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Director General’s Office
RfP Reference: IUCN-24-11-P9-1

Welcome to this Procurement by IUCN. You are hereby invited to submit a Proposal. Please
read the information and instructions carefully because non-compliance with the instructions
may result in disqualification of your Proposal from this Procurement.

1. REQUIREMENTS

1.1. A detailed description of the services and/or goods to be provided can be found in
Attachment 1.

CONTACT DETAILS



4.2.

4.3.

4.4,

e Signed Declaration of Undertaking (see Attachment 2)
e Pre-Qualification Information (see Section 4.3 below)
e Technical Proposal (see Section 4.4 below)

* Financial Proposal (see Section 4.5 below)

Proposals must be prepared in English.

Your Proposal must be submitted by email to the IUCN Contact (see Section 2). The
subject heading of the email shall be [RfP Reference — bidder name]. The bidder name
is the name of the company/organisation on whose behalf you are submitting the
Proposal, or your own surname if you are bidding as a self-employed consultant. Your
Proposal must be submitted in PDF format. You may submit multiple emails suitably
annotated, e.g. Email 1 of 3, if attached files are too large to suit a single email
transmission. You may not submit your Proposal by uploading it to a file-sharing tool.

IMPORTANT: Submitted documents must be password-protected so that they cannot
be opened and read before the submission deadline. Please use the same password
for all submitted documents. After the deadline has passed and within 12 hours, please
send the password to the IUCN Contact. This will ensure a secure bid submission and
opening process. Please DO NOT email the password before the deadline for Proposal
submission.

Pre-Qualification Criteria

IUCN will use the following Pre-Qualification Criteria to determine whether you have
the capacity to provide the required goods and/or services to IUCN. Please provide
the necessary information in a single, separate document.

Pre-Qualification Criteria

3 relevant references of clients similar to IUCN / similar work

Confirm that you have all the necessary legal registrations to perform the work
State your annual turnover for each of the past 3 years

How many employees does your organisation have who are qualified for this
work?
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Technical Proposal

The Technical Proposal must address each of the criteria stated below explicitly and
separately, quoting the relevant criteria reference number (left-hand column).

Proposals in any other format will significantly increase the time it takes to evaluate,
and such Proposals may therefore be rejected at IUCN’s discretion.

Where CVs are requested, these must be of the individuals who will actually carry out
the work specified. The individuals you put forward may only be substituted with IUCN'’s
approval.

IUCN will evaluate Technical Proposals with regards to each of the following criteria
and their relative importance. To be considered, Technical Proposals must receive a
minimum score of 70%.

Description















10.

11.

share this information with IUCN, and for IUCN to use this information as indicated in
8.1. Without these permissions, IUCN will not be able to consider your Proposal.

COMPLAINTS PROCEDURE

If you have a complaint or concern regarding the propriety of how a competitive
process is or has been executed, then please contact procurement@iucn.org. Such
complaints or concerns will be treated as confidential and are not considered in breach
of the above restrictions on communication (Section 2.1).

CONTRACT

The contract will be based on IUCN’s template in Attachment 3, the terms of which are
not negotiable. They may, however, be amended by IUCN to reflect particular
requirements from the donor funding this particular procurement.

ABOUT IUCN

IUCN is a membership Union uniquely composed of both government and civil society
organisations. It provides public, private and non-governmental organisations with the
knowledge and tools that enable human progress, economic development and nature
conservation to take place together.

Headquartered in Switzerland, I[UCN Secretariat comprises around 1,000 staff with
offices in more than 50 countries.

Created in 1948, IUCN is now the world’s largest and most diverse environmental
network, harnessing the knowledge, resources and reach of more than 1,300 Member
organisations and some 10,000 experts. It is a leading provider of conservation data,
assessments and analysis. Its broad membership enables IUCN to fill the role of



Attachment 1: Specification of Requirements / Terms of Reference

\ Terms of Reference - IUCN Annual Report

Introduction

IUCN is a membership Union uniquely composed of both government and civil society
organisations. It provides public, private and non-governmental organisations with the
knowledge and tools that enable human progress, economic development and nature
conservation to take place together.

Created in 1948, IUCN is now the world’s largest and most diverse environmental network,
harnessing the knowledge, resources and reach of more than 1,400 Member organisations
and some 15,000 experts. It is a leading provider of conservation data, assessments and






3)

4)

5)

6)

7)

A content plan, following a planning meeting with an editorial committee that includes
representatives from the IUCN Secretariat. All committee members as well as the
selected provider will be expected to pitch content ideas at each meeting. The
service provider then turns this into a content plan and submits to the magazine
committee for sign off.

Content development

The commissioning of writers and translators, editing, proof-checking of content,
graphic design, conducting IUCN amends, and provision of visual assets (including
high-quality images).

Final Product
An online pdf document (no print copies) published annually.

Promotion material
A banner for email signatures to promote the report.

Multilingual versions
Three versions of the report are required, one in each IUCN’s official language:
English, French and Spanish.

Ad hoc material
During the contract period, IUCN may request the production of an additional smaller
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Table 1: Sample Annual Report outline and sources of information
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Coordination

Editorial Committee

An Editorial committee will oversee the development of the Annual Report, composed of key IUCN
Secretariat staff from the following units:

Director General’s office;

Membership and Commissions and Communication unit;
Strategic Partnership unit;

Institutional Performance Management and Evaluation unit.

The committee will be responsible for:

e Approving the editorial strategy and schedule;

e Organising the initial content planning meeting;

e Approving the content plan;

e Providing contact details for interviews;

e Supplying organisational statistics for the report;

* Reviewing draft versions (two iterations expected);
e Approving the final draft
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Attachment 2b Declaration of Undertaking (SELF-EMPLOYED)

DECLARATION OF UNDERTAKING in relation to RfP <insert RfP
reference>

I, the undersigned, hereby confirm that | am self-employed and able to provide the service independent of any
organisation or other legal entity.

Full name (as in passport):
Home or Office (please delete as appropriate) Address (incl. country):

| hereby authorise IUCN to store and use the information included in the attached Proposal for the purpose of
evaluating Proposals and selecting the Proposal IUCN deems the most favourable, including Personal Data as
defined by the European Union’s General Data Protection Regulation (GDPR). | acknowledge that IUCN is
required to retain my Proposal in its entirety for 10 years after then end of the resulting contract and make this
available to internal and external auditors and donors as and when reasonably requested.

| further confirm that the following statements are correct:

1. I am legally registered as self-employed in accordance with all applicable laws.

2. I am fully compliant with all my tax and social security obligations.

3. I am free of any real or perceived conflicts of interest with regards to IUCN and its Mission.

4. | agree to declare to IUCN any real or perceived emerging conflicts of interests | may have concerning IUCN.
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5.7 Services shall be paid within thirty (30) days of written acceptance of Services and receipt of an invoice
by IUCN.

5.8 The invoice for each delivery shall be established and addressed to IUCN, at the latest five (5) days after
the delivery and written acceptance of the Services by IUCN.

5.9 The currency of paymentis [ ].

5.10 Invoices shall be sent to the following address:
IUCN, International Union for Conservation of Nature and Natural Resources
28 Rue Mauverney
CH-11196 Gland, Switzerland

5.11 Each invoice shall be written in English and specify the following:

5.11.1 Name and address of the Consultant

5.11.2 Registration number of the Service Provider

5.11.3 Name and address of IUCN as addressee

5.11.4 Date of the invoice

5.11.5 Complete bank detail (in accordance with Article 5.6 of this Agreement
5.11.6 IUCN Contract Reference Number

5.12 Should this Agreement be interrupted for any reason, the Consultant may only invoice IUCN for Services
that have already been provided and accepted by IUCN.

5.13 All prices listed in Annex 2, any Work or Change Order are tax exempt.

5.14 The Consultant shall bear bank charges for international wire-transfers (namely from the Consultant’s
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6. CONSULTANT’S WARRANTIES AND UNDERTAKINGS

7.1 The Consultant warrants that the Services will:

7.1.1 Reasonably comply with the requirements specified in this Agreement and in each Work or Change
Order;

7.1.2 Be of good quality and at least meet the standards generally observed in the industry for the provision
of similar Services;

7.1.3 Be suitable and fit for the intended purposes.

7.2 The Consultant represents and warrants that it shall promptly rectify defaults not caused by change of
requirements and shall not charge time spent on analyzing and fixing the defaults.

7.3 The Consultant warrants that its performance of the Services under the terms of this Agreement will not
infringe on the rights of any third party or cause the Consultant to be in breach of any obligation towards a third

party.

7.4 The Consultant warrants that it has obtained the assignment of all Results and Intellectual Property rights
pertaining to the Results from his employees (including without limitation the Key Personnel).

7.5 The Consultant shall maintain at its sole expense liability and any other relevant insurance covering the
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https://www.iucn.org/downloads/code_of_conduct_and_professional_ethics.pdf
https://www.iucn.org/downloads/anti_fraud_policy.pdf
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15.2
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IUCN shall have the right to terminate this Agreement with immediate effect and without any liability for damages
to the Consultant in case the agreement between IUCN and the Donor is terminated and/or the Remuneration
funds become unavailable to IUCN.

16.3  Termination for force majeure

16.3.1
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