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Date: 6 November 2018
Subject: Invitation to Bid No : B-GEO-2018-004
UNICEF Tbilisi wishes to enter into a Long-Term Arrangement for the selection of multimedia visualization/production Company
1. Accordingly, we enclose our Invitation to Bid No. B-GEO-2018-004 and you are requested to:

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

(b) Note that failure to bid in GEL, 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 GEL 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 terms 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 22 November 2018 and the bids will be opened publicly at 15:00 hours same day as indicated in the attached bid format.

Regards,

Vakhtang Akhaladze
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 the selection of multimedia visualization/production Company
Bids (sealed envelopes with reference B-GEO-2018-004) should content the completed BID FORM (pages 3-6) 

Sealed bids will be received at the UNICEF Tbilisi (to be placed in sealed tender box) up to 15:00 hours of 22 November 2018 to be publicly opened at 15:00 hours the same day. One representative from each bidding company may attend the bid opening. 

Bids should be delivered to:

UNICEF Tbilisi, UN House, I Floor, 9 Eristavi Street, Vake, Tbilisi 0179,, Georgia, Tel; 232388/251130, Fax: 251236.
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:
                                                                                                     

Vakhtang Akhaladze, Operations Manager, UNICEF Tbilisi

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. Vakhtang Akhaladze, Operations Manager. The Undersigned, having read the Terms and Conditions of INVITATION No. B-GEO-2018-004 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:
_________________________________________________________
Announcement for the selection of multimedia visualization/production Company 

UNICEF Georgia

October 2018

Rationale and context of the assignment: Communication at UNICEF comprises Web, Social Media and Multimedia teams working together to create compelling public-facing content and to provide digital services within the organization. Through multiple platforms and in multiple languages, UNICEF draws attention to the many facets of its work, encouraging public support, participation and action, as well as ensuring greater transparency and accountability. 

Animated videos, infographics, interactive digital newsletters, video stories for distribution via unicef.ge, YouTube, news media and other outlets and platforms – all are a part of our digital storytelling. Leaflets, printed newsletters and publications, branded office supplies (pens, folders, notepads, etc.) are all part of the UNICEF’s visibility and should be in line with global guidelines and brandbook. 

UNICEF Georgia seeks to identify Multimedia Visualization company/designers who will be on the UNICEF roster and undertake all necessary actions to produce designs, multimedia visual content, as well as visibility materials as needed for the UNICEF Georgia’s ongoing programmatic work. The consultants will also support in data visualization efforts analyzing data with the aim of telling the compelling stories using the specific data related to the region and designing infographics for various development and humanitarian issues.  The tasks include: conceptualizing, designing and making design/layouts of different publications; analyzing data and producing infographics or multimedia data visualization tools.

Becoming a pre-qualified consultant in the UNICEF Roster is a one-off standard application that opens the door for potentially multiple assignments within a three-year period. Once pre-qualified, consultants will be eligible for direct recruitment by UNICEF Georgia. Over the three-year period, UNICEF will make extensive use of the roster for eligible consultancy requirements; this is therefore, a unique opportunity for any interested and qualified consultant to submit one single application and if entered into the Roster, be immediately considered for any future assignments by UNICEF in the relevant area of expertise.
2) Scope of Work: Design and execute multimedia visual content – animated videos, infographics, factographs and other data visualization tools, digital newsletters for UNICEF Georgia’s online and social platforms on ad hoc basis; design and print newsletters, survey reports and publications; branded supplies.

3) Responsibilities: 

· Under the direction of the Communication Officer, personally research, structure, develop, assemble and produce multimedia content or content packages (animated/graphic videos, infographics, online digital newsletters, gifs, interactive content, etc.) for scheduled events and other areas related to UNICEF Programs. 

· Develop multimedia visual packages on a quick turnaround, under tight and variable deadlines for social media and other online and broadcast platforms. 

· Develop and design branded materials – pens, notepads, folders, etc. 

· Develop print-ready layouts of UNICEF publications like brochures, newsletters, desk calendars, books; advise on a design concept and format/design/layout in line with the UNICEF brand guidelines; after finalizing design in close consultation with UNICEF Communications Officer, finalize print-ready version of a particular publication and send it to the selected printing house. The company should keep an archive of all the materials and provide print ready working files to UNICEF. 

· Undertake animated/graphic video production and post-production, including all related technologies. 

· The multimedia visualization company should have all required equipment and supplies. 

· Work with visual multimedia files in multiple formats. 

· Produce these visual packages into final, published content on the UNICEF website within a content management system environment. 
4) Deliverables, Costs and Timeframe, Details of how the work must be delivered 

	Deliverables
	Price offer - GEL

	DESIGN/PRODUCE

	Simple, animated videos up to 1 min long with text, suitable for social media campaigns -- with iconic graphic elements
	

	Simple, animated videos up to 1 min long with text, suitable for social media campaigns - with customized illustrations
	

	Simple, animated videos up to 1 min long with text, suitable for social media campaigns - with customized illustrations and more detailed animations
	

	Infographic - with iconic graphic elements
	

	Infographic - with customized illustrations
	

	Fractography - with iconic graphic elements
	

	Fractography - with customized illustrations
	

	Plaque
	

	Certificate
	

	Greeting card
	

	Invitation
	

	Social media GIF
	

	Leaflet 
	

	Report/Publication design and layout (30-50 pages)
	

	Newsletter design and layout (20-24 pages)
	

	Digital newsletter design
	

	Desk calendar
	

	T-shirt 
	


5) Supervisor: Communication Officer. 

6) Performance indicators for evaluation of results: 

· Professional delivery of services and tasks cited above. 

· Timely delivery of deliverables and adherence to timeline and set deadlines. 

7) Qualifications or specialized knowledge/ experience required: 

· Experience in design and visual content production

· Experienced in developing content for multi-media platforms, including social media 

· Experience using motion graphics 

· Knowledge of digital platforms, engagement and strategy 

· Experience writing creative scripts and producing animated video content for social engagement

· Skilled in the following industry tools: Adobe Creative Cloud, Final Cut, After FX and Pro Tools 

· Experience in animated video production and editing 

· Timeliness, accuracy and efficiency

· Creativity and a comprehensive knowledge of the production process

· Ability to deliver products on time and within agreed budget

8) Payment Terms: Payment on submission of deliverables approved by supervisor. 

UNICEF recourse in case of unsatisfactory performance: 
Payment will only be made for the work satisfactorily completed and accepted by UNICEF.
HOW TO APPLY:
Interested candidates are kindly requested to submit:

(a) Company profile

(b) Portfolio 

(c) Fee per service  
For additional questions contact to Nino Dzotsenidze ndztosenidze@unicef.org 2251130 #229 
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 GEL. 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 period of December 2018 – June 2020), with a right of renewal for an additional period of 6 months (December 2020). Prices offered by bidders, shall constitute maximum ceiling prices and shall remain fixed for 6 month periods 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 GEL, that will remain firm, subject to the right to review as outlined in clause 2. Failure to quote in GEL 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-2018-004 in all future correspondences on this matter.











ITB Prepared/Finalized by: 	


IT Assistant
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