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INDIVIDUAL CONSULTANT PROCUREMENT NOTICE

 Date:  27 September 2012                                             
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	Country:
	Vietnam

	Description of the assignment:
	A National professional video producer/editor to document the construction process of the Green One UN House 

	Project name:
	UN Vietnam

	Period of assignment/services :
	Estimated 14 months in 2012 and 2013


Submission should be sent by email to le.tuyet.sinh@undp.org  no later than:  17.00 hrs, 10 October 2012 (Hanoi time).
Any request for clarification must be sent in writing, or by standard electronic communication to the e-mail indicated above. Procurement Unit – UNDP Vietnam will respond in writing or by standard electronic mail and will send written copies of the response, including an explanation of the query without identifying the source of inquiry, to all consultants.

1. Background information, Scope of work, responsibilities and description of the proposed analytical work and requirements for experience and qualifications are as attached Terms of Reference (Annex I)
2. DOCUMENTS TO BE INCLUDED WHEN SUBMITTING THE PROPOSALS.

Interested individual consultants must submit the following documents/information to demonstrate their qualifications -   Any individual employed by a company or institution who would like to submit an offer in response to a Procurement Notice for IC must do so in their individual capacity, even if they expect their employers to sign an RLA with UNDP.   
· Expression of Interest: 

(i) demonstrating the capability of working independently, managing and producing the final product(s) as required within the set tight deadlines, 

(ii) demonstrating experience in working with international organizations in Viet Nam 

· Most updated CV

· 02 samples of similar video products

· Financial offers for 02 options as below template
3. FINANCIAL PROPOSAL

Interested individual consultants with experience and qualification can make their own estimate of the time taken to complete the assignment in line with the TOR and use this estimate as the basis of the financial proposals to be submitted. All costs will be quoted in Vietnam Dong (Otherwise, costs will be converted to Vietnam Dong at UN Exchange Rate the time of contract signing.)

The lumpsum offer covers all associated costs for the required service (fee, daily cost for accommodation and meals, travel cost, medical examination if required, visa fee, taxes etc) until satisfactory acceptance of the final outputs in the TOR as below breakdown table: 

Format of breakdown financial offer

	Description
	Unit cost
	No of days/missions
	Total amount

	OPTION 1
	
	
	

	Consultant fee
	
	
	

	Misc
	
	
	

	TOTAL:
	
	
	

	
	
	
	

	OPTION 2
	
	
	

	Consultant fee
	
	
	

	Misc
	
	
	

	TOTAL:
	
	
	


4. EVALUATION
· Technical Criteria weight:  1000 points

· Financial Criteria weight:  1000 points

Technical Evaluation will base on the following criteria:
	Evaluation Criteria
	Maximum Points

	Consultant(s)’ experiences/qualification related to the services
	

	1
	Technical knowledge and relevant experience in producing of similar video products (to be evaluated on bidder’s past experience as well as his/her videography and photography portfolios)
	300



	2
	Ability to submit similar video product samples that have been produced by the bidder - in format of time lapse videos, short progress videos and short video interviews…with good quality 
	400

	3
	Past experience in working with international organizations in Viet Nam is preferable. Working experience with the UN agencies in Viet Nam could be an asset, but not required
	50

	4
	Capability of managing and producing the final product(s) as required within the set tight deadlines. Ability to work independently, be flexible and make changes needed at short notice, in case there are sudden developments which need to be documented
	50

	Expression of interest
	

	5
	Understanding of the objectives of the assignment
	150

	6
	Understanding the difficulties/challenges of the tasks and proposed  feasible/realistic solutions or measures to be adopted
	50

	
	Total
	1,000


Only candidates obtaining a minimum of 70% of Technical weight would be considered for the Financial Evaluation
Maximum 1000 points will be given to the lowest  financial offer and the other financial proposals will receive the points inversely proportional to their financial offers. i.e.  Sf = 1000 x Fm / F, in which Sf  is the financial score, Fm is the lowest price and F the price of the proposal under consideration. 

The weight of technical points is 70% and financial points is 30% of the obtainable points
Individual consultants will be evaluated based on Cumulative analysis, the award of the contract will be made to the individual consultant whose offer has been evaluated and determined as:

a) responsive/compliant/acceptable, and

b) Having received the highest score out of a pre-determined set of weighted technical and financial criteria specific to the solicitation. 
5.  CONTRACT

“Lump-sum” Individual Contract will be issued for Individual consultant

“Lump-sum” RLA will be issued for consultant assigned by firm/institution/organization
6. ANNEXES

ANNEX 1- TERMS OF REFERENCES (TOR)  

ANNEX 2- INDIVIDUAL CONSULTANT GENERAL TERMS AND CONDITIONS by visiting http://www.undp.org.vn/digitalAssets/23/23724_General_Conditions_-_IC.pdf
Terms of Reference 

TITLE:  
A national professional video producer/editor to document the construction process of the Green One UN House 


COUNTRY OF ASSIGNMENT: Viet Nam


1) GENERAL BACKGROUND

The proposal to establish a Green One UN House in Viet Nam has two key purposes – to help the UN in Viet Nam ‘Deliver as One’ and ‘Deliver Green’.   
Currently, staff from the sixteen UN agencies in Viet Nam are housed in eleven different locations in Ha Noi.  Co-location into a Green One UN House is a prerequisite to the full implementation of the One UN Initiative, including being able to enhance its development effectiveness by clustering staff according to functions, rather than on an agency basis. 
The Green One UN House project is a joint endeavour with the Government of Viet Nam contributing a high value site; Donors – Australia, Finland, Ireland, New Zealand, Norway, Kingdom of Saudi Arabia, Spain, UN Environment Programme and UK/DFID – pledging more than half of the building budget; and the balance pledged by the participating UN agencies. 
The Green One UN House represents a model for Viet Nam and other countries by demonstrating the viability of innovative, sustainable buildings, and a pilot project for the new green building rating tool developed by the Vietnam Green Building Council.  The Green One UN House is also an important component of the UN’s climate change advocacy.  This is particularly important in Viet Nam’s context of rapid urbanization and high vulnerability to climate change.   

2) OBJECTIVES OF THE ASSIGNMENT

The UN in Viet Nam would like to document the construction process of the Green One UN House – from the very first groundbreaking ceremony to the final House is completed and UN agencies have moved in. Documenting this process is important from the point of view of general staff communication and awareness, from a legacy and record perspective, and also to help facilitate the needed change management process. It is therefore proposed to develop a regular ‘progress report’ in video and photography form. The video footage and still images will serve to document the construction of the Green One UN House and can be used for different communication purposes, both during and after the construction. During the construction, the footage will be used to provide regular updates to staff, via the UN Viet Nam intranet. As there is no in-house capacity for this assignment, it is proposed to contract a professional video producer/editor to do the job. 

3) SCOPE OF WORK

The specific tasks of this assignment are as follows:

· October 2012 onwards (estimated at 14 months): Documentation of the groundbreaking ceremony and recording of video footage (including interviews with key stakeholders whenever needed) and photography of the GOUNH construction activities throughout the whole process (minimum basis TBC)

· Editing and periodic submission of final products*** (as specifically described under point 5 below)

4) DURATION OF ASSIGNMENT, DUTY STATION AND EXPECTED PLACES OF TRAVEL

This assignment will be carried out in Ha Noi (mostly at the GOUNH construction site, except some interviews) throughout the construction process (estimated at 14 months). No travel outside of Ha Noi is required.

5) FINAL PRODUCTS

Note: It is proposed that both two options as described below will be considered by potential bidders for preparation and submission letters of interest and financial proposals. However, only one option will be chosen for implementation, subject to availability of budget for this specific assignment.
Option 1: On-site filming/photography as required to produce the following deliverables:

· Bi-weekly (on a year basis – i.e. 26x) 1-minute video clips ready for upload to the UN Viet Nam intranet, showing the progress in that period;

· Monthly short interview clips with key people involved in the current stage of the process (such as the UN Resident Coordinator, the GOUNH Project Manager, the Contractor, the Chair of the Operations Management Team), ready for upload on the UN Viet Nam intranet. The UN Communications Team will identify the interviewees and will also script the interviews;

· A 15-minute ‘time-lapse’ video at end of project showing the full construction process, and making use of interviews and still images as needed. A YouTube style version and high-quality version will be needed.

· A CD-rom with a selection of the best quality still images taken.

· A CD-rom with all the 1-minute video clips produced.

Option 2: On-site filming/photography as required to produce the following deliverables:

· Monthly (on a year basis – i.e. 12x) 1-minute video clips ready for upload to the UN Viet Nam intranet, showing the progress in that period;

· A 15-minute ‘time-lapse’ video at end of project showing the full construction process, and making use of interviews and still images as needed. A YouTube style version and high-quality version will be needed.

· A CD-rom with a selection of the best quality still images taken.

· A CD-rom with all the 1-minute video clips produced.

The selected producer/editor will be responsible for supplying all technical videography and photographic equipment required for this specific assignment.   

The UN in Viet Nam has first selection rights - exclusive world rights in all media in perpetuity - to all footage/images taken on this assignment.   

6) PROVISION OF MONITORING AND PROGRESS CONTROLS

The UN Communications Team will be responsible for the monitoring of progress and supervision to ensure progress and high-quality final products and timely submission.

7) DEGREE OF EXPERTISE AND QUALIFICATIONS

We are seeking a highly qualified professional video producer/editor, based in Viet Nam. The video producer/editor will need to demonstrate that s/he has experience of producing similar products (to be evaluated based on samples submitted - in format of time lapse videos, short progress videos and short video interviews...). 

The producer/editor should be capable of producing the final products within the above-mentioned deadlines. S/he should be able to visit the construction site at short notice, in case there are sudden developments which need to be documented. 

The producer/editor will have to work independently, with technical support and supervision provided by the UN Communications Team and the GOUNH project team. Candidates will be evaluated on their past experience as well as their videography and photography portfolios. Working experience with UN agencies in Viet Nam will be an asset but is not essential.

8) ADMIN SUPPORT AND REFERENCE DOCUMENTS

The GOUNH project team, in close collaboration with the UN Communications Team, will provide all necessary logistical support and arrangements, such as facilitating safe and full access to the construction site, in accordance with the UN security guidance, as well as facilitation of interviews as required.

9) REVIEW TIME REQUIRED AND PAYMENT TERM

Payment will be paid in 05 instalments for two options with schedules as below: 
Option 1:

· First payment of 20 % of contract will be paid after the first 03 months of the contract and upon the submission of the first two products produced in the period with satisfactory acceptance by UNDP

· Second payment of 20 % of contract will be paid after the following 03 months of the contract and upon the submission of the first two products produced in the period with satisfactory acceptance by UNDP

· Third payment of 20 % of contract will be paid after the following 03 months of the contract and upon the submission of the first two products produced in the period with satisfactory acceptance by UNDP

· Forth payment of 20 % of contract will be paid after the following 03 months of the contract and upon the submission of the first two products produced in the period with satisfactory acceptance by UNDP

· Final payment of 20 % of contract will be paid upon the submission of the first two products produced in the period and the last 03 products as required with satisfactory acceptance by UNDP
Option 2:

· First payment of 20 % of contract will be paid after the first 03 months of the contract and upon the submission of the first products produced in the period with satisfactory acceptance by UNDP

· Second payment of 20 % of contract will be paid after the following 03 months of the contract and upon the submission of the first products produced in the period with satisfactory acceptance by UNDP

· Third payment of 20 % of contract will be paid after the following 03 months of the contract and upon the submission of the first products produced in the period with satisfactory acceptance by UNDP

· Forth payment of 20 % of contract will be paid after the following 03 months of the contract and upon the submission of the first products produced in the period with satisfactory acceptance by UNDP

· Final payment of 20 % of contract will be paid upon the submission of the first products produced in the period and the last 03 products as required with satisfactory acceptance by UNDP

10) CONSULTANT PRESENCE REQUIRED ON DUTY STATION/UNDP PREMISES

( NONE                         ( PARTIAL                    ( INTERMITTENT                  ( FULL-TIME                                                               






















