SAARC Development Fund
Request for Proposal
For Selection of
Public Relations Agency/ Integrated Communication Agency &Media for SDF
Date of issue – October 4, 2019
1. Introduction: SAARC Development Fund (SDF) with its Secretariat at Thimphu, Bhutan, was inaugurated by the Heads of State/ Governments of SAARC member states in April 2010 during the 16th SAARC summit in Thimphu. The objectives of SDF are (i) To promote the welfare of the people of SAARC Region, (ii) To improve their quality of life, and (iii) To accelerate economic growth, social progress and poverty alleviation in the SAARC Region and (iv) To bring about Regional integration among the SAARC member states. 
2. The SDF wishes to tap and utilize the services of a PR /Integrated Communications firm for the following major activities:

A. Develop an Integrated holistic PR and Communications Strategy: 
· To disseminate information on its activities & projects to all the SAARC Member States for the benefit of the general public and concerned stakeholders. Analyze the SDF activities, find the positive messages and translate those messages into positive media stories. 
· Execute communications programs which ensure that SDF’s positioning, internal communications, stakeholder engagement and media relations all tell a consistent story about SDF 
· Help SDF in creating different corporate documentary films/ short duration films covering its projects. 

· Help SDF in organizing various events, road shows, meetings etc in Member States.
· Develop and implement a PR strategy for the next 1 year
· Implementation of a sophisticated plan to increase visibility and credibility about SDF and position SDF as an umbrella financial institution of SAARC projects and programs

· Support on partnerships with regional and international organizations, financial institutions, industry key players etc

· Co-op initiatives (co-branding, cooperative PR events, etc.)

· Provide key messages to be used in all press and PR materials in consultation with SDF staff (key messages provided should be in-

· line with the overall positioning plan included in the PR strategy);

· Draft and edit PR materials such as press releases, news items, editorials/op-eds, talking points, speeches and website content, in consultation with SDF staff, allowing sufficient time for revision and approval, including the SDF Newsletter, Bulletin and website;

· Assist with copywriting and translation for PR and communications materials as and when needed

· Provide comprehensive PR support to maximize the impact of launches related to SDF’s projects and programs including publications, reports, websites, and tools; 

· Ensure effective dissemination of all SDF’s projects/programs, messages, multimedia, and news items to relevant target audiences;

· Maximize the impact of SDF’s presence during regional and international events

· Create timelines and measuring tools to further monitor, report and evaluate PR activities/outcomes

· Promote SDF through editorial coverage. 
B. Media Relations: 
· Facilitate drafting & distribution of all press releases, media announcements, etc. as and when needed
· Coordinate media attendance and management at SDF & its project events 
· Coordinate with media on issues related to SDF funded projects 
· Manage and act on all publicity opportunities such as SDF events, holidays, editorial calendars, etc. 
· Monitor all media coverage of the SDF and its related topics.  
· Potentially implement social media for specific campaigns or for specific events. 

· Maintain relationships with many different journalists in SAARC Member States

· Expansion of SDF’s contacts via personal networking or attendance and sponsoring at events

· Coordinate with different print media, TV channels, etc to ensure appropriate campaigns/ programs, (such as films/documentaries, audio spots, video spots) are broadcasted appropriately in the Member States. 

· Ad Space – coordinate with publications for potential free ads/remnant space 
· Press Release(s) - include selected messaging all of your material (branding) 
·  Tracking – Coordinate with IT department for Website updation on the related matters. 
· Coordinate with SDFs related department and management as needed 
· Offer consistent communications while pushing out a campaign on what makes SDF’s projects so invaluable. 
· Be the media liaison and keeping all relevant information organized. Meetings, 
conference or phone calls, etc.
· Coordinate with publication houses to release the advertisements in print media. 
C. Social Media & Digital Marketing:
· Copy writing and blogging for the web (internal or external sites)

· Content creation, community management (if needed), and conversation management (if needed) (Daily)

· Creation of editorial calendars and selection of content to be activated thr ough Social Media channels

· Monitoring of Social Media Channels and creation of a monthly report with key activity and KPIs

· Development of plans for Social Media and Influencer engagement on Facebook, Twitter, Instagram and You Tube
Note: In case there is a travel requirement for a certain activity, a request shall be submitted to SDF for the actual expenditure required for the travel.

3. Contract Duration:

The initial duration of the contract will be six months which will be renewable (to one year) subject to satisfactory and quality service.
4. The SDF, therefore, invites proposals from interested reputed Communication/ PR Agencies to submit their proposals containing technical and financial bids (in separate sealed covers).

5. Eligibility Criteria: Before preparing/submitting their proposal for the PR/ media firm, the firms are advised to ensure they can meet the following eligibility criteria:

i) Minimum of 10 years experience in the related field.

ii) Experience of providing such services in the SAARC region.  
iii) Capability and proven experience in crafting and implementing public relations and communication strategies 

iv) The firm is registered with competent authority in their country of operation to carry out such services. 

v)  Have resources and support services available for carrying out such services.  

6. General considerations: In preparing the proposal the firms are expected to examine the RFP in detail. Material deficiencies in providing the information requested in the RFP may result in rejection of the proposal. 

7. Cost of preparation of proposal: The firm shall bear all costs associated with the preparation and submission of its proposal and the fund shall not be responsible or liable for those costs regardless of the conduct or outcome of the selection process. 

8. Language: The language used for this RFP and its communications shall be English. 

9. Key Experts for the Assignment:  The firm should provide, as the part of the proposal, a separate sheet indicating the individuals, professionals who would be actually assigned to carry the activities with their skills, qualification, knowledge and experience. The CVs of the key Experts will be taken into account for technical evaluation. In case the key Experts needs to be changed over the period of the contract, the Firm shall provide Fund with key Experts whose CVs are at par or better than the ones agreed before and acceptable to the Fund. Otherwise the proposal or the contract will liable to be rejected. 

10. Submission of technical bid: The Firm is to submit a technical bid for the services. The Technical bid will be open before the financial bid. 

11. Submission of Financial Bid: The Financial Bid shall list all the costs associated with providing the service.
12. Submission, Opening and Evaluation:
12.1. Submission, Sealing and Marking of Proposals: 
i. The two sealed envelopes containing the technical and Financial Bids shall be placed into one outer envelope and sealed. The outer envelope shall bear the submission address, the name of the assignment, the Firm’s name and the address.
ii. The envelope containing the Technical Bid & Financial Bid should bear the Firms Names and the name of the assignment. 

iii. The envelope containing the Technical Bid should be clearly marked “TECHNICAL BID” and for the Financial Bid it should clearly marked “Financial Bid.
13. Submission of Proposal: 
The Proposals are to be addressed and submitted to: 
Chief Executive Officer 
SAARC Development Fund Secretariat
 
3rd Floor, BDBL Building 
Norzin Lam Thimphu 11001 
Bhutan Phone: +975-2-321152/321153 
Fax:+975-2-321150 
Website: www.sdfsec.org 
Submission by Email: 
In case the proposals are submitted through email (ceo@sdfsec.org and admin@sdfsec.org) , the financial proposals must be password protected and the password for the same shall be requested from the technically qualified bidders only. 
Last date for submission of proposals is October 18, 2019, 1730 hrs Bhutan Time.

14. Evaluation 
The contract will be awarded to the consultancy firm whose offer has been evaluated as technically responsive and having scored the highest score out of a pre –determined set of weighted technical and financial criteria specific to solicitation. 

· Technical Criteria Weight – 70 

        Financial Criteria Weight 30
. The SDF reserves the right to reject any or all proposals without assigning any reasons thereof. 
15. Taxes:  The successful bidder will be responsible for meeting all tax liabilities towards the Royal Government of Bhutan arising out of this contract. 
16. Bid Currency:  The Firms are required to quote their bids in United Stated Dollar. The Firms shall have to bear any losses out of Forex fluctuations. 
17. Confidentiality: The consulting firm / Agency and deputed employees should maintain the confidentiality of all the information and records obtained during the course of assignment and should not be disclosed to any unauthorized persons even after the submission of report 

18. Non–Disclosure Agreement (NDA) to be signed with SDF regarding the confidentiality of all the data pertaining to SDF and SDF related stakeholders. 

19. Governing Law and disputes resolution

a.      This Assignment is governed by and shall be construed in accordance with the laws of the SAARC Member State within whose territorial jurisdiction this Assignment is implemented. 

b.      The Parties shall endeavor in good faith to resolve any differences and disputes under, or in connection with this Assignment by amicable settlement.

c.      Any dispute arising out of interpretation or implementation of this Assignment in the first instance shall be taken up for amicable settlement, failing which the matter shall refer to the SAARC Arbitration Council, whose decision shall be final and binding to both parties. 

d. The Parties acknowledge and agree that no provision of this Assignment or submission to arbitration by SDF in any way constitutes or implies a waiver, renunciation, termination, or modification by SDF of any privilege, immunity or exemption of SDF granted by the SDF Charter or under international convention or any applicable law.

20. Negotiation and Award of the Contract 

20.1. Negotiation: The Fund reserves the right to negotiate with the successful bidder. 

20.2. Award of the Contract:  The contract will be awarded only after all bid requirements made by the bidder and all internal compliances are made by the Fund. 

