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REQUEST FOR PROPOSALS 
The purpose of this Request for Proposals (RFP) is to identify and select a service provider to support in the development of a campaign that seeks to improve infant and young child feeding behaviours. The ideal agency will have experience developing campaigns to motivate behaviour change using an integrated strategy inclusive of media and community mobilisation activities targeting [your primary audience]. 
[If you are inviting selected creative agencies to respond to the RFP, you can use the text in the paragraph below. If you are directly contacting a few agencies, it is likely you would request a proposal submission just before the scheduled creative pitch presentation rather than reviewing proposals and inviting agencies to make presentations.]
Based on [Agency Name] accomplishments in our industry to date, we have identified your agency as a potential agency partner. We would like to invite you to participate in our RFP process. Yours is one of [how many agencies?] agencies who will be asked to submit a proposal and participate in a creative pitch for comprehensive agency services to demonstrate their qualifications for this project. 
Important Note: All costs associated to the submission of this RFP and Creative Presentation must be assumed by the submitting agency. No expenses will be reimbursed.  


DEADLINE  
Interested parties should submit complete proposals, in electronic form only, to [programme manager’s name] at [programme manager’s email address] by [date, time and time zone]. 

After the written proposals have been reviewed, we anticipate inviting select creative agencies to participate in interviews and creative pitch presentations between [date] and [date]. For more information on what should be included in the proposal and the creative pitch presentation, please refer to the later sections of this document. 
[If you are inviting selected creative agencies to respond to the RFP, the paragraph above can be removed.]

QUESTIONS REGARDING THE RFP 
All enquiries concerning this RFP should be submitted to [programme manager’s name] at [programme manager’s email address] using the subject line [programme name RFP]. The deadline for submitting questions pertaining to the RFP is [date, time and time zone]. 

In accordance with our procurement standards, the questions and answers will be [choose one or both of the following: posted online alongside the RFP; circulated to all agencies in receipt of the RFP] on or before [date, time and time zone one week following the deadline]. 


SUMMARY OF DEADLINES 
	TASK 
	DATE 

	RFP issuance 
	[date] 

	Deadline for questions and clarifications 
	[date] 

	Submission of full proposal 
	[date] 

	Creative pitch presentations 
	[date] 

	Announcement of winning agency 
	[date] 

	Contracting process completed 
	[date] 


BUDGET
[Provide a budget overview for agency services. In the estimate, you should stipulate whether the budget is monthly or for the total programme and what it is intended to cover with a breakdown for each line item (e.g., agency fee’s only; agency fees plus production; agency fee’s, production, and media). If you are managing a large budget that may be used to pay multiple agencies, include that information here and stipulate that it will be allocated later in the process.] 


AGENCY QUALIFICATIONS
[It helps to include agency qualifications in the RFP so that you can be specific about what you are looking for in your assessment of each creative agency. This section should include the specific skills and expertise you expect an agency to have to deliver your campaign successfully. You should refer to your SOW to help you list of the qualifications you require. 

The ideal agency will have evidence of the following:
Some examples include the following:
· Full creative agency capabilities to design and execute marketing campaigns, including [account and project management, campaign and communications strategic planning, and media production]. 
· Qualified team expertise in [campaign messaging, creative strategy, design work, marketing, community engagement and mobilisation].
· Proven experience in the development and implementation of media communication, community-based programming, and promotional tools.
· Proven experience using consumer feedback in campaign development activities.
· Experience in creative work related to food, health, or nutrition desirable; previous work related infant and young child feeding is a plus.
· Ability to provide translation services for campaign materials.
· Ability to deliver on short deadlines with the expected quality and outcome intact.]






RFP PARTICIPATION DELIVERABLES 

PROPOSAL SUBMISSION
Creative agencies interested in bidding on the project must submit a narrative proposal that clearly addresses the accompanying Scope of Work (SOW) and the elements below:
· Relevant contact details and updated CVs for the key team members who will work on the campaign.
· A copy of a portfolio demonstrating previous work experience related with the programme.
· A detailed work plan, including a proposed timeline that outlines the development process from briefing to approval of final concepts and describes how the agency would collaborate with [your organization] at each stage of the execution of the deliverables presented in the SOW. 
· A budget aligned with and linked to the SOW, including a preferred payment model for the programme.
· Any additional information that your agency wishes to include can be included in a Proposal Addendum.

You may consider including additional requirements for the proposal based on the needs of your organization and campaign. Additional examples include the following though some of these elements could also be integrated into the creative pitch presentation deliverables:
· A staffing plan and fee proposal for the programme with a description of each person’s role and when they would be working on the campaign.  
· The approach your organization will take in writing campaign messages, developing campaign visuals, and the overall campaign look and feel.
· An overview of your research strategy that will be used to test campaign messages, ideas, and visuals. You should include any collaborating organizations, proposed trips to gather data or information at the community level, participant recruitment strategies, local partner engagement, and descriptions of the methodologies proposed. 
· An outline of the proposed channels you would use for the campaign based on what is most effective, cost efficient, and practical for a goal of launching the campaign [timeframe]. You should consider mass media, market/outdoor media, community outreach, and other channels, as appropriate, and provide details on timeline and “dosing” (duration, quantity, etc.) for distribution of messages. 
· Example production budgets for a live action in [your chosen currency]: TV spot, a series of radio ads, and a community mobilisation campaign. Examples may be from previous clients, though agencies should outline what is included for the costs proposed/estimated. 

After the submitted proposals have been reviewed, selected agencies will be invited to participate in interviews and creative pitch presentations. All agencies will be informed on the same day, [date], of the outcome and whether they will be invited to participate in an interview and creative pitch presentation. 



CREATIVE PITCH PRESENTATION
Invited agencies will each be provided with a 60-minute time slot. Agencies should plan for a 30-minute creative presentation and 30 minutes for questions; questions will be asked at the end of the presentation. Timing will be strictly adhered to and there will be no opportunity for over-runs. Presentations should be made by the agency team who will work on the programme directly with only brief introductions from senior staff.  

It is not expected that the agency will present all the ultimate deliverables in the pitch. We would like for you to focus on the following: [In this section, you should consider what you need to see from the creative agency in the creative pitch presentation to better understand how they would meet your campaign’s needs. The below are examples; please edit as appropriate.
· The campaign strategy clearly outlining the insights on which it is built. 
· The campaign idea that resonates with the target audience and be scalable across a media plan. 
· A description of how campaign materials would promote behavior change in the community even beyond the campaign’s duration.
· A communications strategy for how the campaign idea would be delivered to consumers.
· A series of engagement concepts that reflect the communications strategy (e.g., a TV spot, radio and a social media idea) at the agency’s discretion.] 

There is no requirement to share the creative presentation in advance of the pitch meeting. However, we do request that you provide an electronic copy for review immediately following the presentation.

All agencies will be informed on the same day, [date], of the outcome. The successful agency is expected to attend a kick-off meeting on [date] to make immediate progress on developing the campaign plan. The agency’s team who will work on the programme should make themselves available for this meeting. 


ASSESSMENT  	Comment by LaRose, Emily: This content came from later in your RFP language (below), but it made more sense to me here - plus then you’re not asking someone to come up with this info twice, which is how it was. I’ve used this to guide what’s in the tool, but edited to be more specific, where possible.
Proposals will be reviewed by the RFP Selection Committee, and agencies will all be assessed against a series of criteria aligned with this RFP. The following is a list of the significant criteria against which proposals will be assessed. This list is not exhaustive and is provided to enhance the applicants’ ability to respond with substance. [The examples provided this section can be edited based on the contents of the RFP Package and the specific needs of your campaign.]
· Understanding of the Scope of Work: Proposal shall demonstrate a clear understanding of the project objective and deliverables as outlined in this RFP.
· Demonstrate a clear understanding of the technical requirements of this RFP: Proposal shall demonstrate technical documentation of the proposed strategy. Evidence of experience delivering solutions on previous campaign activities.
· The creative and methodological approaches required to implement each of the parts of the Scope of Work.
· Comprehensiveness of work plan and reasonableness of proposed time frame: Proposal shall include a feasible work plan to ensure successful completion of deliverables, and the work plan details how activities will be coordinated.
· Detailed budget and cost-effectiveness of proposed approach: Evidence of cost-effective approaches to undertaking the Scope of Work within the proposed budget. The proposal shall identify possible challenges and include creative approaches to addressing them.
· Management and personnel plan: The team members working on this project shall have the relevant qualifications and overall experience required to successfully implement the project. The roles and responsibilities of each team member shall be clearly defined. [Your organisation] shall have one main contact person clearly identified in the proposal.
· A duly completed Offer of Services.

[Your organisation] reserves the right to contact the individuals and contractor(s) to verify the information provided as part of the Proposal.




INSTRUCTIONS FOR RESPONDING
This section addresses the process for responding to this solicitation. Applicants are encouraged to
review this prior to completing their responses.


1. CONTACT
[Programme manager’s name] of [your organisation] is part of the selection team of the organisation and will review the proposals. They will be available via e-mail to respond to clarifications on this solicitation.

Please direct all inquiries to the contact below:
[Programme manager’s name and title] 
[Your organisation]
[Programme manager’s email address]

Submission of proposals should be emailed to:
 [Programme manager’s email address or alternative] 
with the following in the subject box: [programme name RFP]


2. UNACCEPTABLE
The following proposals will automatically not be considered or accepted:
· Proposals that are received after the RFP deadline.
· Proposals received by mail or fax.
· Incomplete proposals. 
· Proposals that are not signed.


3. ACCEPTANCE
[Your organisation] will not necessarily accept the lowest cost or any of the Proposals submitted. Accordingly, eligibility requirements, assessment criteria and mandatory requirements shall govern.


4. COMPLETION
· Proposals must be submitted on official letterhead of the lead organisation or firm and must
be signed by a principal or authorizing signatory of the lead firm or organisation.
· In case of errors in calculating overall costs, the unit costs will govern. All costs should be in
[your programme currency].
· It is the applicant's responsibility to understand the requirements and instructions specified
by [your organisation]. If clarification is necessary, applicants are advised to contact the
responsible person at [your organisation], prior to making their submission.
· While [your organisation] has used considerable efforts to ensure an accurate representation in this Request for Proposals (RFP), the information contained in this RFP is supplied solely as a guideline. The information is not warranted to be accurate by [your organisation]. Nothing in this RFP is intended to relieve applicants from forming their own opinions and conclusions with respect to the matters addressed in this RFP.
· By responding to this RFP, the applicant confirms its understanding that failing to comply with any of the RFP conditions may result in the disqualification of their submission.





5. RIGHTS OF REJECTION
[Your organisation] reserves the right to reject any or all submissions or to cancel or withdraw this RFP for any reason and at its sole discretion without incurring any cost or liability for costs or damages incurred by any applicant, including, without limitation, any expenses incurred in the preparation of the submission. The applicant acknowledges and agrees that [your organisation] will not indemnify the applicant for any costs, expenses, payments, or damages directly or indirectly linked to the preparation of the submission.


6. REFERENCES
[Your organisation] reserves the right, before awarding the Proposal, to require the applicant to submit such evidence of qualifications as it may deem necessary, and will consider evidence concerning the financial, technical, and other qualifications and abilities of the applicant.


7. RELEASE OF INFORMATION
After awarding the Proposal and upon written request to [your organisation], only the following information will be released: name of the successful applicant.




TERMS AND CONDITIONS OF THIS SOLICITATION

1. NOTICE OF NON-BINDING SOLICITATION
[Your organisation] reserves the right to reject any and all bids received in response to this solicitation and is in no way bound to accept any proposal. [Your organisation] additionally reserves the right to negotiate the substance of the successful applicants’ proposals, as well as the option of accepting partial components of a proposal if deemed appropriate.


2. CONFIDENTIALITY
All information provided as part of this solicitation is considered confidential. If any
information is inappropriately released, [your organisation] will seek appropriate remedies as allowed. Proposals, discussions, and all information received in response to this solicitation will be held as strictly confidential.


3. RIGHT TO FINAL NEGOTIATIONS ON THE PROPOSAL
[Your organisation] reserves the right to negotiate on the final costs, and the final scope of work of the proposal. [Your organisation] reserves the right to limit or include third parties at [your organisation]’s sole and full discretion in such negotiations.


5. REVIEW PROCESS
The review process will involve a Review Panel with participants selected by [your organisation].


6. LIMITATIONS WITH REGARD TO THIRD PARTIES
[Your organisation] does not represent, warrant, or act as agent for any third party as a result of this solicitation. This solicitation does not authorize any third party to bind or commit [your organisation] in any way without [your organisation]’s express written consent.


7. COMMUNICATION
All communication regarding this solicitation shall be directed to appropriate parties at [your organisation]. Contacting third parties involved in the RFP, the review panel, or any other party may be considered a conflict of interest and could result in disqualification of the proposal.


8. FINAL ACCEPTANCE
Award of a Proposal does not imply acceptance of its terms and conditions. [Your organisation] reserves the right to negotiate on the final terms and conditions including the costs and the scope of work when negotiating the final contract to be agreed between [your organisation] and the applicant.


9. VALIDITY PERIOD
The Offer of Services will remain valid for a period of [60] days after the Proposal closing date. In the
event of award, the successful applicant will be expected to enter into a contract subject to [your organisation]’s Terms and Conditions.


10. INTELLECTUAL PROPERTY
Subject to the terms of the contract to be concluded between [your organisation] and the applicant, the ownership of the intellectual property related to the scope of work of the contract, including technical information, know-how, processes, copyrights, models, drawings, source code and specifications developed by the applicant in performance of the contract shall vest entirely with [your organisation, including any partner organisations supporting this programme].


11. SCOPE OF CHANGE
Once the contract is signed, no increase in the liability of [Your organisation] or in the fees to be paid by [your organisation] for the services resulting from any change, modification or interpretation of the documents will be authorized or paid to the applicant unless such change, modification or interpretation has received the express prior written approval of [your organisation].


This tool is part of the ‘Campaign in a Box’ toolkit developed by the Southern African Development Community (SADC), Global Alliance for Improved Nutrition (GAIN), and the United Nations Children’s Fund (UNICEF) to support and guide SADC Member States in implementing IYCF-focused SBCC campaigns.
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