Instructions to Bidders

olS|c e

REQUEST FOR QUOTATION (“RFQ”) No AZE/002/2015

Organization for Security and
Co-operation in Europe
Project Co-ordinator in Baku

Public Service Announcement
displaying anti-trafficking of human beings message
to be broadcasted in Azerbaijan

The OSCE Project Co-ordinator in Baku ( “the OSCHijites quotations from eligible and qualified
companies (“the Bidders”) for the provision of RalService Announcement (hereinafter called “the
Services”) displaying anti-trafficking of humanihgs messages, to be broadcasted in Azerbaijan as
specified in this Request for Quotation and itacitments (hereinafter called “the RFQ Documents”).

The Services are expected to commence in late N2ATH.

The request for quotation is funded under the Ghgmeement signed between the OSCE and the United
States Agency for International Development (USAiDRAzerbaijan for a project designed at assistiey
Government of Azerbaijan and civil society orgatimes (CSOs) to further improve Azerbaijan’s
effectiveness in preventing and combating traffigkin human beings (CTHB) and forced labour.

1. Quotations must be delivered to the below d$ecaddreson or before 16 March 2015, 12:00
(Baku time) clearly marked as follows:

[Bidder’s legal name]

OSCE Project Co-ordinator in Baku
The Landmark I, 96 Nizami Street}Floor
AZ1010 Baku , Azerbaijan

Attn.: Chief of Fund Administration
Ref: RFQ/ AZE/002/2015
Deadline: 16 March 2015, 12:00 (Baku time)

Do Not Open, Except in Presence of the OSCE BichibpeBoard

Technical and Financial Proposals shall be submittein two separate envelopeand should be marked
as follows.Both envelopes shall be placed into an outer envel® and sealedThis outer envelope shall
bear the address of the OSCE and the OSCE Biddifeyéhce Number and Title as indicated above.

[Bidder’s legal name]

TECHNICAL Proposal - Ref: RFQ/AZE/002/2015
Public Service Announcements
Do Not Open, Except in Presence of the OSCE BichidgeBoard

And

[Bidder’s legal name]

FINANCIAL Proposal - Ref: RFQ/AZE/002/2015
Public Service Announcements
Do Not Open, Except in Presence of the OSCE BichidgeBoard
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Instructions to Bidders

2. Quotations sent by email will be accepted. rYquptation shall be addressed and submittedrder-
az@osce.orge-mail address ONLY in two separate e-mail messagieone clearly marked message
for Technical Proposal and another clearly marked ressage for Financial Proposal.

3. Any quotation received by the OSCE after thevaldeadline will be rejected.
4. Your quotation and all correspondence shathbdein English.
5. Your quotation shall be prepared in accordavitie the following instructions:

() Your quotation shall include the duly completed aighed Forms contained in Section Il
“Quotation Forms” and any other documents and/@rrimation specified in the RFQ
Documents. Failure to complete the Forms and peouvidquired documents and
information may result in the rejection of your tption;

(i) Your quotation shall contain documentary evidentie,the OSCE’'s satisfaction, that
establishes you are duly authorized/certified tdgren the Services;

(iii) The price(s) in your quotation shall cover all sd®tr performing the Services including but
not limited to remuneration for staff, reimbursablgpenses, transportation, equipment and
materials, insurance, surveys, etc.

(iv) All prices shall be quoteih AZN;
(v) All prices shall be quoteelxcluding VAT;

(vi) Your quotation shall be valid for at least 60 cdl@s days past the deadline for receipt of
guotations;

(vii) Your guotation shall bear the RFQ Reference NurahdrTitle indicated above.

6. Prior to the detailed evaluation, the OSCE widamine the received quotations to determine
whether they are complete, whether the document® Heeen properly signed, and whether the
quotations are generally in order. The OSCE mayvevainy minor informality, nonconformity, or
irregularity in a quotation which does not condtta material deviation, reservation or omissidra |
quotation is not substantially responsive, it viiél rejected by the OSCE and may not be made later
responsive by the Bidder correcting the nonconformi

7. Arithmetical errors will be rectified on the follomg basis:

(i) if there is a discrepancy between the unit prickthe line item total that is obtained by
multiplying the unit price by the quantity, the tipiice shall prevail and the line item total shall
be corrected, unless in the opinion of the OSCEetieean obvious misplacement of the decimal
point in the unit price, in which case the linaenitéotal as quoted shall govern and the unit price
shall be corrected,;

(i) if there is an error in a total corresponding te #ddition or subtraction of subtotals, the
subtotals shall prevail and the total shall beexed; and

(iii) if there is a discrepancy between words and figuhtesamount in words shall prevail, unless the
amount expressed in words is related to an ariticneetor, in which case the amount in figures
shall prevail subject to (i) and (ii) above.

8. The OSCE will apply the below described evaluati@thodology:
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Instructions to Bidders

Each quotation will be evaluated on the basis sfrésponsiveness to the technical requirem
contained in the RFQ Documents by applying thel/famply” evaluation criteria specified below.

Least Cost Selection

quotation shall be rejected at this stage if iisfed meet any or several of these requirements.

ents
A

Iltem
No.

Description

Indicate technical compliance and/or
deviation from specifications

Comply/
Fail

Previous relevant experience:
The vendor should have at leas
years of experience in prepari
Public Service Announcemen
(PSAs) for issues that are
public importance to warrarn
donations of space and time
the media

[Please provide information and submit
supporting documents]

Capacity:
The company must hay

sufficient human and technic
resources to implemer
preparation and arrange f
broadcasting of PSAs i
Azerbaijani TV standards

[Please provide information and submit
supporting documents, including CVs of
key personnel]

Preliminary scenario concept:
The company must present P§
concept that tackles the issue
trafficking in human beings i
Azerbaijan. The PSA shoul
contribute directly to
implementation of the support
the anti-trafficking efforts in
Azerbaijan.

[Please provide information]

D

Recommended guest speakers
actors:

In selecting the proposeg
speakers and/or actors, pled
note that the concept of PS/
must be national in scope, so tf
the message has relevance
media audiences in communiti
throughout Azerbaijan

[Please provide information and submit
supporting documents, if any]

9.

request for clarification and the response shalihbariting, and no change in the prices (excepttfe

During the evaluation of the quotations, the OSCy rask you to clarify your quotation. The

correction of arithmetical errors pursuant to pasph 9) or the substance of the quotation shall be
sought, offered, or permitted. Failure by youitoely and duly respond to a request for clarifioati
may result in the rejection of your quotation.

10.

11.

N/A.

Unless the RFQ Documents specify otherwise, the ED®&neral Conditions of Contract
(Services) (to be viewed at http://www.osce.orgégprement/15) shall apply to any contract awarded as

a result of this RFQ.
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Instructions to Bidders

12. At any time prior to the award, the OSCE reserhesright to accept or reject any quotation, to
annul or suspend the process, whether in whola pait, and to reject all quotations, without irrauy
any liability whatsoever. In addition, the OSCEalklnot have any obligation to provide reasons to
bidders for its actions.

13. Nothing in or relating to the RFQ Documents shalldeemed, or interpreted as, a waiver of the
privileges and immunities enjoyed by the OSCE.

14. The OSCE will nonotify unsuccessful Bidders.

15. Please address any queries or questions in witefgre 28 February 2015to the address
below and kindly refrain from any telephone caligpersonal visits.

ilgar.hasanov@osce.org

A pre-proposal meeting will be heldin the form of an introductory presentation by 8CE, to be
followed with a question and answer session. Tdte,dime, and venue of the pre-proposal meetitig wi
be:

24 February 2015 at 11.00 hrs (Baku time)
OSCE Project Co-ordinator in Baku
Baku, 96 Nizami Str.
The Landmark IIl, 2nd Floor

Bidders should advise the names of their repreeasao the following OSCE e-mail address:
ilgar.hasanov@osce.org

Attachments:

Section | “Terms of Reference”
Section Il “Quotation Forms”
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Section | — Terms of Reference

Section | - TERMS OF REFERENCE

1. BACKGROUND

2. SCOPE OF SERVICES

3. SPECIAL BRANDING REQUIREMENTS
4. QUALIFICATIONS OF BIDDER

5 REPORTSAND TIME SCHEDUL E

1. BACKGROUND

The Republic of Azerbaijan is a source, transit dedtination country for men, women and children
subjected to trafficking in persons, specificallyinerable regarding threats of forced labour and fo
women and children’s involvement in forced progtitn and forced begging. As an OSCE participating
State, the Republic of Azerbaijan has committeélfitto preventing and prosecuting trafficking in
human beings and protecting trafficked victims tigio a number of OSCE mechanisms.

According to the report of the National Co-ordimateade to the Parliament on 4 April 2014, in that la

ten years, the Government of Azerbaijan identified assisted 566 victims of human trafficking add 1
forced labour and indicted 385 traffickers on thmarges of trafficking of human beings and forced
labour.

Azerbaijani Government has adopted relevant doméstiruments to address trafficking, including the
third National Action Plan for the period of 201818, which has been adopted in July 2014. It also
ratified the Council of Europe Convention on Actiagainst Trafficking in Human Beings, which
entered into force on 1 October 2010.

The Parliament also amended the Criminal Codeigm éthe definition of human trafficking in line vt
the one prescribed in the Anti-Trafficking Law. dtso included border-crossing as an aggravating
circumstance and increased the fines, from 500 AZB500 AZN, and imprisonment, for up to 3 years,
for traffickers in cases of forced prostitution.

In order tocombat trafficking of human being, the OSCE Proj€ctordinator in Baku is currently
implementing the project “SUPPORTING ANTI-TRAFFIOKG EFFORTS IN AZERBAIJAN! The
objective of the project is to assist the GovernmanAzerbaijan and civil society organizations to
improve Azerbaijan’s effectiveness in preventingl @ombating trafficking in human beings and forced
labour through raising public awareness and pragidechnical and financial support to civil society
organizations operating shelters for assistingmi@kand actual victims of human trafficking amtded
labour.
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Section | — Terms of Reference

One of the project’s components is a Public SerAemouncement (PSA) on the prevention of
trafficking in human beings and forced labour.

2. SCOPE OF SERVICES

The scope of the work is to develop a Public Serdinnouncement on various forms of exploitation for
dissemination through traditional media and throaghne and social media. These awareness todls wil
be used to increase public awareness on the arigéks and consequences of human trafficking and
will contribute to the protection of victims’' right particularly for vulnerable populations such as
migrant workers, street children and persons &tfastrafficking. The PSA should cover the follavg:

- Promotional video (15-40 seconds format / designédr TV broadcasting)

Should reflect how human trafficking phenomenomigact a form of modern slavery

where people profit from the control and explodgatof others and how it results in the
exploitation of men, women and children, its impawetsocieties and on individuals. The
audience should see and understand Bopromise for a high-paying job, a loving

relationship, or new and exciting opportunities ¢am to the loss of freedom for a

person. The video can include interviews of tr&iid victims but cannot also depict

fictional situations. The purpose of the PSA shobé&lthe general awareness of the
audience in order to put a stop to human traffigkin all its forms of exploitation.

- Short version of the promotional video (teaser) (5- seconds format / designed for TV
broadcasting and online media)

Should contain brief information for audience abthé content and the purpose of the
promotional video.

- Design of online banner(s) (designed for online rde)

Should display messages to audience to put a stbprhan trafficking and raise general

awareness on the issue, as well as communicatemures to report cases and how to
seek help as the victims of human trafficking. Rdtgss of race, colour, national origin,

disability, religion, age, gender, sexual oriemati gender identity, socioeconomic

status, education level, or citizenship statusytbi#ms could be anyone.

- Design of promotional leaflets, posters (designddr printing)

Should be in line with the promotional video antiest online media communications
supports and especially developed for the purpbskeopublic awareness campaign to
be distributed in public areas.

The Public Service Announcements and all relatedneonications supports should imeAzerbaijani
language.

3. SPECIAL BRANDING REQUIREMENTS

The subcontractor will be required to follow allabding and marketing requirements under the grant
agreement signed between the OSCE and the USAID.
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Section | — Terms of Reference

The primary and secondary audiences for the PSAdec

- Public at large
- Victims of human trafficking and forced labour

- Vulnerable communities

- Civil society organizations

- Service providers

- Relevant Government agencies and institutions

The intended general message of the project is AAgrough OSCE is supporting the Government
of Azerbaijan and civil society organizations tortfier improve Azerbaijan’s effectiveness in
preventing and combating trafficking in human beiagd forced labour.

The PSAs will include the USAID identity, along withe OSCE logo.

4. QUALIFICATIONS OF BIDDER

- The vendor should have at least 3 years of expeiem preparing PSA for issues that are of
public importance to warrant donations of spacetand by the media.

- The company must have sufficient human and techrésaurces to implement preparation and
arrange for broadcasting of PSAs in AzerbaijaniSt&hdards.

- The company must present PSA concept that tackéesssue of trafficking in human beings in

Azerbaijan. The PSA should contribute directly maplementation of the Support to the anti-
trafficking efforts in Azerbaijan.
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Section | — Terms of Reference

5. REPORTS AND TIME SCHEDULE

DESCRIPTION OF TASKS

Tender announcement for PSAs

JAN FEB MAR APR | MAY JUN

Selection of the company that will design the PSAs

Approval of preproduction versions of the scriptsl a
other communications support

Approve the scripts for production

Identify media sources for broadcasting

Broadcasting/airing of the PSAs and distributién o
created communications support
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Section Il. Quotations Forms

Section Il - QUOTATION FORMS

Note: It is mandatory that you duly complete and sign Gheotation Forms. Failure to do so w|l
result in your quotation being rejected.

SECTION Il —A QUOTATION SUBMISSION FORM
Date :

RFQ N0AZE/002/2015
To: OSCE Project Co-ordinator in Baku

Dear Sir/Madam:

Having examined your Request for Quotation and astgenda therepthe receipt of which is
hereby duly acknowledged, we, the undersignedy e¢ffgorovide the Services in conformity with your
RFQ No0.AZE/002/2015.

We agree to abide by this quotation for a peribdatidity of 60 calendar days past the deadline
for the receipt of quotations specified in the RFQur guotation shall remain binding upon us ang ma
be accepted by the OSCE at any time before theatqi of that period.

We accept and agree that, unless the RFQ Docuregptsessly specify otherwise, the OSCE'’s
General Conditions of Contract (Services) will api@ any contract resulting from this RFQ.

We understand that the OSCE is not bound to aesgptjuotation that it receives.

Yours sincerely,

Authorized Signature:
Name and Title of Signatory:
Name of Firm:
Address:
Date:
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Section Il. Quotation Forms

SECTION || =B QUALIFICATION |NFORMATION FORM

General Information

[EnY

. Bidder’s Full Legal

Name:

2. Street Address:

Postal Code: City:

Country:

. P.O. Box and Mailing Address:

. Telephone Number:

. Fax Number:

. E-mail Address:

N o 0~ W

. 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,
legal name):

if any (full

14. Principal subsidiaries, associates, and/oesgmtative(s), if any, that are relevant to theviSes:

Financial Information

15. For the last three financial years:

Year

Turnover (EUR)

Working Capital (EUR

[Bidder to attach the audited financial statemefatisthe last year]

Experience

16. Contracts of similar scale/volume during thet three years:

Customer Name and
Contact Details

Value (EUR)

Year Services Provided

Country

Signature of Bidder:
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Section Il. Quotation Forms

SECTION Il —C ANITEM-BY-ITEM COMMENTARY ON THE TERMS OF REFERENCE AND A
DETAILED DESCRIPTION OF THE APPROACH, METHODOLOGY AND WORK PLAN FOR
PERFORMING THE SERVICES

Note to Bidders. You shall provide an item-by-item commentary an Terms of Reference and a
detailed description of the proposed approach, wathogy and work plan for performing the
Services in order to demonstrate the responsivenfegsur quotation to the Terms of Reference.

|. DETAILED DESCRIPTION OF THE APPROACH, METHODOLOGY:

A. Previous relevant experience:

The bidder should have at least 3 years of expegien preparing Public Service Announcements
(PSAs) for issues that are of public importancevdorant donations of space and time by the media.
Relevant Services Carried Out in the Last Three Yes That Best lllustrate Qualifications

Note to Bidders: Please list relevant services carried out in thst three years that best illustrate
qualifications and provide sufficient details toable the evaluation. You may share samples of
previous similar products.

B. Capacity:

Note to Bidders: Please describe your human and technical resesito implement preparation and
arrange for broadcasting of PSA in Azerbaijani Tahslards

C. Preliminary scenario concept:

Note to Bidders: Please present your proposed PSA concept tledda the issue of trafficking in

human beings in Azerbaijan. The PSA should cortgillirectly to implementation of the support|to
the anti-trafficking efforts in Azerbaijan. Pleas®te that the final PSAs will be in Azerbaijani
language.

D. Recommended guest speakers/actors:

Note to Bidders. Please present your proposed guest speakersoam@dtors. Please note that the
concept of PSAs must be national in scope, sotligainessage has relevance to media audiencgs in
communities throughout Azerbaijan.

[I. WORK PLAN FOR PERFORMING THE SERVICES:

Note to Bidders. Please present your expected work plan witlpisropriate timeframe.
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Section Il. Quotation Forms

SECTION Il —=D KEY PERSONNEL

Note: You shall list the Key Personnel proposed forf@ening the Services and attach recen

signed CV(s).

Position

Task

Signature of Bidder:
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Section Il. Quotation Forms

[NOTE:
BIDDER SHALL INCLUDE THISFORM IN A SEPARATE ENVELOPE
AND/OR SEPARATE E-MAIL MESSAGE]

SECTION I —E PRICE SCHEDULE
Cost Component Unit Price Quantity Total Price
(if applicable) (if applicable)
in AZN

excluding VAT

TOTAL QUOTATION PRICE:

Signature of Bidder:
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