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Request for Proposal (RFP)
For: Inviting quotations_ Public Relation service  
                                                                                                                                     
Date: 10 June 2015 
1 Overview of the British Council

The British Council is the United Kingdom’s international organisation for cultural relations and educational opportunities. Its purpose is to build engagement and trust for the UK through the exchange of knowledge and ideas between people worldwide.  It seeks to achieve its aims by working in education, science, governance, English and the arts.  In 2012-13, its programmes reached a total audience of 550 million people worldwide and we engaged directly with 10.8 million.

The British Council was established in 1934 and incorporated by Royal Charter in 1940.  It is registered as a charity in England and Wales (charity no. 209131) and Scotland (charity no. SCO37733).  It is also an executive non-departmental public body, with the Foreign and Commonwealth Office as its sponsoring department.

Its primary charitable objects are set out in the Charter and are stated to be:-

· Promote cultural relationships and the understanding of different cultures between people and peoples of the United Kingdom and other countries;

· Promote a wider knowledge of the United Kingdom; 

· Develop a wider knowledge of the English language;

· encourage cultural, scientific, technological and other educational co-operation between the United Kingdom and other countries; 

· Otherwise promote the advancement of education. 

In 2012 to 2013, the British Council had a total turnover of £781 million.  Its income included a grant-aid of £171 million from the UK government, £490 million from fees and income from services such as English teaching, exams administration and the management of client-funded contracts, and funding from a wide range of public and private sector partners.

The British Council works in more than 110 countries around the world and employs over 7000 staff worldwide.  It has its headquarters in the UK, with offices in London, Manchester, Belfast, Cardiff and Edinburgh.
Further information can be found at www.britishcouncil.org
If you would like to get more information about the activities of British Council Bangladesh, please refer to www.britishcouncil.org.bd 
2
Introduction and background

The British Council have four Strategic Business Units Arts, English, Education and Society and we have events and programmes all around the year. We need media monitoring company to provide us with a 360˚ PR services. 

There are three key areas of the required services:

· Media relationship

· Media monitoring

· Media partnership
You will monitor press mention in the radio, print and electronic media every day. Send the press mention to us through e-mail or hard copies or CDs. We need a company who can provide us instant news of events, market analysis, communicate with the media (sending letters, invitations etc.) on behalf of British Council, translate press releases in Bangla and ensures that we receive maximum coverage for the events. We expect the agency to understand our operations and work like our partner. The selected agency should ensure quality of their services, delivery timeline, and response time according to our business needs.
2 Conditions and contractual requirements

The Contracting authority is the British Council which includes any subsidiary companies and other organisations that control or are controlled by the British Council from time to time.
The contract will be awarded to the tender achieving highest overall score in the evaluation (technical & Financial). The selected service provider will be expected to work with Marketing and Communication team in British Council in the delivery of the services. 
The contract awarded will be for duration of one year initially from 01 August 2015 to 31 July 2016 with an option for annual extension for up to an additional 1 year from 01 August 2016 to 31 July 2017 under the same terms and conditions. This dates subject to change.  

The appointed supplier will only process personal data accessed in performance of the services in accordance with the British Council ’s instructions and will not use such data for any other purpose. The contracted supplier will undertake to process any personal data on the British Council’s behalf in accordance with the relevant provisions of the Data Protection Act 1998 and ensure appropriate and legislative consent is acquired where necessary.

The British Council is committed to equality and to positive action to promote this.  It believes that an Equal Opportunities Policy helps to ensure that there is no unjustified discrimination in the recruitment , retention, training and development of staff on the basis of gender including transgender, marital status, sexual identify, region and belief, political opinion, race, work pattern, age, disability or HIV/AIDS status, socio-economic background, spent convictions, trade union activity or  membership, on the basis of having or not having dependents, or any other relevant grounds.  The appointed supplier must agree to operate in accordance with these principles while undertaking work at or on behalf of the British Council.  

The British Council is committed to open government and to meeting its legal responsibilities under the Freedom of Information Act 2000 (the “Act”). Accordingly, all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act.  The British Council may also decide to include certain information in the publication scheme, which the British Council maintains under the Act. 
If suppliers considers that any of the information included in their completed documentation is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. 

The suppliers should be aware that, even where they have indicated that information is commercially sensitive, the British Council might be required to disclose it under the Act if a request is received.  
The suppliers should also note that the receipt of any material marked ‘confidential’ or equivalent by the British Council should not be taken to mean that the British Council accepts any duty of confidence by virtue of that marking.
The supplier will comply with all applicable legislation and codes of practice, including, where applicable, all legislation and statutory guidance relevant to the safeguarding and protection of children and vulnerable adults and with the British Council’s Child Protection Policy; in addition the supplier will ensure that where it engages any other party to supply any of the services under this agreement that that party will also comply with the same requirements as if they were a party to this agreement.
All relevant policies that suppliers are expected to adhere to can be found on the British Council website – http://www.britishcouncil.org/about/policies. The list of policies includes (but it is not limited to):

- Anti-Fraud and Corruption

- Child Protection Policy
- Equal Opportunities Policy
- Fair Trading
- Health and Safety Policy

- Environmental Policy  

- Records Management
- Privacy
The British Council’s contracting and commercial approach in respect of the required services is set out at [Annex A]: Draft Contract (the “Contract” which will be shared with the shortlisted suppliers only).  By submitting a tender, you are agreeing to be bound by the terms of this RFP and the Contract without further negotiation or amendment.

If the terms of the Contract render the proposals in your tender unworkable, you should submit a clarification in accordance with Section [10] of this RFP (Instructions to Tenderers) by 18 June 2015 and the British Council will consider whether any amendment to the Contract is required.  Any amendments shall be published [via email / In-Tend] prior to the deadline for the submission of bids and shall apply to all tenderers.  Any amendments which are proposed but not approved by the British Council through this process will not be acceptable and may be construed as a rejection of the terms leading to the disqualification of the tender.
This document does not constitute an offer to provide goods and/or services to the British Council.

You are responsible for obtaining all information necessary for preparation of the tender and for all costs and expenses incurred in preparation of your tender response. Subject to the final paragraph of this Section 3, you accept by your participation in this procurement, including without limitation the submission of a tender, that you will not be entitled to claim from the British Council any costs, expenses or liabilities that you may incur in tendering for this procurement irrespective of whether or not your tender is successful.
By issuing this RFP, entering into the clarifications with tenderers or by having any other form of communication with tenderers, the British Council is not bound in any way to enter into any contractual or other arrangement with you or any other tenderer. It is intended that the remainder of this procurement will take place in accordance with the provisions of this RFP but the British Council reserves the right to terminate, amend or vary the process by notice to all tenderers in writing. Subject to the final paragraph of this Section 3, the British Council will have no liability for any losses, costs or expenses caused to you as a result of such termination, amendment or variation. 

Nothing in this RFP or any other documentation issued by the British Council in connection with this procurement is intended to exclude or limit the liability of the British Council in relation to fraud or in other circumstances where the British Council’s liability may not be limited under any applicable law. The British Council reserves the right to request reference information. 
3 Payment and Invoicing 

The Council will pay correctly addressed and undisputed invoices within the payment 30 days or within the agreed payment term.
The essential information on an invoice for the Council is:

· A description of the services supplied.

· The Council reference number/Purchase Order number.

· Addressed to Accounts Payable.

· The costs including VAT (if applicable) and any other charges
· All payments will be made only through bank transfer. 
· British Council does not make any advance payments. Full payments will be made upon submission of invoice and as per payment terms and conditions.
4 Scope of Work/Specification/Outputs
Essential requirements:
· Ensure high quality and commitment

· Strict maintenance of delivery time and schedule

· Ability to provide frequent services with short notice

· An honest and proactive focal point dedicated for the British Council

The British Council invites proposals from reputed and experienced PR agencies to provide 360˚ PR services in Bangladesh. 
Terms of Reference (ToR)
Details of service requirement and other terms and conditions relating to this are given below:
	1
	Maintaining an up-to-date media contact database and sending media invites on behalf of the British Council.

	2
	Support in organising press conferences, preparing bi-lingual press releases and circulating the same along with photographs.

	3
	Ensure media coverage of the event on all leading newspapers, TV Channels, and FM radios

	4
	Daily media monitoring services, including all kinds of national media (Print, Online, Electronic and Radio).

	5
	Occasional monitoring of divisional media coverage of British Council services, news and events.

	6
	Analysis of British Council-related news, programs, talk shows etc. broadcast on TV or Radio Channels and Published in newspapers, magazines and online platforms.

	7
	Sector analysis and market intelligence collection. External information collection (via public media) on the areas where the British Council has operations.

	8
	Monthly report on media coverage, qualitative and quantitative analysis, and market/sector trend.

	9
	Provide a detailed media market report on different newspaper segments/ supplements, and list of TV/ Radio shows and their type and target audience.

	10
	Deliver reports in any format required: MS word and/or PowerPoint, including executive briefs, charts/graphs, and info-graphics.

	11
	Provide updated info on a quarterly basis re the subscription/circulation number for print (newspaper/magazine) and audience data for TV and Radio.

	12
	Provide the minimum rate of advertisement in different public media and support in  placing adverts.

	13
	Provide support in seeking media partnerships and negotiating terms.


Note: See the attached template for financial offer and technical information to be submitted.
5 Quotation template to be followed 
Financial Proposal Template 
	Public Relation - Financial proposal template 

	Company name
	Supporting press invite                                            (Cost per event) 
	Daily Media Monitoring and sharing                                             (Cost per month )
	Market  Analysis           ( cost Quarterly 
	Monthly Monitoring and Analysis Report          
	Newspaper Advertisement            (English and Bangla) 

	
	Invitation
	Press release for each event bilingual 
	Content Photography 
	Content Video 
	Print           
	Radio 
	TV     
	Online Media   
	
	
	Offer discount (on actual rate from newspaper companies)
	Agency Commission/Service Charge ( per advert, per newspaper) 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Important points to be noted 
	
	
	
	
	
	
	
	
	
	

	
	

	
	· Supporting cost may be charged as and when require media invite

	
	· Ensuring Media Coverage per event  - covering at lease 10 print, TV and online media and not less than 2 radio media. 

	
	· Daily Media Monitoring - Send daily British Council news from different media to Marketing Manager through email and for TV through CD

	
	· Newspaper advertisement - offer should containing information for front page, inner page and back page in Balck & white and colour. Also it should cover all newspaper across the country. 

	
	Please include the service charge where applicable 

	
	ALL COST SHOULD BE SUBMITTED IN BANGLADESH TAKA WITH VAT 


Technical proposal Template A
	Name of Organization
	Address of Organization
	Name of contact person with contact no(s) & Email (s)
	VAT Reg.
( please mention the number) 
	Trade License
( please mention the number)
	TIN
Number

( please mention the number)
	List of existing client (3-5 company names) with references
	Number of years in this market (experience) 

	Name of the company 
	 

 

 

 

 
	 

 

 

 

 
	 

 

 

 

 
	 

 

 

 

 
	 

 

 

 

 
	 
	 

	
	
	
	
	
	
	 
	 

	
	
	
	
	
	
	 
	 

	
	
	
	
	
	
	 
	 

	
	
	
	
	
	
	 
	 


6 Timescales
	Terms of procurement
	Duration (in days)

	
	11 June’15
	15 June’15
	21 June’15
	28 June’15
	05 July’15
	10 July’15
	Contract sign /Service receive

	RFP issue
	Published date
	 
	 
	 
	 
	 
	 

	Pre Bid Meeting
	 
	04 days after issue RFP
	 
	 
	 
	 
	 

	RFP receive by BC
	 
	 
	06 days after issuing RFP
	 
	 
	 
	 

	Internal evolution and Bench mark fixed
	 
	 
	 
	07 days after receiving the proposals
	 
	 
	 

	Negotiation and Final selection 
	 
	 
	 
	 
	07 days after evaluation
	 
	 

	Confirmation mail to bidder
	 
	 
	 
	 
	 
	05 days after selection
	 

	Contract formalities
	
	
	
	
	
	
	After the Eid closure

	Service received
	
	
	
	
	
	
	01 August 2015


· A pre-bid meeting will be organised for the interested agencies on 15 June 2015 at 11.00am at the British Council, 5 Fuller Road, Dhaka 1000.
· Deadline for suppliers to respond to the RFP : 21 June 2015 at 3.00pm 
· Deadline for British Council to notify suppliers of the decision: 10 July 2015, Before 05:00 pm
Note: The above timescales may be subject to change.

7 Supplier Response
The proposals should include details of your track record and experience of providing similar services, previous work samples, list of clientele, and CV of account manager for the British Council.

Please submit your bid to:

a. Two (02) original soft copy attentions to : 
  Dhaka.procurement@britishcouncil.org and shakila.azim@bd.britishcouncil.org 
  No later than 21 June 2015 03:00 pm
                         OR

b. Hard copy of quotation should be sent to : 

1. Marketing Manager   2. Control and Control Assurance Manager 
· Please ensure that you send your submission in good time to prevent issues with technology - late submissions may not be considered.

· Where supporting evidence is requested as 'or equivalent' - it is the Tenderers responsibility to prove the relevant equivalence.

· Completion and submission of your response does not guarantee award of any BC contract 

8 Clarification Questions
Any questions should be submitted via email to at shakila.azim@bd.britishcouncil.org   

no later than 18 June, Before 03:00 pm  
9 Evaluation Criteria
Supplier responses will be assessed using the following criteria and weightings. A score will be given for each part of the information submitted that is to be assessed. The qualitative aspects of your response will be evaluated entirely on your response submitted. 
The Quality and Cost Based Selection (QCBS) methods will be followed for this assignment. The proposal should include:

· Track record and experience in providing similar services
· Quality and experience of agency team
· Technical proposal/ presentation
· Suitability of proposed services
· Sample of previous works
· List of clients
· Financial proposal/ quotation
· Value for Money

The proposal will be evaluated in accordance with the award criteria and the associated weighting as detailed in the evaluation form below
	Selection Criteria
	Weighting

	Proposal of services and suitability
	20%

	Work experience, quality, clients and sample
	20%

	Profile of key persons and focal point
	10%

	Financial proposal and value for money
	50%

	TOTAL 
	100%


Note: You must provide at least 3 key clients name with the contact numbers for reference check.

10      Standard Terms and Conditions of contract
The bidder shall have an experience of at least 2 years or more in this field.

-The bidder should have a valid trade license issued by the Govt. authority

-The bidder should have registered for VAT/Sales Tax/Service Tax with the concerned authorities

-The bidders shall provide a List of present client along with the details of contact person, Tel. Nos. Fax, and complete address.

13
Award of contract 
The contract will be awarded to the tender achieving highest overall score in the evaluation (Technical and Financial).

14
Cancellation of tender procedures 

The Contracting authority reserves the right to accept or reject any Proposal, and to annul the solicitation process and reject all Proposals at any time prior to award of contract, without thereby incurring any liability to the affected agency.

15
Signing of the Contract 
A draft contract will be shared with the shortlisted companies only. As soon as the selection process is completed, the successful agency/service provider will be asked to sign the contract (same as template provided by the British Council.  
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