251130, Fax: 2251236, or should be send by e-mail, address is : geosupply@unicef.org (please indicate subject line : B-GEO-2015-002)
IMPORTANT – Your offers should be submitted in English using the attached format. Bids received in any other manner or without completed Supply Profile Form will be INVALIDATED.

Signed by:
                                                                                                     

George Chipashvili, OIC Operations Manager, UNICEF Tbilisi


BID FORM
BID FORM
BID FORM (pages 3-6) must be completed, signed and returned to UNICEF.

Bid must be made in accordance with the instructions contained in this INVITATION.

TERMS AND CONDITIONS OF CONTRACT
Any Purchase Order resulting from this INVITATION shall contain UNICEF General Terms and Conditions and any other Specific Terms and Conditions detailed in this INVITATION.

INFORMATION
Any request for additional information regarding this INVITATION should be forwarded in Supplier's own envelope without reference to the INVITATION in order that the letter may be opened in the normal course of business. This letter should be addressed only in this case for the attention of Mr.George Chipashvili, OIC Operations Manager. The Undersigned, have read the Terms and Conditions of INVITATION No. B-GEO-2015-002 set out in the attached document hereby offers to supply the goods specified at the price or prices quoted, in accordance with any specifications stated and subject to the Terms and Conditions set out or specified in the document.

Signature/Seal:

______________________________________________________________________ 

Date:


______________________________________________________________________                                                                                                                  

Name & Title:

______________________________________________________________________                                                                                                          

Company:

______________________________________________________________________
                                                                                                               

Postal Address:

______________________________________________________________________                                                                                                         
Tel No.:

______________________________________________________________________                                                                                                                
Fax No.:

______________________________________________________________________                                                                                                       
Validity of Offer:
______________________________________________________________________

SPECIFICATIONS AND QUANTITY
TERMS OF REFERENCE

Selection of video studios   

February, 2015

Tbilisi, Georgia 
 Purpose of Assignment:  

UNICEF Georgia invites applications from interested video studios to collaborate with UNICEF on video production on a long-term basis. The purpose of the consultancy is to develop multi-media source material on a quick turnaround, under tight and variable deadlines:

UNICEF seeks to have the following services: 

a) Produce two min videos highlighting the UNICEF’s ongoing activities or the situation of children in English and in Georgian.              
· To develop a concept scenarios for each 2 min videos based on the creative brief provided by UNICEF in advance of each assignment;

· After finalization of the scenarios to develop shotlists and the relevant scripts in consultation with UNICEF; 

· After approval of scripts to undertake necessary filming for the video in pre-defined spots in Tbilisi and elsewhere, if needed;  

· To do necessary editing and dubbing in Georgian and in English;   

· To provide final videos on DVD to UNICEF based on the technical specifications as described below.

b) Duplicate videos on DVDs and prepare a special design cover for wider distribution. 

c) Undertake filming of major events and activities and produce videos of important speeches, interviews. 

d) Perform editing of existing videos. 
Duty Station: Tbilisi with possible travel to different regions expected. The budget should specify costs in and outside Tbilisi.
Supervisor:  Maya Kurtsikidze, Communication Officer, UNICEF Georgia   

Technical instructions

All material should ideally be shot in 16:9HD 1080.

Shot‐list, Scripts, Production Notes and careful labeling of tapes are essential.

Package instructions:

For each story you should produce a package with the following components:

--‐ Split version* (no mixing of audio tracks)

--‐ Script and shotlist with full names, ages and titles of each character in the story 

--‐ Broll selects (at least 5 minutes) and broll shotlist. Each shot should be at least 5 seconds.

--‐Photos with captions and credits

--‐ There should be no lower thirds and no graphics, including UNICEF slates and toolkit.

--‐ Please do not use "L" cuts, transitions, no broll over soundbites, and no effects.

--‐ Please do not start your story with a soundbite or end your story with a soundbite.

--‐ The cut news or feature story should not be much longer than 2 minutes!

--‐ Compression to FTP: H.264 video at 12000kbps; AAC Audio at 256kbps

*Split version has A1: Narration. A2: Natural sound. All soundbites should be on the natural sound track.

UNICEF will provide a detailed outline per each assignment/filming. 

Performance indicators:

· Quality and quantity of multimedia source materials

· Timeliness, accuracy, and efficiency

· Delivery of all materials as per specifications 

Qualifications or specialized knowledge/experience required:

· Superb filmmaking and reporting skills 
· Highly responsible sense of journalistic ethics and in-depth understanding of child protection issues in the broadcast environment;
· Demonstrated technical competence;

· Experienced in developing multimedia source content;

· Familiarity with international development issues a plus;

· Ability to deliver products on time and within budget.

Payment will only be made for work satisfactorily completed and accepted by UNICEF.

The contractor takes responsibility of meeting agreed deadlines. These must be agreed before work commences. In case of failure of meeting the agreed deadline, UNICEF keeps the right to apply appropriate financial penalties up to the full cost of the material. 

Submissions:

- Cover letter specifying the availability and timing; 

- Profile of the studio, portfolio; 

- Budget (costing per video/service – a,b,c,d) see detailed description of the services above in Service paragraph
For additional information please contact UNICEF Communication Officer Maya Kurtsikidze, tel.: 2 23 23 88 / 2 25 11 30, ext 229. mkurtsikidze@unicef.org 

The interested candidates are requested to submit their proposal either by e-mail at:  Geosupply@unicef.org with Ref. subject: video studios, or in a sealed envelope which should be placed in the respective vacancy box, located in the Entrance Hall of the UN house, 9 R. Eristavi Street, Tbilisi 0179, Georgia. Incomplete applications will not be considered

Deadline – 15:00, 23 February, 2015.

Only selected candidates will be contacted. 
SPECIAL NOTES

1
PAYMENT TERMS. Offers requesting prepayment or Letter of Credit will not be considered.  UNICEF will encourage bank transfer after receipt of order based on supplier invoice and delivery acceptance confirmation.

 2
PAYMENT CURRENCY. Bidders must quote in US Dollars. The payment will be proceeding in GEL by UN Exchange rate on a day of payment.
3
VALIDITY OF OFFER. The offer must be valid for minimum of 6 (six) months from the date of opening of Bids.

4
INSPECTION. The Supplier must allow UNICEF’s representative(s) full access at all reasonable times to the company’s premises for the purpose of carrying out inspection and/or operational tests.

SPECIFIC TERMS AND CONDITIONS

1. LONG TERM ARRANGEMENT

1.1 UNICEF wishes to enter into non-exclusive Long Term Arrangement(s) (“LTA”) for the procurement of the items listed above, as required from time to time during the term of the LTA. It will be a provision of such Arrangement(s), that UNICEF will not be committed to purchase any minimum quantity of these items, and that purchases will be made only if and when there is an actual requirement. UNICEF shall not be liable for any cost in the event that no purchases are made under any resulting LTA(s).

1.2 The quantities outlined in this bid, are an estimated forecast of the total requirement for the proposed duration of the LTA. The estimates are provided in good faith and shall not in any way, be deemed to be a commitment on the part of UNICEF regarding any quantity for future purchases.

1.3 Purchases will be made against Purchase Orders to be issued by UNICEF in accordance with the terms and conditions of any resulting LTA(s). Actual quantities to be purchased, will vary from Purchase Order to Purchase Order.
2. TERM 

2.1 The proposed LTA shall be valid for an initial period of 16 months (March 2015 – June 2016), with a right of renewal for an additional period of 3 months (July – September 2016). Prices offered by bidders, shall constitute maximum ceiling prices and shall remain fixed for minimum 6 month period from the date of Bid Opening, provided however that:

(a) The successful bidder shall have the right to review its prices after 6 months from the date of Bid Opening and shall notify UNICEF in writing 30 days prior to the 6 month expiry, of price maintenance or a proposed price decrease or increase. UNICEF shall be entitled to either accept the price decrease/increase or to cancel the LTA, and shall notify the bidder in writing of its decision;

(b) In the event that the successful bidder is able to offer UNICEF a discounted price on placement of bulk orders, the unit prices shall be reduced for specific Purchase Orders.

3. PRICES AND DISCOUNTS

3.1 Bidders are requested to:

(a) Provide unit prices in USD, that will remain firm, subject to the right to review as outlined in clause 2. Failure to quote in USD will invalidate the bid;

(b) Point discounts applicable for bulk purchases.

3.2 UNICEF standard payment term is a bank transfer within a week after receipt of COMPLETE PAYMENT DOCUMENTATION – confirmed Invoice and Delivery Acceptance Certificate as specified in the Purchase Order. Time will be computed from the date of receipt at UNICEF office of complete payment documentation. 
4. SUPPLIER EVALUATION: Unless the same information has been provided within the last 12 months, the successful bidder(s) will be requested to provide information described in the Supplier Profile Form (which is referred to in INSTRUCTIONS TO BIDDERS). This information and supporting documents such as Annual Report, Audited Financial Statement, Registration Certificate, Quality System Certificate, etc, will be used by UNICEF for evaluation and approval purposes before making an award. It is in the interest of the bidders to provide information as complete as possible, as awards will only be made to suppliers who meet UNICEF’s supplier selection criteria. 
5. GENERAL TERMS AND CONDITIONS: The UNICEF General Terms and Conditions attached to this bid, shall apply to any resulting LTA and related Purchase Orders. In the case of any inconsistencies, the following order of precedence shall prevail: (a) The UNICEF General Terms and Conditions; (b) The LTA; (c) The Purchase Order.
6. DOCUMENTATION: UNICEF reserves the right to request bidders to provide, upon request, copies of internal quality control test results or certificate of analysis conducted at independent laboratories, certificates of approval by the respective government, health or local authority for the manufacture and /or sale of the item.
Please quote Bid# B-GEO-2015-002 in all future correspondences on this matter.














ITB Prepared by		Akaki Khvedelidze


IT Assistant
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