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Terms of Reference 
 
Selection of a Consultant to produce a documentary for the icipe Tsetse and Trypanosomosis 
programme. 
 
1. Background 
	
The International Centre of Insect Physiology and Ecology (www.icipe.org), is a world-class 
research institution, whose mission is to conduct insect science and design strategies for its 
practical application, to contribute to better health, food security and, ultimately, enhanced 
livelihoods across Africa.  
 
The icipe Animal Health Theme focuses on the development of sustainable tools and strategies 
for controlling insect-borne livestock diseases. Found only in Africa, tsetse carry trypanosome 
parasites that cause Animal African Trypanosomosis (AAT, or Nagana) and Human African 
Trypanosomosis (HAT, also known as sleeping sickness). Nagana, which causes over 3 million 
cattle deaths each year, leading to annual losses estimated at US$ 5 billion, is a major constraint 
for agro-pastoralism, food security and overall development in Africa. Tsetse flies also have 
significant implications for land use and crop production. Over the past 40 years, icipe has 
developed a series of environmentally friendly tools and strategies for the control of tsetse and 
trypanosomosis, which have been tested and are currently in use in several sites across Africa.  
 
2. Purpose of assignment 
	
The aim of this project is to document the impact of icipe’s tsetse research and control initiatives, 
highlighting: major milestones; compelling narratives from partnering communities and other 
stakeholders; best practices and future opportunities. In addition, the assignment will contribute 
products for use in awareness creation, training and upscaling of the Centre’s technologies and 
strategies.  In accordance, one main, full length documentary, and two to three shorter versions, 
are envisioned. 
 
3. Scope of work 
	
The assignment will be undertaken at icipe Duduville campus in Nairobi, and in selected field 
sites in Kenya, Ethiopia and Tanzania, as detailed below. 

 
3.1 Specific tasks 

• Develop the overall concept and scenario, and draft a brief synopsis, script and 
storyboard of the main documentary. Work with the icipe team to identify additional 
mini documentaries as indicated in (2) above. 

• Undertake video filming including: background interviews with icipe researchers, 
partners and stakeholders, and field based filming in selected icipe field sites. 

• Lead post-production, including editing, recording voiceovers, narration, titles and 
animations etc.  

• Present draft products for review by icipe. 
• Produce final versions as per comments and feedback from the icipe team. 
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4. Approach and requirements for the assignment 

4.1 Guidelines 
 
The main documentary should illuminate the extent of the tsetse menace in Africa, and clearly 
demonstrate the contribution of icipe and partners (donors and collaborators) towards providing 
sustainable solutions, thereby contributing to food security and better livelihoods, especially in 
the context of sustainable development goals. The material should also highlighlight best 
approaches, best practices, as well as challenges of icipe’s tsetse R&D. 
 
Therefore, the documentaries should include, but not be limited to the following segments: 
contextualisation (quantative and qualitative socio-economic impact) of the tsetse problem in 
Africa); comprehensive overview of icipe’s tsetse and trypanosomosis programme; impact of the 
Centre’s strategies and technologies; call-to-action to support the upscaling of the technologies, 
and lobbying for appropriate policy formulation.  
 
To achieve these objectives, the documentary must capture representative voices of critical 
stakeholders, including policymakers, community members, research partners and collaborators 
and donors, among others. 
 
The Consultant will be expected to acutely describe the most appropriate storytelling techniques 
that will create the proper setting and tone, and achieve the overall intended outcome e for the 
documentary, bearing in mind the audiences and objectives (as indicated previously in this 
documentary).  
 
5. Deliverables  
 
The Consultant will provide: 

• Final, approved documentaries in the finest, High Definition video formats 
including QuickTime, AVI and MP4. 

• Raw footage from the filming. 
• Fifty (50) still, high quality colour photos. 

 
6.	 Billing and invoice 
 
The Documentary producer should provide a one-off pricing for the assignment with payments 
to be paid on attainment of the following milestones: 

• Phase 1: Provision of the overall concept and scenario, draft synopsis, script and 
storyboard of the main documentary, and ideas on the mini versions – 10% 

• Phase 2: Delivery of a draft version of the documentaries – 50% 
• Phase 3: Delivery, and acceptance by icipe, of the final versions of all the products, as 

outlined in (4) above – 40% 
 
7. Role and Responsibility of icipe 
 
A designated icipe staff member will serve as the focal point for the Consultant. icipe will 
provide as much information as is practical, as early as possible, regarding issues such as 
filming dates and any other details relevant to the assignment. 
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8. Qualification of the successful Consultant 
 
The Consultant will be required to have: 

• Five years and above experience working in a similar field. Provide three (3) 
examples of the films and/or documentary produced. 

• Extensive experience in producing research and development related documentaries 
for national and international organisations, targeting for local and international 
audiences.  Provide references from at least three (3) international organisations. 

• Excellent technical capacities (for example, state-of-the-art filming and post-
production equipment, in High Definition).  

 
9. Duration of the Assignment 
 
The assignment is expected to take 20 days of work, to be undertaken between the date of signing 
the contract and 31 January 2018. 
 
10. Application process 
 
All interested applicants to send proposals, stating the assignment, accompanied by the 
mandatory documents listed below.  Refer to the method of submission in page 6. 
 

1. A technical proposal, and a Letter of Interest stating suitability for the assignment. 
2. Brief methodology on the approach and implementation of the assignment. 
3. Consultancy agency profile. 
4. Personal curriculum vitaes of technical personnel proposed for this project highlighting 

qualifications and experience in similar projects.  
5. Professional references. 
6. Implementation plan and budget. 

 
 

icipe will only process proposals that have these required documents. 
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REQUEST FOR PROPOSAL (RFP) INSTRUCTIONS 
 

a. Invitation to Tender 
 
icipe invites eligible and qualified firms who are able to demonstrate capability to provide quality 
Documentary Production by responding to this Request for Proposal (RFP). 

 
b. Cost of tendering 
 
The Tenderer shall bear all costs associated with the preparation and submission of its tender, and icipe 
will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the 
tendering process. 
 
c. Contents of tender documents 
 
The Tenderer is expected to examine all instructions, forms, terms, and specifications in the tender 
documents. Failure to furnish all information required by the tender documents or to submit a tender not 
substantially responsive to the tender documents in every respect will be at the tenderers risk and may 
result in the rejection of its tender. 
 
d. Clarification of Documents 
 
A prospective candidate making inquiries of the tender document may notify icipe in writing via e-mail 
at the entity’s address indicated in the Invitation for tenders. icipe will respond in writing to any request 
for clarification of the tender documents. Written copies of icipe response (including an explanation of 
the query but without identifying the source of inquiry) will be sent to all prospective tenderers who have 
received the tender documents. 
 
icipe shall reply to any clarifications sought by the tenderer within 3 days of receiving the request to enable 
the tenderer to make timely submission of its tender. 
 
e. Amendment of documents 
 
At any time prior to the deadline for submission of tenders, icipe, for any reason, whether at its own 
initiative or in response to a clarification requested by a prospective tenderer, may modify the tender 
documents by issuing an addendum. 
 
All prospective tenderers who have obtained the tender documents will be notified of the amendment by 
email and such amendment will be binding on them. 
 
To allow prospective tenderers reasonable time in which to take the amendment into account in 
preparing their tenders, icipe, at its discretion, may extend the deadline for the submission of tenders. 
 
e. Tender Currency  
 
Prices shall be quoted in either KES/Euro or USD. 
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f. Taxes 
 
Currently all payment for invoices submitted to icipe are inclusive of VAT and the ETR compliant invoice 
shall indicate the VAT amount applicable. It is to be understood that moneys paid out for services are 
subject to the applicable withholding tax under Kenyan law. 
 
g. Tenderers Eligibility and Qualifications 
 
The documentary evidence of the tenderers qualifications and experience to perform the contract if its 
tender is accepted shall establish to icipe satisfaction that the tenderer has the technical capability 
necessary to perform the contract. 
 
h. Formats and Signing of Tender 
 
The tenderer shall prepare one copy of the tender. 
 
The tender document shall be typed or written in indelible ink and shall be signed by the tenderer or a 
person or persons duly authorized to bind the tenderer to the contract. The person or persons signing the 
tender shall initial all pages of the tender, except for un-amended printed literature. 
 
The tender shall have no interlineations, erasures, or overwriting except as necessary to correct errors 
made by the tenderer, in which case such corrections shall be initialed by the person or persons signing 
the tender. 
 
The tenderer shall also submit a hard copy and deposit it in the icipe Tender located at icipe Duduville 
Campus, Carroll Wilson Building, Kasarani, Nairobi.  
 
i. Deadline for Submission of Tenders 
 
All proposal submissions must be received by 11:00 hrs EAT on 1st November 2017 to be deemed 
“received on time”. 
 
icipe may, at its discretion, extend this deadline for the submission of tenders by amending the tender 
documents, in which case all rights and obligations of the procuring entity and candidates previously 
subject to the deadline will thereafter be subject to the deadline as extended. 
 
j. Modification and withdrawal of tenders 
 
The tenderer may modify or withdraw its tender after the tender’s submission, provided that written notice 
of the modification, including substitution or withdrawal of the tender is received by icipe prior to the 
deadline prescribed for the submission of tenders. 
 
No tender may be modified after the deadline for submission of tenders. 
 
No tender may be withdrawn in the interval between the deadline for submission of tenders and the 
expiration of the period of tender validity specified by the tenderer. 
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icipe may at any time terminate procurement proceedings before contract award and shall not be liable to 
any person for the termination. 
 
icipe shall give prompt notice of the termination to the tenderers and will not give reasons for termination. 
 
k. Clarification of tenders 
 
To assist in the examination, evaluation and comparison of tenders icipe may at its discretion, ask the 
tenderer for a clarification of its tender. The request for clarification and the response shall be in writing, 
and no change in the prices or substance shall be sought, offered, or permitted. 
 
l. Award Criteria 
 
icipe will award the contract to the successful tenderer whose tender has been determined to be 
substantially responsive to the technical requirements and has been determined to be the lowest evaluated 
tender, provided further that the tenderer is determined to be qualified to perform the contract 
satisfactorily. 
 
icipe reserves the right to accept or reject any tender and to annul the tendering process and reject all 
tenders at any time prior to contract award, without thereby incurring any liability to the affected tenderer 
or tenderers or any obligation to inform the affected tenderer or tenderers of the grounds for its action. If 
icipe determines that none of the tenderers is responsive; it shall notify each tenderer who submitted a 
tender. 
 
A tenderer who gives false information in the tender document about its qualification or who refuses to 
enter a contract after notification of contract award shall be considered for debarment by icipe from 
participating in future procurement. 
 
m. Official email address 
 
The official email address is  icipetenders@icipe.org  Please send all email regarding this process 
to this address. 
 
n. Method of submission 
 
Completed tender documents, in original hard copies, are to be enclosed in plain sealed envelopes, 
marked “RFP for Documentary Production” addressed to:   
 

Procurement Manager 
International Centre of Insect Physiology and Ecology (icipe) 
The icipe Tender Box 
Carroll Wilson Building 
Duduville Campus, Off Thika Road, KISE Road 
P.O. Box 30772, 00100 GPO, Nairobi, KENYA 

 
And be deposited in the icipe Tender box provided at the Reception Desk, Carroll Wilson Building, 
Kasarani, Nairobi. Soft copies will not be accepted. 
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o. Proposed RFP Process timeline 
 
icipe will follow the timeline below for this RFP. Any changes to this timeline will be communicated 
to the tenderers. 
 

EVENT RESPONSIBLE PARTY DATE  

Send RFP Procurement Unit 19/10/2017 

Last date for icipe to respond to 
questions and/amend the RFP 

icipe (Tsetse research team 
and Communications Unit) 

30/10/2017 

Proposal submission deadline Bidder 1/11/2017 

RFP Evaluation completed and 
providers shortlisted 

icipe Tender Committee 10/11/2017 

Shortlisted informed and invited for a 
presentation  

icipe Tender Committee 17/11/2017 

RFP provider selected  icipe Tender Committee 24/11/2017 

Service commencement date Selected Provider 1/12/2017 

 
p. Proposal Format 
 
Please do not submit generic marketing materials, broadly descriptive attachments, or other general 
literature. Responses to this RFP must consist of the following: 
1. A technical proposal, and a Letter of Interest stating suitability for the assignment. 
2. Brief methodology on the approach and implementation of the assignment. 
3. Consultancy agency profile. 
4. Personal curriculum vitaes of technical personnel proposed for this project highlighting 

qualifications and experience in similar projects.  
5. Professional references. 
6. Implementation plan and budget. 
 
Please answer the question in the order and format provided below: 
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Section 1- Documentary Production Consultancy Agency Profile 
 

Question Answer 
1. Please provide a copy of the registration 

and statutory documents of your 
company. This should include company 
registration documents, valid VAT 
compliance certificates, registration 
certificate etc. 

 

2. Would you envisage that any portion of 
this contract would be sub-contracted? 
What portion and why?. 

 

 

3. Does your company have any pending 
or threatened litigation? If so please 
describe it. icipe reserves the right to 
carry out an independent investigation 
to verify the accuracy of the information 
to provide. 
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Section 2 – Technical Proposal 
 
Question Answer 

1. Briefly explain if you are willing to provide the 
services listed in this this RFP. How you would 
provide those services (e.g. what standards would 
you be using? What procedures would you be 
following? 

 

 

2. Please state where your offices are located.  
3. Please provide a listing of your top 5 clients and 

detail your involvement in each major project. In 
addition, provide contact details of the person you 
worked closely with in each of your Client 
Organizations. 

 

 

4. Please provide a listing of your workforce that will 
be involved in managing the proposed service 
showing qualifications, experience in the industry 
and length of service with your agency. Please 
attach their current CVs. 

 

 

5. Do you have an Account Manager for your 
existing contracts? If so, briefly describe the role, 
relationship and reporting structure of the Account 
Manager as it pertains to this account. 
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Section 3 – Financial Proposal 
One (1) signed Price must be submitted in a separate and sealed envelope.  Please indicate total 
Consultancy cost (inclusive of travel and accommodation expenses), in either KES/Euro/USD. 
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Section 4 Disclosure form and certification 
	
To ensure that your organization has no conflict of interest with icipe and that the company 
can provide the quality of services required, please submit the original of this form together 
with your proposal. 

 
The information provided by you will be handled on a Strictly Confidential basis and is for the 
use of icipe only. 
 
This form must be fully completed. For those questions, not applicable to your company, please 
fill in the blank with “N/A” or “NONE”. Should the space provided after each question be 
insufficient please record the information on a separate typed page and attach to the original. 
 
1.  List below the names and nationalities of all the Directors, major shareholders and/or 
Partners of your company. 

 
 
 
 
 
 
 
2.  List any other Companies, Holding Companies or other organizations and their addresses 
who hold a substantial interest in your company. 

 
 
 
 
 
 
 
3.  List the name of the Chairperson and the Managing Director of your company. 
 
 
 
 
 
 
 
 



13	
	

4.  Do any of the company employees, particularly those in management positions, have any 
family members or friends employed by icipe?  
 

Yes             No 
 
 
 
 
If yes, list their names and position in either organization. 
 
 
 
 
 
5.  Do you have a code of conduct or ethics governing your director’s and your employees’ 
behavior? 
 
 

Yes    No 
 
 
 
If yes, please attach a copy with your proposal. 
 
6.  Are you insured for all third party or consequential liabilities and do you have a back-up 
system e.g. for disaster recovery? 
 

Yes     No 
 
 
CERTIFICATIONS 
 

The following certification statements must be signed and submitted with the vendor’s offer 
on this original form. 

 
I. I,                             ,   the Chairman/Director/ Managing Director of 

II. , hereby agree to all Provisions and caveats governing the submission of our Offer. 
 
 

III. I further certify that Request for Proposal, has been offered with the full intent of this 
company to supply the services as described at the rates we have indicated, which are 
guaranteed for the purposes of negotiating an agreement with icipe and that all the rates and 
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charges have been verified, and are correct as indicated herein, and do not require any further 
amendment(s). 

 
IV. I further certify that all the information we have supplied in the Disclosure form is full and 

complete and true, to the best of my knowledge. 
 

V. In addition, I certify that I have all the necessary authority conferred upon me by this 
company to guarantee the rates and charges in this Offer, and all other information contained 
herein. 

 
 
Signature:     Date:  
 
Name:      Title: 
 
 
 


