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I. BACKGROUND
UNICEF works in 190 countries and territories to protect the rights of every child. UNICEF has spent 70 years working to improve the lives of children and their families. Defending children's rights requires a global presence, the aim to produce results and understand their effects. UNICEF believes all children have a right to survive, thrive and fulfill their potential – to the benefit of a better world.

UNICEF is set out to strengthen its creative capacity to deliver products that are forward-thinking and impactful in the advocacy for children’s wellbeing. We are embracing the need for design solutions that use creativity to tackle complex problems in systematic and inspiring ways. Design is an increasingly growing area throughout our organization. With strong ties to traditional aid work, the need for design is shifting, placing it as an integral part of our Brand Strategy. Involving design at the early stages of our projects leads not only to better quality results in production but yields more impactful messaging in our communication, and ultimately, elevating our project missions.

UNICEF’s mandate to protect children’s rights covers many areas beyond traditional field-work. 
Policy making, advocacy campaigns and the publication of research products are all part of our daily work, often taken form in multimedia communication efforts and through printed media.

Examples of UNICEF’s creative work: 
Example1 – UNICEF ZEROawards
Example2 – Voices of Youth
Example3 – Time Machine at the General Assembly
Example 4 – Unfairy Tales
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UNICEF is seeking to enter Long-Term Arrangements (LTAS) with selected companies to provide inspiring, engaging and impactful design services to our communication products for print and digital. We are seeking creatives that are forward-thinking with an ambitious attention to detail, a high design aesthetic and awareness of current audiences and where they are. 

General outline of UNICEF’s audiences:

Internal audiences: 
UNICEF teams, global County Offices, National Committees, larger UN family (agencies).

External audiences: 
Accademia, governments, development agencies, press and journalistic media, general public.

As a result of this Request for Proposal for Services process, UNICEF reserves the right to establish non-exclusive Long-Term Arrangements with multiple companies for the initial term of three (3) years with an option to extend for two (2) more additional one-year periods at the discretion of UNICEF, subject to satisfactory performance by the service provider.


III. HoW WE OPERATE 
Becoming a creative vendor for UNICEF means that you will be an available resource to our entire organization across 190 countries of operation. It is a great opportunity to work with a diverse range of teams across East Asia and the Pacific, Eastern and Southern Africa, Europe and Central Asia, Latin America and the Caribbean, Middle east and North Africa, South Asia, West and Central America, and UNICEF National Committee Countries. See full list of offices here.

You might receive project requests from different offices at any given time throughout the duration of the LTAS. Projects may vary in size, timeline and level of creativity. Some might require high conceptual and strategic thinking with a project timeline of 10 months, whilst another project might require less creative planning yet undergo a faster and more straightforward execution. Our projects are as diverse as our locations. 


Iv. DESCRIPTION OF SERVICES
Qualified vendors are invited to submit proposals for the provision of one or several of the following services:
 

Category 1 – Publication and Layout design
UNICEF produces a large range of publishing and editorial products for print and digital media that advocate for children’s rights. Based on scientific research we conduct on children’s wellbeing around the world, our publications are often aimed towards policymakers, development partners, media and the general public to encourage our audiences to engaged and take action on particular issues. Our editorial products also ensure that UNICEF is recognized as a credible and trusted voice for children. 

UNICEF’s editorial products are often rich in graphic design elements such as statistical graphs, infographics, iconography and photography. Our editorial design needs span from the creation of larger research reports to teaching material for practitioners in the field. Examples of final products can include publication reports, brochures, booklets, guidelines, technical reports and fact sheets.

Activities will include, but not limited to:
a) Planning of content, structure and agreed timelines with involved parties
    (particularly important for large scale reports of 100+ pages)
b) Understanding and research of the initiative’s topic and project goals
c) Conceptualize design and theme for the product and present to parties involved
d) Execution of design, layout and typesetting following UNICEF’s brand guidelines 
e) Sourcing of photography together with UNICEF team (UNICEF image bank)
f) Develop translated versions of selected publications and graphic products in French and Spanish and produce or provide oversight for the production of Arabic versions where required
g) Setting up print-ready artwork
h) Provide expertise and oversight in the production of printed materials and be able to liaise with printers

Category 2 – Presentation Design
UNICEF has a need to in a quick and visually effective manner present information to varied audiences. Our expert teams work on projects that span from emergency outreach, knowledge management to data analytics and we often present our initiative and results through easy-to-use presentation formats. We are seeking support to help create visually striking and dynamic narration of content for our internal as well as external audiences following UNICEF’s Brand Guide. Examples of final products can include presentation decks, proposal decks, document templates delivered in accessible platforms e.g PowerPoint, Google Docs, Microsoft Sway. Presentation Design can also include the creation of custom presentations in professional design programmes (Adobe InDesign).

Activities will include, but not limited to:
a) Understanding the specific initiative’s topic, project goals and how the presentation will be 
viewed by audiences
b) Conceptualize layout draft 
c) Presentation of layout in an easy to understand manner for parties involved
d) Execution and rendering of layout
e) Hand-over artwork in accessible formats such as .jpg,.png .ai etc.


Category 3 – General Graphic Design 
Given UNICEF’s large organizational size and range of initiatives, our graphic design needs are vast and varied in nature. This category covers a broader spectrum of graphic design services for various areas. The examples of final products can include iconography, infographics, cover designs, poster design, custom graphics. This can also include products in digital design such as emailers, e-newsletters, event page design (in e.g. Squarespace or Splashthat). Certain products might also be used for marketing purposes.

Activities will include, but not limited to:
a) Understanding and research of the specific initiative’s topic and project goals
b) Conceptualize design idea (sketches)
c) Presentation of ideas in an easy to understand manner for project team and parties involved
d) Execution and rendering of design element
e) Hand-over artwork in accessible formats such as .jpg,.png .ai etc.


Category 4 – Creative Concept and Ideation
UNICEF produces a large number of products that span from knowledge pieces, public facing campaigns (advocacy and funding) to visual platforms for single initiatives. Some of these projects require a higher level of ideation and concept development. 
For example (1): To conceptualize a strong campaign idea for an initiative around education that can be carried across various platforms such as print, video, physical activation and social media. 
Example 2: Strategize an activation campaign around an issue that targets policy makers during their visit at the General Assembly at the United Nations. 
Example 3: Design and strategize a visual theme for a large yearly event around children’s rights.

Activities will include, but not limited to:
a) Investigation and research of the specific initiative’s topic and project goals
b) Development of a single creative concept that can carry the initiative across all platform
c) Presentation of concept options to project teams and parties involved
D) Motivate and explain why the developed concepts will be the impactful 
e) Implementation/roll out of the creative concept 


Category 5 – Visual Identity (individual projects)
Following UNICEF’s brand guidelines, some projects require a unique look (a visual identity) in order to carry a specific initiative across all platforms. For example (1): Create a visual theme for a water disparity research that carries across a campaign, a report, data graphs, photography, UNICEF webpage etc. Example 2: Design the look of all design assets for an upcoming conference on emergency outreach. 

Activities will include but not limited to:
a) Investigation and research of the specific initiative’s topic and project goals
b) Execution and design of visual identity directions (options)
c) Presentation of visual identity options for project teams and parties involved
d) Roll-out of full suite of agreed material for initiative (e.g. posters, print publications, iconography, digital platform etc.)

 
Category 6 – Illustration
From time to time UNICEF faces the need to visualize an initiative that best lends itself to a custom illustration. We’re seeking illustration talent to help support our visual communication projects.
Examples of formats: An illustrated story for a field-guide-book, a custom cover illustration for a research report, a supporting editorial illustration for a digital publication or an storyboard for an upcoming UNICEF video. Custom illustrations can be made in physical material (such as pen, pencil, paint) or digital illustration (generated on computer).

Activities will include but not limited to:
a) Understand the background of the specific initiative’s topic and project goals
b) Conceptualize illustration idea (sketches or storyboard)
c) Presentation of ideas in an easy to understand manner for project team and parties involved
d) Execution and rendering of illustration
e) Hand-over artwork in accessible formats such as .jpg,.png .ai etc.


Category 7 – Data Visualization 
UNICEF works hard to generate consistent, credible data about children’s situations around the world. We have an increased availability to new forms of data and analytical tools to help us generate this evidence. We, however, face the need to translate critical information through data visualization in order to better reach our different audiences, from public to experts. Examples of final products can include dashboards (connected to live data using custom D3, Power BI, Tableau etc.), interactive charts and graphs, animated videos and gifs, mapping tools and interactive maps, data driven campaign pages i.e. http://data.unicef.org/end-￼-dataviz/

Activities will include but not limited to:
a) Provide strategic guidance on reporting and visualization best practices
b) Develop analytical models that combine and collate data from various sources
c) Design and develop compelling data visualizations via a variety of techniques including data storytelling, and user-centric design
d) Conduct maintenance and fine-tuning of dashboard design; apply industry best practices to the management and maintenance of visualizations
e) Conduct design reviews and QA functions for the information delivery applications, including ensuring that system and integration test plans are developed and executed

Category 8 – Exhibit, Ambient and 3D Design
UNICEF occasionally host events and exhibitions to bring important issues into light; yearly events in connection to the larger United Nation’s agenda, and specialty initiatives that require hosting and exhibitions spaces. We are seeking companies that can visually translate our initiative’s goals into 3-dimensional environments. Examples of final services can include: Exhibition/event design of 3D spaces, information design (larger areas), wayfinding design, immersive content (photo, film, multimedia). UNICEF is seeking vendors that will be able to provide a full production service from conceptualization and design to production and delivery of physical material.

Activities will include but not limited to:
a) Conceptualization of concept idea for the particular space in mind
b) Presentation of concept to all stakeholders
c) Experience mapping & journey development
d) Planning and project management
e) Design development & graphic production
f) Fabrication
g) Detailing & engineering
h) Site supervision
i) Logistics
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· Proposals will be considered from registered corporations, limited liability companies or proprietary companies only.
· Portfolio-proven experience in the service category the vendor is bidding for. 
· Bidders must have capacity to work flexibly over weekends/evenings, with short deadlines during peak periods as required.


[bookmark: _mufeu22iuq7m]Vi. STRUCTURE OF THE PROPOSAL (MANDATORY DOCUMENT REQUIREMENTS)
The Proposal shall contain the mandatory documentation listed below:
1. Company profile 
1.1. Background and capacity 
Provide a brief description of the company submitting the proposal, including the company’s main creative strengths and approach to design.
1.2. Resources and assignment of tasks
Describe the availability of resources in terms of personnel and facilities. Describe the structure of the proposed team/personnel, and the work tasks (including supervisory). Special attention should be given to providing a clear picture of roles, responsibilities and accountability. 
1.3 Please explain your extended network of collaborative partnerships and which areas of your production line are outsourced work.
Please note that UNICEF requires account manager/focal point for each project/assignment.

2. Methodology, project management and quality control
NB: Please clearly indicate which service category/s described in Section IV your company is applying for.
The proposal should describe the organization’s methodology used to provide the services, including their approach to quality assurance, urgent services, delays in timelines, correction of mistake and mitigation of risk in these areas. Please summarize the approach and please do not send attachments.
Describe the potential risks that may impact quality or timely completion of expected results. Describe measures that will be put in place to mitigate these risks.

3. Experience and references 
3.1. Previous or current projects
Please provide the company portfolio that demonstrates the range of services and experience the company offers. The description should include the most compelling cases showcasing company’s expertise in the service categories the company is bidding for. 

3.2. References
Bidders should include at least three (3) client references, along with a brief description of the services provided, as per the format provided in Annex C. 
IMPORTANT: Items 1-3 will constitute vendor’s Technical Proposal.

4. Financial proposal
For the purposes of cost comparison, bidders are to propose a fixed rate-card cost that is based on a minimum composition of a standard team comprising of personnel to handle the delivery of the service. Financial proposals shall be submitted as per the Annex D. Proposals submitted in any other format will not be considered. 
The rate card will be used as a basis to create and calculate the costs of teams to undertake assignments. The exact composition of the team may be modified based on the requirements of the specific TOR for the consequent contracts as there may be cases where some of the resources are not required. Rates will be applicable over the duration of the LTAS. All costs should be indicated in US Dollar only. 
Each person’s daily rate should cover a standard person-day. Rates quoted must be all-inclusive and therefore taken together sufficient to cover the efforts of the entire team assigned for each task. This includes all associated costs such as those required for communications, IT infrastructure, supplies, and other forms of “contingencies”, “overhead”, “indirect costs”, or “administrative expenses”. The rate should take into account average expected global inflation/ escalation rates over the duration of the LTAS as well as any discounts based on volume of business.


ViI. EVALUATION PROCESS AND METHOD
Proposals will be reviewed following a three-step process:
1. An initial administrative check for completeness and compliance 
2. Technical evaluation (80 points)
3. Evaluation of financial proposal (20 points)

A maximum of 80 points will be allocated to the technical aspects of the bids, with a further 20 points for the price component, for a maximum possible score of 100 points.


Administrative check
Proposals will first be reviewed for their completeness in terms of the information requested in the RFPS (Section VI) and their compliance with its requirements. Only proposals that successfully pass the administrative check will be subject to technical evaluation.  


Technical evaluation (80 points)
The technical evaluation will consist of two phases:
Round 1 – Desk Review (60 points)
Proposals will be evaluated on the criteria outlined in Table 1 of this document. Only those proposals that score 50 points and above will be considered technically compliant and will proceed to Round 2. All other proposals will be disqualified. 
	Table 1: Technical evaluation: Round 1 –  desk review of proposals 
	Points obtainable

	1. Company profile and methodology
	

	1.1
	Background and company approach
	5

	1.2
	Project management, quality assurance procedures
	10

	
	and risk mitigation
	

	2. Organizational resources 
	

	2.1
	Company resources and distribution of tasks 
	5

	3. Experience and capacity
	

	3.1
	Design expertise within applied category
	15

	3.2
	Quality of overall portfolio
	10

	3.3
	Creativity and novelty of work examples
	15

	
	TOTAL POINTS OBTAINABLE: 
	60




Round 2 – interview/presentation (20 points)
Vendors scoring 50 points or more in Round 1 will be invited to present their proposal and their core staff for further assessment.
A minimum of 15 points will be required for proposers to qualify for the financial evaluation. All other proposals will be disqualified for further evaluation.  

Financial evaluation (20 points)
Proposals judged to be technically qualified will then be evaluated on their financial proposal which should be submitted in the format outlined in Annex D. The financial evaluation will be conducted per each category separately.
Price quotations will be awarded a relative score, with a maximum score allocated of 20 points. 
Financial evaluations will be conducted separately for each category. A proposal offering the lowest total costs in a certain category will be awarded 20 points, all other price proposals receive scores in inverse proportion per the following formula: 

Score for price proposal X = (Maximum score for price proposal (e.g. 20) * Price of lowest priced proposal) / Price of proposal X 

Awards
The proposals obtaining the minimum 80 points and higher after adding the scores for the technical and financial offers are the proposals that offer best value for money and will be recommended for award of the contract.
IMPORTANT: UNICEF may award an LTA for all services submitted in the bid, or for specific category only, depending on the technical strengths and expertise of the prospective proposers following a comprehensive evaluation as indicated in Section VI Evaluation Process and Method.
***


	
	
	



