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TERMS OF REFERENCE

PROVISION OF VIDEOGRAPHY SERVICES

	Organization:
	iMMAP

	Purpose of Contract:
	Provision of videography Multimedia services to launch and promote new online platforms for the Ministry of Labour and Social Affairs (MoLSA) in federal Iraq.  


	Country/Region: 
	Baghdad, Basra, Diwanyah - Iraq

	Contract Duration:
	01 January 2023 – 30 April 2023

	Program Title: 
	Information management capacity building and technical support to the Ministry of Labour and Social Affairs (MoLSA) 


Background:
iMMAP is an international non-governmental organisation that provides information management services to humanitarian and development organizations. Through information management, we help our partners target assistance to the world’s most vulnerable populations. Our core philosophy is that better data leads to better decisions which ultimately leads to better outcomes. iMMAP’s critical support to information value chains helps to solve operational and strategic challenges of our partners in both emergency and development contexts by enabling evidence-based decision-making.
iMMAP Iraq is implementing a project in partnership with the Private Sector Development Project by the- GIZ (commissioned by Federal Ministry for Economic Cooperation and Development (BMZ) and the European Union). 
The project, managed from iMMAP office in Baghdad, aims at supporting the Ministry of Labour and Social Affairs (MoLSA) through the creation of a web-based tailored interactive online information system on the labour market. The web-based employment platform developed for the MoLSA will connect jobseekers with employment and training opportunities provided by private sector companies.  

Objectives:
iMMAP Iraq is seeking videography services to produce informative and promotional recorded and 2D graphic animated videos to publicise and facilitate the understanding of the online employment platforms, as well as promote the MoLSA services to the public and private sector companies. 
Up to 6 videos will be produced to provisionally cover the following content, according to the needs of the Ministry and with the possible addition of another ministry as well as the possibility of adding extra videos based on demand. The final topics of the videos will be determined after agreement with the ministries. 
The initial list of videos for the MoLSA is attached to this ToR (Annex 01). Each edited and finalized video will be 2-5 minutes in duration.  
· The Directorate of Labor and Vocational training Services and Policies.
· Employment Platform services and key features.
· Vocational Training/ Vocational training canters 
· Job seeker’s services via the platform.
· Business owners (Employer) services via the platform.
· Documentation of The Launch of the Platform. 

The consultant/company should note that the number of videos required is subject to increase or decrease, according to the needs of the MoLSA or of another ministry. The consultant/company will be provided with a comprehensive brief of the project and a demonstration of the online employment platforms, prior to the start of work. 
Scope of work:
· In coordination with iMMAP’s project team, conduct consultation with ministry staff to develop video scripts based on the subjects to be covered.
· Develop a detailed video script, including details of all scenarios covered within each video.  The consultant/company will be responsible for drafting video scripts and scenarios, which will be approved by iMMAP’s Project Manager. 
· For the 2D animated graphics videos, the consultant/company shall present IMMAP team with a minimum of 2 examples of animation styles. Providing original high-resolution animation with specified color pallets and voice-over options with an adequate number of frames per second (24-30 FPS). 
· For the recorded videos, the consultant/company shall capture high-quality video (16:9, 4K/25p), screen capture and audio footage including any required interview and B-roll footage. iMMAP’s IM Officer will provide the consultant/company with access to and demonstrations of the online platforms to support the creation of screen capture footage. 
· Production of any slides or infographics to be used within the videos to promote the online platforms, ministry service, labor laws, etc. 
· Editing of video footage using professional editing software and addition of subtitles in Arabic and English languages. 
· Conduct audio balancing of edited video footage and add appropriate background tracks (observing copyright laws), where required. If required, record and add high-quality voice-over to narrate in the Arabic language as well as add Subtitles, Transcripts, and screen captions. 
· Review each completed video with the relevant Ministry staff, iMMAP Project Manager and Communications Officer and conduct any necessary edits and revisions to finalize the product. This process is expected to require several iterations to finalize and approve each final video. 
· Export the finalized videos in a variety of formats (HD 1080pm resolution) for use on various devices and platforms (phones, tablets, monitors, TVs, projectors, embedded in webpages, etc.). 
· For 2D animated videos: export the finalized videos with a resolution of 1280*720 (720p HD). The consultant/company could advise on the best quality for web upload. 
· The video resolution shall be able amendable. cut, crop and adapt the videos or change their resolution and aspect ratio to be used on a street billboard when required. 
· All copyrights of the production are to be given to IMMAP; the consultant/company shall not duplicate any of the work produced under this consultancy to any other customer. 
The consultant/company is expected to.:
· Provide their own HD video camera, ancillary equipment (lighting, microphones, sound gear, gimbal, etc.) and professional video editing software.  
· Produce high-quality animated videos with original designs, drawings, illustrations, or computer-generated effects that have been made to move in an eye-catching way using any number of artistic styles.
· [bookmark: _Hlk121165387]The animations should be produced with Adobe Creative suites or equivalent software (upon IMMAP approval) while keeping the raw and editable files to be transferred to IMMAP upon the completion of the project. 
· Raw footage and/or promotional videos are not shared or used outside of these terms of reference.
· Attend preparatory meetings with IMMAP team to discuss in detail the scope of work, desired outcomes, and project vision. 
· Highly adapt to field interview locations, ensuring consistency and quality of background and lighting conditions within the final products.
· Provide all required audio tracks (observing copyright law) and any recorded voiceover in the Arabic language to narrate videos. 
· Ensure signed consent is obtained from any persons featured within promotional video footage with alignment to iMMAP´s and GIZ Data Protection Policies and with close coordination with IMMAP communication assistant. 
· Remain in contact with iMMAP’s Project Manager to provide regular updates on the progress of video production and enable review of finished products. 
· Ensure appropriate branding, according to the ministries’ requirements, as well as crediting of all project contributors (donors, implementing partners, etc.). Take into consideration IMMAP and GIZ visibility guidelines for video productions. Clear information will be provided by IMMAP.
· Ensure all works are conducted according to and in respect of iMMAP’s Code of Conduct and Protection Against Sexual Exploitation and Abuse (PSEA) policies. 
· Provide their own transportation for any travel required to complete each task. iMMAP will not be responsible for providing transportation within or outside Baghdad. 

Proposed Timeline: 
1) Script and Animation style development is expected to start on the 8th of January 2023 and be concluded in 3 weeks. An initial meeting with IMMAP team will be conducted to explain the vision of the promotional videos. The consultant/company is expected to share with IMMAP team three style options for the 2D Animated videos. Video scripts are to be pre-approved by iMMAP and key stakeholders prior to production. iMMAP will support the consultant/company to coordinate any required meetings with Ministry staff. 

2) Production is expected to commence as soon as the Animation videos style is approved, and the first iterations of video products completed by the 28th of February 2023. IMMAP team and the targeted ministry will support the production team to prioritize the launch of the videos based on needs. 

3) Review, revision, and finalization of all video filming and production will be done in close coordination with the ministry and GIZ teams. The process will take 2 weeks after the completion of a video and the consultant/company should reflect the final comments and amendments within 1 week of receiving the final feedback.  

4) Filming and production of Launch event Documentation video: is expected to take place in Baghdad with the active participation of project stakeholders. The consultant/company is expected to provide Video recording equipment and prepare and conduct interviews with selected participants. IMMAP team will support the consultant/company in developing the interview questions and co-directing the documentation of the event. The consultant/company is expected to provide IMMAP with the produced Video within 3 weeks from the date of the event. The video shall have English and Arabic subtitles. 

Consultant/company Proposal:
The consultant(s) /company should submit a technical and financial proposal which clearly outlines.
· Details of their experience, including a description of any similar projects undertaken, as well as a portfolio which provides examples of previous work. At least two 2D Animated videos originally produced by the consultant/company shall be included in the technical offer, mentioning Video quality, production resolution, Number of Frames per second and Animation program used for production (i.e., Adobe Creative suites). 
· Their approach to ensuring the delivery and quality of tasks outlined within the scope of work in a form of implementation methodology. 
· A timeline which outlines the proposed duration of each task specified within the scope of work, to produce six videos (each 2-5 minutes in duration). The work plan shall be presented for the whole period of the production, and explicitly shows the planning to produce one video. 
· Specifications of Animation video programs and technical equipment as well as the video equipment to be used for Video recording work. 
· A breakdown of the total costs to produce 6 videos according to the tasks outlined within the scope of work (Annex 01). The consultant/company shall present the unit cost per video. 
· Consultant/company shall send their complete offer to IMMAP in adherence with the Request for Quotation.  

Guiding Principles:
· The Consultant/company and affiliated contractors are expected to conduct themselves in a professional manner and respect local laws, and customs while conducting consulting services for IMMAP. 
· The consultant/company shall respect and Adhere to IMMAP code of conduct. 
· iMMAP has zero tolerance for sexual harassment, exploitation and abuse, human trafficking, child abuse and exploitation. Any violations of these principles and policies will be treated as serious misconduct and result in the termination of the contract. 
· The consultant/company shall commit to IMMAP, GIZ and project donors’ data protection policies, and refrain from using any recordings of personals beyond the necessities of the video production. 
· The consultant/company shall commit to handover the editable files, raw data, and any recorded videos to IMMAP in adequate format at the end of the consultancy or/and whenever needed and/or requested by project partners. 


*Note that iMMAP will not cover costs for the purchase of any video equipment or software licenses required to complete the scope of work. The consultant/company should note that the number of videos required is subject to decrease or increase, according to the needs of the MoLSA and MoHESR, and the costs will be revised accordingly.

Marking Criteria:
· Minimum eligibility criteria (Pass/Fail)
1- The Bidder confirms it is fully qualified, licensed and registered to trade with iMMAP (including compliance with all relevant local Country legislation).
This includes the Bidder submitting the following requirements (where applicable):
· Legitimate business address
· Tax registration number & clearance certificate
· Business registration certificate
2- Bid validity period (Pass/Fail)
Bids should remain valid for at least 100 days.
3- Adherence to RFP requirements (Pass/Fail)
Submission of separate Technical and Financial Proposals along with submission of Annexes.

· Capability Criteria

1- References and Similar Work (Scoring weight: 20%)
Bidder shares two (2) examples of their experience in providing services like those included within the scope of this tender. mentioning Video quality, production resolution, Number of Frames per second and Animation program used for production (i.e., Adobe Creative suites).
Examples provided must be for similar projects within a similar environment/context to that in which iMMAP operates and within the last two (2) years.
(Note – the Bidder must ensure that for any client references shared, the nominated client is happy to be contacted/visited by iMMAP)
2- Company profile and previous experience in media production, videography, and other Multimedia work (Scoring weight: 10%)
3- Technical breakdown showing implementation methodology and approach to ensure the completion of the required scope of work (Scoring weight: 10%) 
4- Implementation timeline (Scoring weight: 5%)
5- Company size, and Dedicated Project team breakdown, including their CVs and portfolios (Scoring weight: 10%) 
6- Types of equipment’s used for Videography (Scoring weight: 10%) 
7- Type of 2D Animated videos software (Scoring weight: 5%) 



· Financial Criteria (Scoring weight: 30%)
Marks will be given using the following formula:
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