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REQUEST FOR QUOTATION (RFQ) 
 

For the delivery of Training Services in Impact-oriented Strategic 

Communications and Media Skills 

 
(RE-ADVERTISEMENT) 

 

NAME & ADDRESS OF FIRM:  DATE: 09 January 2012 

  

REFERENCE:  UNDPAFG/2011/0218 
For the delivery of Training Services in Impact-

oriented Strategic Communications and Media Skills 

  

  

 

Dear Sir / Madam: 

 

You are kindly requested to submit your quotation for the delivery of training services under UNDP Country 

Office, where terms of reference (TOR) is described in Annex A of this request for quotation.  

 

Your quotation should be submitted to UNDP Country Office in Shah Mahmood Ghazi Watt, Kabul no 

later than 19th January 2012 (09:00 AM) Kabul Local Time. 

For any further question you may have regarding this procurement, please contact us at: 

procurement.af@undp.org – please do not send your bids to this email, otherwise, it will be rejected. 

 

CONDITIONS 

Terms of Reference (TOR) See Annex A 

Price Schedule See Annex B 

General Terms and Conditions 
for Professional Services 

See Annex C 

Submission Closing Date & Time: 19
th
 January 2012 (09:00 AM) Kabul Local Time. Late submissions will 

be rejected. 

Reception of the Quotations/ 
Submission Procedure: 

Sealed envelopes shall be marked clearly with Tender Reference, 

Tender Name and Closing Date and shall be dropped in the tender box 

at the following address:   

 
UNDP COUNTRY OFFICE 

Shah Mahmood Ghazi Watt  
Kabul, Afghanistan  

 

Electronic submissions shall be addressed to the secure email: 

bids.af@undp.org with clearly writing the reference number in the 

subject line of the email. Emails with different subjects will not be 

opened. 

 

Submissions to other email addresses will be subject to rejection. 

Taxes: Exclusive of all Local and National Taxes 
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Delivery Terms (Incoterms 2010): Na  

Mode of Delivery: Na 

Payment Terms 
 

Within 30 days after receiving of the invoice & acceptance of services 

by UNDP. 

Validity of Quotation � 60 DAYS 

Preliminary Examination - 
Completeness of quotation. 

Partial quotations not allowed. 

Administrative Requirements  Please include the following with your quotation: 
  
*Please provide Company’s valid trade license. 
 
Note: After receipt of quotations, UNDP reserves the right to request 

any additional information on the administrative documents or seek 

clarifications from the bidder to ascertain responsiveness of offers 

received." 

Evaluation Criteria 1. Completeness of quotation 

2. Compliance with the TOR 

3. Price 

4. Delivery time 

  

*Bids from Companies with irrelevant field/background will be subject 

to rejection. 

Warranty Na 

Delivery deadline Planned to be delivered from 28th Feb – 01 Mar 2012 (Inclusive).  

Performance Guarantee UNDP reserves the right to ask or not to ask for 10% of the total 

amount of the contract. This is only applicable to the winner company. 

Liquidated damages for delay:  If the Supplier fails to deliver any or all of the services within the time 

period specified in the Order, UNDP may, without prejudice to any 

other rights and remedies cancel the contract with immediate effect. 

Others: N/A 

Language: All documentation, including installation and operating manuals shall be in: 
� English        1 French     1     Spanish     1 Others 
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ANNEX A – TERMS OF REFERENCE (TOR) 
 

 

“Communicating with Impact” 

 
Training in Impact-oriented Strategic Communications and Media Skills 

 
For Key Programme and Project Staff of UNDP Afghanistan 

 
Proposed Dates : 28, 29 February and 1 March 2012 

 
Background:  
Smart communications can be a vital tool for international development. Today, the entire United Nations 

system, including the UN Development Programme (UNDP), must communicate effectively if we are to 

increase public awareness of our work and to secure public and private funding to continue our development 

initiatives in Afghanistan to reduce poverty address, sites and sources of conflict and help improve people’s 

lives. 

  

Effective advocacy around UNDP’s work in Afghanistan in democratic governance, crisis prevention and 

recovery, poverty reduction, the empowerment of women and the achievement of the Millennium Development 

Goals (MDGs) can help advance UNDP’s overall development agenda. In order to do this, UNDP staff must be 

trained to communicate strategically and effectively.  

 

The Communications Unit of UNDP Afghanistan, in collaboration with the Office of Communications at 

UNDP HQ and the UNDP Regional Communications Advisor based in New Delhi are working together to 

equip key UNDP Afghanistan staff – from Programme Heads, Project Managers, and select Programme and 

Communications staff – with the requisite communications skills to position UNDP strategically as a leader 

among development practitioners.  

 

The trainer(s) selected will be responsible for coaching pre-identified UNDP staff in strategic communications 

techniques and media skills, ranging from how to craft a communications action plan, to pitching stories to the 

media to handling crisis situations and interacting with agencies within the UN system and external partners. 

The UNDP staff, 25-30 in all, to be trained will include:  

 

• Senior Programme and Portfolio Managers 

• Heads of Programmes and Assistant Country Directors (Programme and Programme Support)  

• Select Programme Officers and Project Managers based in Kabul and UNDP Afghanistan sub-offices  

• Key External Relations, Communications and Reporting Personnel 

• Other participants, as determined by the UNDP Country Office Senior Management  

 

Outputs:  
The objectives of the training are:  

• To build a coalition of Programme and Communication staff who are well versed in communications 

methods and the strategic promotion of UNDP among diverse target audiences;  

• To develop the capacities of UNDP staff to communicate better and more effectively;  

• To provide participants with communications materials that they can draw on in their daily work and 

which they can use to train colleagues in their respective areas of focus;  

• To provide individual assessment and feedback on strengths and weaknesses of participants after the 

training.  

 

Learning Outcomes:  
 

1. Prepare and articulate key messages on specific UNDP focus areas.  

2. Maximize opportunities for attracting external attention to UNDP’s programmes and initiatives.  

3. React positively and quickly before, during and after crisis and emergency situations.  

4. Network and interact with other UN agencies, donors, civil society and the media.  

5. Draft communications strategy for a Public Outreach/News Event 
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Length of training:  
The workshop to raise communications awareness will be held over three full (08am-04pm) working days, 

from 28, 29 February and 1 March 2012.  

 

Course design:  
The training will combine theory, discussion and practical exercises, including preparing a cross-section of 

participants (pre-selected) for TV and radio interviews. The firm is required to provide training materials (this 

will not include stationary for the participants) to the UNDP participants. Depending on the workshop location, 

the firm may be expected to provide essential equipment.  

 

Training workshops will consist of groups of 25-30 participants. 

 

At the end of the workshop, the firm should produce a report including an evaluation of the workshop from 

feedback received through a participants’ survey as well as copies of all completed evaluations. 

Recommendations to improve specific sessions or modules of similar future workshops are desirable, but not 

mandatory.  

 

Copyright – UNDP will have non-exclusive rights to use the materials produced for the communications 

workshop on the UNDP intranet website; guides/tips or checklists produced for these workshops could be 

repackaged in manuals for UNDP’s internal use. In all cases, due credit will be given to the firm.  

 

Reporting framework:  

The Consultant Firm will work directly with and report to the Head of Communications, UNDP Afghanistan in 

the design and implementation of training workshop.  

 

Qualifications of trainers: [Copy(ies) of the trainer(s’) shall be included to the quotation]  
The contractor must possess the following:  

• Extensive experience in strategic communications training for senior Program managers;  

• Outstanding communications and media training skills;  

• Experience in communications training for international development organizations in developing  

countries;  

• Experience in training development professionals in communicating to donors;  

• Fluency in English  

• Good understanding of development issues, as it pertains to UNDP specifically, and the UN, generally;  

• Familiarity with development issues in one or more of the geographic regions that UNDP operates in 

the Asia and the Pacific region;  

• Ability to work within a culturally diverse workforce;  

• Capacity to provide feedback in a constructive manner;  

• Self-motivated, innovative and resourceful;  

• Responsive to needs of participants and UNDP.  

• Submissions in response to Request for Quotations (RFQs) must include the proposed workshop 

agenda and strategy that clearly sets out the approach of the vendor to the achievement of the 

Workshop Objectives. 
 

Venue: 
Venue for the training will be Kabul – Afghanistan and training space will be provided by UNDP Afghanistan. 

 

Refreshments: 
UNDP will provide refreshments and lunch to the trainees. 
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ANNEX B – PRICE SCHEDULE 
 
Part A: Price Schedule 

 
VALIDITY OF PRICES: 
 
1. Prices shall remain valid for a period of 60 days from submission of the quotation. UNDP shall have the 

right to contract services at any time during this validity period, if required.  

2. All costs/unit prices must be exclusive of customs, taxes and duties. 

3. Prices shall be provided in United States Dollar (USD) or monthly UN exchange rate will be automatically 

applied in order to compare the quotations received in other currency(s).  

 

ADVANCE PAYMENT: 
The Financial Regulations and Rules of UNDP preclude advance payments or payments by Letters of Credit. 

Such provisions will be prejudicial to its evaluation by UNDP. The normal payment terms of UNDP are 30 

days upon satisfactory completion of goods and acceptance thereof by UNDP.     

 
No. Description Duration Unit Price (US$) Line Total (US$) 
1 Fees, Professional Trainer    

Out of pocket expenses: 
2 Material, Training    

3 Flight (if applicable – please also mention route)    

4 Other, please specify    

5 Other, please specify    

6 Other, please specify    

7 Other, please specify    

Grand Total US$  
 
Please confirm hereafter: 
 

Payment terms  : 30 days after receipt                               Validity of offer : 60 days 

 

Name of the company : ______________________           Address of company :     

 

Name of authorised  

Representative  :                             Phone number  : ____________ 

 

Email address  :                                          Signature  :   
 

Date                :                                      
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ANNEX C - GENERAL TERMS AND CONDITIONS FOR PROFESSIONAL SERVICES 
 
1. LEGAL STATUS 

The Contractor shall be considered as having the legal status of an independent contractor vis-à-vis UNDP. The Contractor's personnel and sub-contractors shall not be considered in any respect as 

being the employees or agents of UNDP or the United Nations.  

 

2. SOURCE OF INSTRUCTIONS 
The Contractor shall neither seek nor accept instructions from any authority external to UNDP in connection with the performance of its services under this Contract. The Contractor shall refrain 
from any action which may adversely affect UNDP or the United Nations and shall fulfill its commitments with the fullest regard to the interests of UNDP.  

 

3. CONTRACTOR'S RESPONSIBILITY FOR EMPLOYEES 
The Contractor shall be responsible for the professional and technical competence of its employees and will select, for work under this Contract, reliable individuals who will perform effectively in 
the implementation of this Contract, respect the local customs, and conform to a high standard of moral and ethical conduct.  

 

4. ASSIGNMENT 
The Contractor shall not assign, transfer, pledge or make other disposition of this Contract or any part thereof, or any of the Contractor's rights, claims or obligations under this Contract except with 

the prior written consent of UNDP.  

 

5. SUB-CONTRACTING 
In the event the Contractor requires the services of sub-contractors, the Contractor shall obtain the prior written approval and clearance of UNDP for all sub-contractors. The approval of UNDP of a 

sub-contractor shall not relieve the Contractor of any of its obligations under this Contract. The terms of any sub-contract shall be subject to and conform with the provisions of this Contract. 

 

6. OFFICIALS NOT TO BENEFIT 
The Contractor warrants that no official of UNDP or the United Nations has received or will be offered by the Contractor any direct or indirect benefit arising from this Contract or the award 

thereof. The Contractor agrees that breach of this provision is a breach of an essential term of this Contract.  

 

7. INDEMNIFICATION 
The Contractor shall indemnify, hold and save harmless, and defend, at its own expense, UNDP, its officials, agents, servants and employees from and against all suits, claims, demands, and 
liability of any nature or kind, including their costs and expenses, arising out of acts or omissions of the Contractor, or the Contractor's employees, officers, agents or sub-contractors, in the 

performance of this Contract. This provision shall extend, inter alia, to claims and liability in the nature of workmen's compensation, products liability and liability arising out of the use of patented 
inventions or devices, copyrighted material or other intellectual property by the Contractor, its employees, officers, agents, servants or sub-contractors. The obligations under this Article do not 

lapse upon termination of this Contract.  
 

8. INSURANCE AND LIABILITIES TO THIRD PARTIES  
8.1 The Contractor shall provide and thereafter maintain insurance against all risks in respect of its property and any equipment used for the execution of this Contract.  

8.2 The Contractor shall provide and thereafter maintain all appropriate workmen's compensation insurance, or its equivalent, with respect to its employees to cover claims for personal injury or death 

in connection with this Contract.  

8.3 The Contractor shall also provide and thereafter maintain liability insurance in an adequate amount to cover third party claims for death or bodily injury, or loss of or damage to property, arising 

from or in connection with the provision of services under this Contract or the operation of any vehicles, boats, airplanes or other equipment owned or leased by the Contractor or its agents, 

servants, employees or sub-contractors performing work or services in connection with this Contract.  

8.4 Except for the workmen's compensation insurance, the insurance policies under this Article shall:  

 

(i) Name UNDP as additional insured;  

 

(ii) Include a waiver of subrogation of the Contractor's rights to the insurance carrier against UNDP;  

 

(iii) Provide that UNDP shall receive thirty (30) days written notice from the insurers prior to any cancellation or change of coverage.  

 
 

8.5 The Contractor shall, upon request, provide UNDP with satisfactory evidence of the insurance required under this Article.  
 

9.   ENCUMBRANCES/LIENS 
The Contractor shall not cause or permit any lien, attachment or other encumbrance by any person to be placed on file or to remain on file in any public office or on file with UNDP against any 

monies due or to become due for any work done or materials furnished under this Contract, or by reason of any other claim or demand against the Contractor.  
 

10.  TITLE TO EQUIPMENT 
Title to any equipment and supplies that may be furnished by UNDP shall rest with UNDP and any such equipment shall be returned to UNDP at the conclusion of this Contract or when no longer 

needed by the Contractor. Such equipment, when returned to UNDP, shall be in the same condition as when delivered to the Contractor, subject to normal wear and tear. The Contractor shall be 

liable to compensate UNDP for equipment determined to be damaged or degraded beyond normal wear and tear.  

 

11. COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS 
UNDP shall be entitled to all intellectual property and other proprietary rights including but not limited to patents, copyrights, and trademarks, with regard to products, or documents and other 

materials which bear a direct relation to or are produced or prepared or collected in consequence of or in the course of the execution of this Contract. At the UNDP's request, the Contractor shall 

take all necessary steps, execute all necessary documents and generally assist in securing such proprietary rights and transferring them to UNDP in compliance with the requirements of the 

applicable law.  

 

 

12.  USE OF NAME, EMBLEM OR OFFICIAL SEAL OF UNDP OR THE UNITED NATIONS 
The Contractor shall not advertise or otherwise make public the fact that it is a Contractor with UNDP, nor shall the Contractor, in any manner whatsoever use the name, emblem or official seal of 

UNDP or the United Nations, or any abbreviation of the name of UNDP or the United Nations in connection with its business or otherwise.  
 

13.  CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATION 
13.1 All maps, drawings, photographs, mosaics, plans, reports, recommendations, estimates, documents and all other data compiled by or received by the Contractor under this Contract shall be the 

property of UNDP, shall be treated as confidential and shall be delivered only to UNDP authorized officials on completion of work under this Contract. 
13.2 The Contractor may not communicate at any time to any other person, Government or authority external to UNDP, any information known to it by reason of its association with UNDP which has 

not been made public except with the authorization of UNDP; nor shall the Contractor at any time use such information to private advantage. These obligations do not lapse upon termination of this 

Contract.  

 

14. FORCE MAJEURE; OTHER CHANGES IN CONDITIONS  
14.1 Force majeure, as used in this Article, means acts of God, war (whether declared or not), invasion, revolution, insurrection, or other acts of a similar nature or force which are beyond the control of 

the Parties.  

14.2 In the event of and as soon as possible after the occurrence of any cause constituting force majeure, the Contractor shall give notice and full particulars in writing to UNDP, of such occurrence or 

change if the Contractor is thereby rendered unable, wholly or in part, to perform its obligations and meet its responsibilities under this Contract. The Contractor shall also notify UNDP of any other 

changes in conditions or the occurrence of any event which interferes or threatens to interfere with its performance of this Contract. The notice shall include steps proposed by the Contractor to be 

taken including any reasonable alternative means for performance that is not prevented by force majeure. On receipt of the notice required under this Article, UNDP shall take such action as, in its 

sole discretion; it considers to be appropriate or necessary in the circumstances, including the granting to the Contractor of a reasonable extension of time in which to perform its obligations under 

this Contract.  

14.3 If the Contractor is rendered permanently unable, wholly, or in part, by reason of force majeure to perform its obligations and meet its responsibilities under this Contract, UNDP shall have the 
right to suspend or terminate this Contract on the same terms and conditions as are provided for in Article 15, "Termination", except that the period of notice shall be seven (7) days instead of thirty 

(30) days.  
 

15. TERMINATION  
15.1 Either party may terminate this Contract for cause, in whole or in part, upon thirty days’ notice, in writing, to the other party. The initiation of arbitral proceedings in accordance with Article 16 

"Settlement of Disputes" below shall not be deemed a termination of this Contract.  

15.2 UNDP reserves the right to terminate without cause this Contract at any time upon 15 days prior written notice to the Contractor, in which case UNDP shall reimburse the Contractor for all 

reasonable costs incurred by the Contractor prior to receipt of the notice of termination.  

15.3 In the event of any termination by UNDP under this Article, no payment shall be due from UNDP to the Contractor except for work and services satisfactorily performed in conformity with the 
express terms of this Contract. The Contractor shall take immediate steps to terminate the work and services in a prompt and orderly manner and to minimize losses and further expenditures.  

15.4 Should the Contractor be adjudged bankrupt, or be liquidated or become insolvent, or should the Contractor make an assignment for the benefit of its creditors, or should a Receiver be appointed on 
account of the insolvency of the Contractor, UNDP may, without prejudice to any other right or remedy it may have, terminate this Contract forthwith. The Contractor shall immediately inform 

UNDP of the occurrence of any of the above events.  
 

16. SETTLEMENT OF DISPUTES  
16.1. Amicable Settlement  

 
The Parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of, or relating to this Contract or the breach, termination or invalidity thereof. Where the 

parties wish to seek such an amicable settlement through conciliation, the conciliation shall take place in accordance with the UNCITRAL Conciliation Rules then obtaining, or according to such 

other procedure as may be agreed between the parties.  
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16.2. Arbitration  
Unless, any such dispute, controversy or claim between the Parties arising out of or relating to this Contract or the breach, termination or invalidity thereof is settled amicably under the preceding 

paragraph of this Article within sixty (60) days after receipt by one Party of the other Party's request for such amicable settlement, such dispute, controversy or claim shall be referred by either Party 

to arbitration in accordance with the UNCITRAL Arbitration Rules then obtaining, including its provisions on applicable law. The arbitral tribunal shall have no authority to award punitive 

damages. The Parties shall be bound by any arbitration award rendered as a result of such arbitration as the final adjudication of any such controversy, claim or dispute. 

 

17. PRIVILEGES AND IMMUNITIES  
Nothing in or relating to this Contract shall be deemed a waiver, express or implied, of any of the privileges and immunities of the United Nations, including its subsidiary organs.  

 

18. TAX EXEMPTION  
18.1 Section 7 of the Convention on the Privileges and Immunities of the United Nations provides inter-alia that the United Nations, including its subsidiary organs, is exempt from all direct taxes, 

except charges for public utility services, and is exempt from customs duties and charges of a similar nature in respect of articles imported or exported for its official use. In the event any 

governmental authority refuses to recognize the United Nations exemption from such taxes, duties or charges, the Contractor shall immediately consult with UNDP to determine a mutually 
acceptable procedure.  

18.2 Accordingly, the Contractor authorizes UNDP to deduct from the Contractor's invoice any amount representing such taxes, duties or charges, unless the Contractor has consulted with UNDP before 

the payment thereof and UNDP has, in each instance, specifically authorized the Contractor to pay such taxes, duties or charges under protest. In that event, the Contractor shall provide UNDP with 

written evidence that payment of such taxes, duties or charges has been made and appropriately authorized.  

 

19 CHILD LABOUR 
19.1 The Contractor represents and warrants that neither it, nor any of its suppliers is engaged in any practice inconsistent with the rights set forth in the Convention on the Rights of the Child, including 

Article 32 thereof, which, inter alia, requires that a child shall be protected from performing any work that is likely to be hazardous or to interfere with the child's education, or to be harmful to the 

child's health or physical mental, spiritual, moral or social development.  

19.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract immediately upon    notice to the Contractor, at no cost to UNDP.  

 

20. MINES 
20.1 The Contractor represents and warrants that neither it nor any of its suppliers is actively and directly engaged in patent activities, development, assembly, production, trade or manufacture of mines 

or in such activities in respect of components primarily utilized in the manufacture of Mines. The term "Mines" means those devices defined in Article 2, Paragraphs 1, 4 and 5 of Protocol II 
annexed to the Convention on Prohibitions and Restrictions on the Use of Certain Conventional Weapons Which May Be Deemed to Be Excessively Injurious or to Have Indiscriminate Effects of 

1980.  
 

20.2 Any breach of this representation and warranty shall entitle UNDP to terminate this Contract immediately upon notice to the Contractor, without any liability for termination charges or any other 
liability of any kind of UNDP.  

 
21. OBSERVANCE OF THE LAW 

The Contractor shall comply with all laws, ordinances, rules, and regulations bearing upon the performance of its obligations under the terms of this Contract.  

 

22. AUTHORITY TO MODIFY 
No modification or change in this Contract, no waiver of any of its provisions or any additional contractual relationship of any kind with the Contractor shall be valid and enforceable against UNDP 

unless provided by an amendment to this Contract signed by the authorized official of UNDP. 

 


