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Ref.: RFQ/KOS/641710/2022 

REQUEST FOR QUOTATION
Subject: “Production of video spots for the online platform of public consultations web page with a special focus on persons with disabilities for their engagement in the public consultations process”
The OSCE Mission in Kosovo (hereinafter called “the OSCE”) invites you to submit your quotation as per Terms of References “TOR” (hereinafter called “the Services”) as specified in this Request for Quotation and its attachments (hereinafter called “the RFQ Documents”).  The companies are invited to submit a quotation.
QUOTATIONS SHOULD BE ADDRESSED TO: tenders.OMiK@osce.org  clearly marked with the RFQ reference number and title.  
LATE QUOTATIONS AND QUOTATIONS SUBMITTED TO OTHER EMAIL/ADDRESS WILL BE REJECTED
This Request for Quotation (RFQ) consists of this document the following annexes:

Annex A:   Qualification Information Form

Annex B    Terms of Reference

Annex C:   Methodology and plan for performing the service 
Annex D:   Pricing Format
Any Contract or Purchase Order will be subject to the OSCE General Conditions of Contract which can be viewed at http://www.osce.org/procurement.  Detailed “Instructions to Bidders – Request for Quotation” are also provided on this website.

Deadline for submission of quotations: on or before 08 June 2022 at 12:00 hrs (CET)
Delivery time:      

  as per TOR
Payment terms:                                  30 days net (Multiple)
Any query to be raised for clarification regarding this RFQ should be submitted via email at procurement.omik@osce.org making reference to the RFQ number/title. Questions for clarification are expected until latest 04 June 2022 CoB

Validity of offer (60 days minimum):   …………….
Company name:
Authorized representative’s name and signature:

Address:

Email:

Telephone:

Annex: A
Qualification Information Form

General Information

	1. Bidder’s Full Legal Name:
	

	2. Street Address:
	Postal Code:


	City:
	Country:

	3. P.O. Box and Mailing Address:
	

	4. Telephone Number: 
	

	5. Fax Number:
	

	6. E-mail Address:
	

	7. Web-site Address:
	

	8a. Contact Name:
	

	8b. Contact Title:
	

	9. Corporate Seat:
	

	10. Type of Business:
	

	11. Year Established:
	

	12. Number of Staff Employed:
	

	13. Parent Company, if any (full legal name): 
	

	14. Principal subsidiaries, associates, and/or representative(s), if any, that are relevant to the Services:


-Please provide copy of Business Registration Form

Financial Information

	15. For the last five financial years:

	Year
	Turnover (EUR)
	Working Capital (EUR)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Experience

	16. Contracts of similar scale/volume during the last five years:

	Customer Name and Contact Details
	Value (EUR)
	Year
	Services Provided
	Country

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Key Personnel 
	Note: Please list the Key Personnel proposed for performing the Services and attach recently signed CV(s).




	Name
	Position
	Task

	
	
	

	
	
	

	
	
	


Section 5: Banking details
	1. Name of Bank:
	

	2. Account Number:
	

	3. Account Name: Must be in the name of the vendor
	

	4. BIC:
	

	5. IBAN:
	


Signature of Bidder: _____________________
Annex: B     
TERMS OF REFERENCE

Production of video spots for the online platform of public consultations web page with a special focus on persons with disabilities for their engagement in the public consultations process 
Project # 2101148: Fostering human rights compliant justice system and related non-justice institutions which promote equal rights, fair trial standards and access to justice, Phase III.

Activity 1.3 Encouraging involvement and enabling easy access to the online Platform of Public Consultations to persons with disabilities.

I. Background and Objectives 

During 2020 and 2021, the OSCE Mission in Kosovo was engaged in identifying shortcomings of the online Platform of Public Consultations and devised solutions for expanding features which targeted the public in general, with a special focus on persons with disabilities and their inclusion in the public consultations process. 

To continue building on these efforts, the OSCE will support the Office of Good Governance in the Office of the Prime Minister (OGG) to expand the existing online platform with new features that will enable persons with disabilities to gain an inclusive access to information 

In view of the above, the OSCE through the support of a service provider and in close co-operation with OGG will produce video spots to be uploaded on the online platform of public consultations web page, with a special focus on persons with disabilities for their engagement in the public consultations process. In addition, the OSCE, through the support of a service provider and in close co-operation with OGG, will produce a promotional video, which will serve as an introduction for this new feature of the online platform, and be used for an awareness campaign.
Therefore, external expertise with specialized technical knowledge on information technology is required for the purpose of introducing and advancing features of the online platform for public consultations and the production of the promotional video, as well as videos introducing the public consultation process to persons with disabilities.  

The newly introduced features will be launched through a public meeting/conference, and will be further promoted by the OGG and the OSCE.

II. Scope of Services

Based on the instructions provided by OGG and the OSCE the selected Service Provider will be required to develop, produce and upload in the online platform for public consultations in total eight (8) video spots - one (1) promotional video spot, up to 10 minutes long, and seven (7) video spots up to 10 minutes long for persons with disabilities including usage of sign language and subtitles in the official languages. The spots will be produced in Albanian language. The promotional video spot will serve to introduce the new feature under the Online Platform for public consultations, whereas the other 7 video spots will present, in a simultaneous fashion, relevant legal acts under public consultations. OGG will provide the sign language interpreter.
I. Expected Outputs / Deliverables / Reports

During the course of the contract, the Service Provider is expected to deliver to OGG and OSCE:

1. By 15 June 2022, the Service Provider is expected to create a window (channel) for uploading video spots on the online platform of public consultations web page, in co-operation with OGG.

2. By 30 June 2022,  according to the needs  and upon request by OGG, the Service Provider will  provide the story board and draft script for one (1) promotional video spot up to 10 minutes for persons with disabilities, including usage of sign language and subtitles in official languages,.

3. By 15 July 2022, the Service Provider is expected to produce the promotional video spot in a media format suitable to be posted on the online platform of public consultations web page as well as other social media platforms. 

4. By the end of July 2022, the Service Provider will upload and publish the promotional video spot on the online platform of public consultations web page.

5. By 30 November 2022, according to the needs and upon request by OGG, the Service Provider will provide consecutively the story boards and draft scripts for seven (7) video spots up to 10 minutes in media format suitable to be posted on the online platform of public consultations web page, as well as other social media platforms.

6. By 30 November 2022, the Service Provider is expected to produce consecutively seven (7) video spots in a media format suitable to be posted on the online platform of public consultations web page as well as other social media platforms. 

7. By 15 December 2022, the Service Provider is expected to upload and publish seven (7) produced video spots on the online platform for public consultations web page.
II. Key Performance Indicators

1. Creation of a window (channel) on the online platform for public consultations web page in timely manner.

2. Quality story board and draft script of one (1) promotional video spot and seven (7) video spots delivered to OGG and OSCE in timely manner;

3. Final produced video spots and all their elements are delivered in a timely manner and to the satisfaction of OGG and OSCE;

4. Video spots are uploaded and published by the service provider on the online platform for public consultations web page.
III. Time Frames and Milestones

· By July production of one (1) promotional video spot for persons with disabilities and its online publication;

· By December production of seven (7) video spots for persons with disabilities and their online publication;
Payment:
The Service Provider for its services will be paid in two instalments:

· First instalment: 20% of the fee will be paid upon production and upload to the webpage of the promotional video spot;

· Second instalment: 80% of the remaining fee will be paid upon production and upload to the webpage of seven remaining video spots.

IV. Risks and Constraints

The Service Provider will seek advice from OSCE on any political sensitivity in relation to the content of video spots and will seek approval from OSCE in all production stages. 
V. Liaison Arrangements/ OSCE Data, Services, Personnel or Facilities to be provided 

· The Service Provider will maintain regular contact with the representatives of the OGG and OSCE to coordinate the production and publication of video spots. 

· The communication between OSCE and the Service Provider will be in English and Albanian languages. 

· The coordination between the OSCE and the Service Provider will be taking place during working hours between 8:00 and 17:00 and, in special circumstances, after the working hours via phone. 

VI. Minimum Qualifications of Bidder

· Legally Registered Company;

· At least five (5) years of experience in designing and producing video spots;

· Expertise of the people to be involved in the production of video spots and possession of adequate technical means to produce the video spots;

· Possess IT knowledge able to create a window and upload video spots on the online platform for public consultations web page;

· Significant reference portfolio, including examples of previous similar work preferably focused on social and human rights issues;

· Desirable:  Certification by “Freedom Scientific”, “Nuance” or similar and use of “SAPI 5 hybrid”, “SAPI 5 +” or similar technology.

I. Evaluation Methodology 
Administrative Evaluation

1. Compliance with the administrative requirements of this RFQ, including but not limited to: 

a. Proof of business and tax registration in country of operation and

b. Completed Annexes: 

i. Annex A, Qualification Information Form including documented references for successfully completed contracts as per section 16. Experience and Key Personnel.

ii. Annex C, Description of the Approach, Methodology and Work Plan for Performing the Services; and 

iii. Annex D, Pricing Format. 

A quotation shall be rejected at this stage if it fails to meet any or several parts of the administrative requirements.
Technical Evaluation

Least Cost Selection: (Point system)

Each quotation will be evaluated on the basis of its responsiveness to the technical requirements contained in the RFQ Document by applying the “point system” evaluation criteria as per below specified criteria:

a. Specific Experience related to the assignment, including but not limited to: 

i. Legally registered company specialized in video production and marketing; 

ii. At least five (5) years of experience on designing and in the production of awareness raising videos;

iii. Documented work experience of the company and ability to provide at least one (1) sample of a previously produced awareness raising video, that was produced within the last 3 years in similar field. 

iv. Possess IT knowledge able to create a window and upload video spots on the online platform for public consultations web page; 
[max 30 points]
b. Relevant qualification and experience:
i. The company should assign qualified and experienced production team. CV’s of the proposed team should be provided with quotation documents/package;
[max 30 points]
c. Proposal, work plan, applied methodology in response to TOR: 
i.
The company should provide a proposal/work plan for the implementation of the activity in respond to each points of ToR and demonstrating the capability to provide the required services

[max 40 points]
The minimum technical score required to pass technical evaluation is 70 points.
A quotation shall be rejected at this stage if it does not respond to important aspects of the RFQ Documents, particularly the Terms of Reference, or if the quotation fails to achieve the minimum technical score indicated above.
Only the quotations that pass the minimum technical score will be evaluated further. Award will be made to the Bidder whose quotation is the lowest priced among those that pass the minimum technical score.
Annex: C    
Description of the Approach, Methodology and Work Plan for Performing the Services:

[Provision of this Annex with bid is mandatory – DO NOT INCLUDE ANY FINANCIAL INFORMAITON IN THE  TECHNICAL PROPOSAL]
Annex D:

Pricing Format 
	
	Cost Component
	Quantity

(if applicable)
	Total Price (excluding VAT)

	1
	Create a window (channel) for uploading video spots on the online platform of public consultations web page
as per ToR requirements
	1
	

	2
	Uploading and publishing TV spots

as per ToR requirements
	8
	

	2
	Production of a 10 minutes long TV
as per ToR requirements
	8
	

	
	TOTAL QUOTATION PRICE:
	


Signature and Stamp of Bidder: _____________________

� With particular consideration to Article 9 of the United Nations Convention on the Rights of Persons with Disabilities, available at: � HYPERLINK "https://www.un.org/disabilities/documents/convention/convoptprot-e.pdf" �https://www.un.org/disabilities/documents/convention/convoptprot-e.pdf� 





