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NATIONAL CALL FOR TENDER  

ACTED LEBANON 

PART A- INSTRUCTIONS TO BIDDERS 
 
Date:  05/03/2021 
 
Tender N°: T/11/MULTI/FWA/Videographer Services/ BRT/LOG/05-03-2021 

 
To support the ongoing operations, ACTED (Agency for Technical Cooperation and Development)  through 
this National Call for tender is requesting suppliers and companies to provide detailed written bids for the supply 
of the following services for one (1) year framework Agreement as below: 
 
PRODUCT SPECIFICATIONS: 

2. Product class / category:  Services 

3. Terms of delivery:                DDP ACTED Office in Beirut, Lebanon  

4. Quantity / Unit :                                      As per Call of Purchase Order 

 
RESPONSIBILITIES OF THE CONTRACTOR: 

1. Date of delivery:   30 – 90 days after request (dependiing on video’s length) 

2. Validity of the offer:   Six (6) Months from tender opening date (recommended) 
  
The answers to this tender should include the following elements: 

➢ An original and one copy of the bid including all the services specifications and the price per unit (all 
taxes included) (compulsory) 

➢ Instructions to Bidders attached, filled, signed and stamped by the supplier on every page or on the last 
page (compulsory) 

➢ Offer Form with prices in USD attached, filled, signed and stamped by the supplier on every page or on 
the last page (compulsory) 

➢ Bidders Questionnaire Form is attached, filled, signed and stamped by the supplier on every page or 
on the last page (compulsory) 

➢ Bidder’s Ethical Declaration is attached, filled, signed and stamped by the supplier on every page or on 
the last page (compulsory) 

➢ Proofs of past performances in a similar field of activity (e.g. past deliveries of similar items) are provided 
➢ ACTED Full General Conditions for Purchase (PRO-09.01) dully signed and stamped, as contractual 

terms governing the legal relationship between ACTED and the supplier (Compulsory). 
➢ A valid copy of Company registration documents and license  
➢ A Copy of the ID of the company’s legal representative 
➢ A book with examples of previous works  
➢ Staff CV 
➢ Kind reminder that the Bidding documents must be filled in English. 

 
 
 
GENERAL CONDITIONS:  
 

1. Description of the service Videographer services for photo-shoot, photo editing, drone filming, 
audio recording and editing, podcast presenter, filming, actor 
booking, editing videos, managing music rights, doing storyboard, 
english and arabic translation and subtitling. 
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1. The closing date of this tender is fixed on 26/03/2021 at 5.00PM (Lebanon local time) to be submitted 
by email to lebanon.tender@acted.org Cc: tender@acted.org with the mention “ 
T/11/MULTI/FWA/Videographer Services/ BRT/LOG/05-03-2021- Not to be opened before 

26/03/2021” as the subject of the email. 

2. Bidders are requested to fill in, sign, stamp and return all pages of Instructions to bidders, Offer Form, 
bidder’s questionnaire, Ethical Declaration and bidder’s checklist according to ACTED format below. 

3. Tenderers will sign and return all pages of the Product Specifications for which they apply. 

4. The tender opening session is fixed on 29/03/2021 (exact time to be determined) on zoom application 

5. The offer to the call for tender will not result in the award of a contract. 

6. Unsealed envelope and late offers will not be considered. 

7. The presence of Corrective Ink on the Offer Form will lead to the ineligibility of the offer. 

8. ACTED will not be responsible for any costs or expenses incurred by the Bidders in connection with the 
preparation and submission of the bids to ACTED 

9. To ensure that funds are used exclusively for humanitarian purposes and in accordance with donors’ 
compliance requirements, all contract offers are subject to the condition that contractors do not appear 
on anti-terrorism lists, in line with ACTED’s anti-terrorism policy. To this end, ACTED reserves the right 
to carry out anti-terrorism checks on contractor, its board members, staff, volunteers, consultants, 
financial service providers and sub-contractor. 

 

SPECIFIC CONDITIONS: 

1. The offers must be submitted in English and prices must be expressed in USD with all taxes included.  

2. Duration of the framework agreement will be 1 Year following the signature of the contract. 

3. A copy of the legal representative ID has to be provided with the tender documents. 

4. On request, samples of previous works (photo book or librairy of videos) should be available for delivery 
to ACTED within 24-48 hours. Each sample should be labelled clearly with bidder’s company name. 
Bidder should be able to provide samples to ACTED’s office in Beirut 

5. All suppliers will receive a written notice after the selection process either a rejection notice if their offer 
hasn’t been preselected, or a preselection notice in case their offer has been preselected  

6. The payment will be made by bank transfer – Fresh Money or through a letter adressed to a local bank 
requesting the payment to be done in cash USD 

 

SELECTION CRITERIA: 

 
- Method:  

i. Suppliers will be first ranked by price from the cheapest to the more expensive. 

ii. Pass/fail: ranked by price, the suppliers will be technically reviewed following a 
pass/fail method. For each criterion, it will be stated whether the offer or the supplier 
matches ACTED requirements and expectations (PASS) or does not (FAIL). The 
cheapest supplier to pass all technical criteria for each batch will be awarded a 
contract.  

 

- Technical criteria 

CRITERION PASS FAIL 

Experience The Company/individual can provide 
proof of past experience for similar 
services, preferably with International 

The Company/individual cannot provide any proof of past 
experience;  

The past experience provides testimony of bad past 

mailto:lebanon.tender@acted.org
mailto:tender@acted.org
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NGOs (references will be cross-checked 
at selection stage) 

experience  

Delivery 
Time 

From 30 to 90 working days after 
reception of the purchase order 

More than 90 working days 

Quality A quality evaluation will be done on the 
different elements compared to ACTED’s 
requirements 

After the quality analysis, videos/photos don’t match with 
ACTED’s requirements 

 

NOTE: ACTED adopts a zero tolerance approach towards corruption and is committed to respecting the highest 
standards in terms of efficiency, responsibility and transparency in its activities. In particular, ACTED has adopted 
a participatory approach to promote and ensure transparency within the organization and has set up a 
Transparency focal point (Transparency Team supervised by the Director of Audit and Transparency) via a 
specific e-mail address. As such, if you witness or suspect any unlawful, improper or unethical act or business 
practices (such as soliciting, accepting or attempting to provide or accept any kickback) during the tendering 
process, please send an e-mail to transparency@acted.org. 

 
I undersigned, _______________________, the Bidder, agree with the instructions and general conditions of this 
National Call for Tender. 
 
Name of Bidder’s Authorized Representative: ________________________ 

Authorized signature and stamp:  ________________________ 

Date:  ____________          

mailto:transparency@acted.org
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Form PRO-06 Version 1.3 

PART B- OFFER FORM  

ACTED Lebanon 
  
Date:                                                       (to be filled by the supplier)  

 
Tender N°:     T/11/MULTI/FWA/Videographer Services/ BRT/LOG/05-03-2021 

 
 

To be Filled by Bidder (COMPULSORY) 
 
Details of Bidding Company: 

1. Company Name:    (    ) 

2. Company Authorized Representative Name: (    ) 

3. Company Registration No:   (    ) 

No/Country/ Ministry 

4. Company Specialization:    (    ) 

5. Mailing Address:    (    ) 

Country/Governorate./City/St name/Shop-Office No 

a. Contact Numbers: (Land Line:     / Mobile No:         ) 

b. E-mail Address: (     ) 

 
I undersigned ____________________________________________________________________________, agree to provide ACTED, non-profit NGO, with items answering the following 
specifications, according to the general conditions and responsibilities that I engage myself to follow. 
  

PLEASE FILL IN THE FOLLOWING TABLES: 
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Item N° 

 
Description 

 
 
Unit 

Quantity 
Unit price USD 
excluding VAT & 
including delivery fees 

Unit price USD 
including VAT & 
delivery fees 

1  
 
 
PHOTO SHOOT SERVICE INCLUDING RENTAL FEES FOR ALL 

NECESSARY EQUIPMENT  

FULL DAY (8 HOURS)  1   

2 HALF DAY (4 HOURS) 1   

3 3-DAYS (24 HOURS) 1   

4 5-DAYS (40 HOURS) 1   

5 PHOTO EDITING  PER PHOTO 1   

6 
DRONE FILMING  1 DAY (8 HOURS ON 

AVERAGE) 
1   

7 
½ DAY OF AUDIO RECORDING, INCLUDING RENTAL FEES FOR ALL 

NECESSARY EQUIPMENT 
PER ½ DAY 1   

8 AUDIO EDITING AND MIX DOWN PER MINUTE 1   

9 PODCAST PRESENTER (LIKE A VOICE OVER) PER 250 WORDS 1   

10 PER 500 WORDS 1   

11 PER 1000 WORDS 1   

12 
 
 
 
DAY OF FILMING INCLUDING RENTAL FEES FOR ALL NECESSARY 

EQUIPMENT  

½ DAY (4 HOURS ON 

AVERAGE) 
1   

13 
1 DAY (8 HOURS ON 

AVERAGE) 
1   

14 
3 DAYS (24 HOURS ON 

AVERAGE) 
1   

15 
5 DAYS OF FILMING (40 

HOURS ON AVERAGE) 
1   

16 ACTOR BOOKING PER PERSON 1   

17 SECONDARY ACTOR BOOKING PER PERSON 1   
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18 
 
EDITING SHORT TIME-LAPSE VIDEO CLIPS  

LESS THAN 1 MINUTE 

LONG 
1   

19 1 TO 4 MINUTES LONG 1   

20 
 
 
 
EDITING SHORT VIDEO CLIPS   

LESS THAN 1 MINUTE 

LONG 
1   

21 1 TO 4 MINUTES LONG 1   

22 5 TO 10 MINUTES LONG 1   

23 
10 MINUTES LONG OR 

MORE 
1   

24 MUSIC RIGHTS PER TRACK 1   

25 STORYBOARD FOR 1 VIDEO PER STORYBOARD 1   

26 ENGLISH TO ARABIC TRANSLATION AND SUBTITLING OF 1 VIDEO PER MINUTE 1   

27 ARABIC TO ENGLISH TRANSLATION AND SUBTITLING OF 1 VIDEO PER MINUTE 1   

28 VOICE-OVER OF 1 VIDEO PER MINUTE 1   

29 ANIMATION OF 1 VIDEO PER MINUTE 1   

30 SCRIPT FOR PROMOTIONAL VIDEOS PER STORYBOARD 1   

31 COLOR GRADING PER MINUTE 1   

32 3D ANIMATION PER MINUTE 1   

33 STUDIO RENTAL PER DAY (8 HOURS) 1   

34 STUDIO RENTAL ½ DAY (4 HOURS ON 

AVERAGE) 
1   

 
BIDDER’S COMMENTS/REMARKS: 

1.                       

2.                       
 
BIDDER’S TERMS AND CONDITIONS: 
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1. Validity of the offer:  _______________________ (recommended: 6 months or more) 

2. Terms of delivery: From_____ Days to _____Days after receiving call from ACTED staff. (From 30 to 90 working days recommended) 

3. Terms of payment: _______________________ (within 30 days after completion of work recommended) 
 
Name of Bidder’s Authorized Representative: ________________________ 
 
Authorized signature and stamp:   ________________________ 
 
Date:      ________________________ 
 
NB: in case of Request for Tender, please attach the service proposal to the present offer form
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Form PRO-06-02 Version 2.0 
PART C- BIDDER’S ETHICAL DECLARATION  

ACTED Lebanon 
 
Date:                                                       (to be filled by the supplier)  

 
Tender N°:     T/11/MULTI/FWA/Videographer Services/ BRT/LOG/05-03-2021 
 

Tenderer’s name: ________________________________ 
 
Tenderer’s address: ________________________________ 
 
 
ACTED is committed to carrying out its procurement in a free, fair and transparent manner, purchasing through 
competitive procedures, and suppliers adhering to the below ethical business principles & practices.  
ACTED is governed by a set of global policies that are regularly revised and reinforced (refer to 
https://www.acted.org/en/about-us/values-and-policies/code-of-conduct-and-policies/):  

- Anti-Fraud, Bribery and Corruption Policy: ACTED has a zero tolerance approach towards fraud and 
corruption and is committed to respecting the highest standards in terms of efficiency, responsibility and 
transparency in its activities.  

- Conflict of Interest Prevention Policy: to ensure the most efficient, responsible and transparent 
delivery of aid, ACTED, its staff and partners commit to preventing their private interests conflicting with 
their duties and any other kind of conflict of interests.  

- Anti-Terrorism and Anti-Money Laundering Policy: never knowingly support, tolerate, encourage or 
finance terrorism, the activities of those who embrace terrorism and anti-money laundering activities.  

- Child Protection Policy: statement of intent demonstrating ACTED’s commitment to safeguarding 
children from harm within internal procedure, throughout all activities.  

- Policy against Sexual Exploitation and Abuse: ACTED adopts a zero tolerance approach towards 
sexual exploitation and abuse, and is thus committed to their prevention and sanction both within the 
organization and within the framework of its programs and beneficiary populations.  

- Environmental Safeguarding Policy: ACTED is committed to the promotion of a 3Zero world: zero 
exclusion, zero carbon, zero poverty. In line with this, ACTED is committed to good environmental 
stewardship in its operations and in all of its humanitarian and development programming. ACTED 
commits to minimizing the environmental impact of our operations.  

 
The present document is considered as an annex to all Purchase Orders and Procurement Contracts ACTED 
might conclude with your company. Therefore, any breach to the below statements, and/or any failure to fill in the 
below statement properly could lead to Purchase Order or Procurement Contract termination without 
compensation.  

1. By undersigning this Ethical Declaration, we, as the authorized representative 
for the supplier’s name stated above, certify that no legal relationship exists 
between our company, our joint ventures or our subcontractors, and any 
ACTED staff nor implementing partners. As a consequence, we hereby testify 
that we have no interest or connection with ACTED other than disclosed 
below: please declare whether you, the company, its owners, directors, staff 
or agents have any interest or connection with any ACTED employee, 
volunteer or agent, or any of ACTED implementing partners.  

 
Situation 1(1)  
(1) Please use the same format for reporting any additional situation as an annex to the present document, 
signed & stamped.  
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Name of the person or entity with possible interest or connection with ACTED staff or implementing partner:  
 
________________________________  
 
Name of ACTED staff or implementing partner with possible interest or connection with you, the company, its 
owners, directors, staff or gents:  
 
_______________________________  
 
 
Nature of interest or connection2 (2)(The existence of an interest or connection does not preclude being vetted as 
ACTED supplier; it enables to properly manage any potential conflict of interest for sound management of any 
contractual bindings between your company and ACTED in the future).  
________________________________  
 

2. We hereby certify that neither we nor any of our board members or legal 
representatives nor any other member of our Joint Venture including 
Subcontractors under the Contract are in any of the following situations:  

- being bankrupt or being wound up, having their affairs administered by any courts, having entered into an 
arrangement with creditors, having suspended business activities, being the subject of proceedings 
concerning those matters, or being in any analogous situation arising from a similar procedure provided for in 
national legislation or regulations;  

- having been convicted of an offence concerning their professional conduct by a judgment which has the 
force of res judicata;  

- having been guilty of grave professional misconduct proven by any means which the concerned contracting 
authority can justify;  

- having not fulfilled obligations relating to the payment of social security contributions or the payment of taxes 
in accordance with the legal provisions of the country in which they are established or with those of the 
country of presence of ACTED or those of the country where the contract is to be performed;  

- having been the subject of a judgment for fraud, corruption, involvement in a criminal organization or any 
other illegal activity detrimental to the financial interests of ACTED or its donors;  

- being currently subject to an administrative penalty for being guilty of misrepresentation in supplying the 
information required by a contracting authority, for failing to supply this information or for having been 
declared to be in serious breach of their contractual obligations towards this contracting authority,  

- being subject to any national, regional or international sanction related to terrorism or money laundering.  
 

3. We hereby acknowledge that:  
- neither we nor any of the members of our Joint Venture or any of our Subcontractors shall violate the basic 

rights of ACTED’s or its implementing partners’ beneficiaries;  

- neither we nor any of the members of our Joint Venture or any of our Subcontractors shall be engaged in the 
manufacture of arms, in the sale of arms to governments which violate the human rights of their citizens; or 
where there is internal armed conflict or major tensions; or where the sale of arms may jeopardise regional 
peace and security.  

- neither we nor any of the members of our Joint Venture nor any of our Subcontractors shall participate, 
support or finance, directly or indirectly, in an act of terrorism or an act of money laundering;  

- neither we nor any of the members of our Joint Venture nor any of our Subcontractors have engaged or will 
engage in any Sanctionable Practice;  

- neither we nor any of the members of our Joint Venture or any of our Subcontractors under the Contract shall 
acquire or supply any equipment nor operate in any sectors under an embargo of the United Nations, the 
European Union or  
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- we comply with and ensure that our Subcontractors and major suppliers with international environmental and 
labour standards, consistent with laws and regulations applicable in the country and the fundamental 
conventions of the International Labour Organisation (ILO) and international environmental treaties.  

- neither we nor any of the members of our Joint Venture nor any of our Subcontractors directly or indirectly, 
voluntarily or involuntarily, participate, organize or benefit, by any means whatsoever, from any form of child 
ill-treatment or negligence;  

neither we nor any of the members of our Joint Venture or any of our Subcontractors shall directly or 
indirectly participate in sexual exploitation and abuse, or take undue advantage of their professional position 
for their personal interest or to obtain a favor of a sexual nature. 

A summary of the ILO and international environmental standards are provided below as appendixes; however, we 
recognize hereby being knowledgeable of such standards in their entirety.  
 
4. We undertake to bring to the attention of ACTED any change in situation with regard to points 1, 2 and 3 
above.  
 
5. We hereby commit to:  
- provide quotations & offers at the best value when requested;  

- accept payment by cash, cheque or bank transfer;  

- not offer or pay incentives to ACTED, its implementing partners or any of ACTED staff or of its implementing 
partners, either to be awarded to supply goods, equipment, services and/or works, nor as personal gifts or 
loans;  

- not to request favor nor payment from ACTED, its implementing partners or any of ACTED staff or of its 
implementing partners, to provide quotations or offers;  

- notify ACTED immediately at transparency@acted.org in case you have reasons to believe that practices 
listed above, or similar ones, have occurred.  

 
Similarly, ACTED hereby:  
- commits to assess quotations and offers fairly, based on non-discrimination, equal treatment, transparency, 

and confidentiality principles;  

- recalls that no payment, favor, gift, loan or any other kind of retribution is requested to submit any quotation 
or offer to ACTED.  

 
6. We hereby accept as well as all members of our Joint Venture partners and subcontractors to:  
- upon request, provide information relating to our company’s, our Joint Venture partners and subcontractors 

registration documents, past performances, and any other commercial or administrative documents relevant 
for assessing our experience and capacity;  

- and permit ACTED and its donors or an agent appointed by either of them to inspect the respective 
accounts, records and documents, to permit on-the-spot checks and to ensure access to sites and the 
respective project.  

 
7. In the case of being awarded a Purchase Order or a Procurement Contract, we, as well as all our Joint Venture 
partners and subcontractors under the Contract undertake to preserve above mentioned records and documents 
in accordance with applicable law, but in any case, for at least ten years from the date of fulfillment or termination 
of the Contract. Our financial transactions and financial statements shall be subject to auditing procedures in 
accordance with applicable law. Furthermore, we accept that our data (including personal data) generated in 
connection with the preparation and implementation of the Tender Process and the performance of the Contract 
are stored and processed according to the applicable law by ACTED and its donors.  
 
8. In the case of being awarded a Contract, both parties hereby agree on:  
- require the immediate cessation of serious breaches to the present Ethical Declaration terms and, where 

these persist, terminate the business relationship.  

- seek to ensure all staff are aware of their rights and involved in the decisions which affect them.  
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- recognize official regulation and inspection of workplace standards, and the interests of legitimate trades 
unions and other representative organizations.  

- seek arbitration in the case of unresolved disputes.  
 
I undersigned _____________________________________________________________________, agree to 
adopt the above Code of Conduct and to commit to comply with the labor and environmental standards specified, 
both in my own company and those of my suppliers. 
 
 
 
Name & Position of Tenderer’s authorized representative  ________________________ 
 
 
Authorized signature & stamp     ________________________ 
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Form PRO-03-02 Version 2.0 

PART D- BIDDER’S QUESTIONNAIRE  
ACTED Lebanon 

 
Date:                                                       (to be filled by the supplier)  

 
Tender N°:     T/11/MULTI/FWA/Videographer Services/ BRT/LOG/05-03-2021 
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Authorized Representative Name:  _________________________ 
 
 

Signature:    _________________________ 
 
 

Stamp: 
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Form PRO-06-03 Version1.3 

PART E- GENERAL CONDITIONS OF PURCHASE  
ACTED Lebanon 

 
Date:                                                       (to be filled by the supplier)  

 
Tender N°:     T/11/MULTI/FWA/Videographer Services/ BRT/LOG/05-03-2021 
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Form PRO-06-03 Version1.3 

PART F- BIDDER’S CHECK LIST  
ACTED Lebanon 

 
Date:                                                       (to be filled by the supplier)  

 
Tender N°:     T/11/MULTI/FWA/Videographer Services/ BRT/LOG/05-03-2021 

 
BEFORE SENDING YOUR BIDDING DOCUMENTS, PLEASE CHECK THAT EACH OF THE FOLLOWING ITEM IS 
COMPLETE AND RESPECTS THE FOLLOWING CRITERIA : 

Description 

 
 

To be filled in 

by Bidder 

For ACTED use only (to be filled in by 

Purchase Committee) 

Included Present 
Comments 

Yes No Yes No 

1.An original and one copy of the bid have been 
provided (compulsory) 

  
  

 

2. PART A – Instructions to Bidders is attached, filled, 

signed and stamped by the supplier on every page or on 

the last page (compulsory) 

  
   

 

3. PART B – Offer Form is attached, filled, signed and 

stamped by the supplier on every page or on the last 

page (compulsory) 

  
  

 

4. The prices in the Offer Form are in USD 
(compulsory) 

  
  

 

5. PART C – Bidders Questionnaire Form is attached, 
filled, signed and stamped by the supplier on every 
page or on  the last page (compulsory) 

  

  

 

6. PART D – Bidder’s Ethical Declaration is attached, 
filled, signed and stamped by the supplier on every 
page or on  the last page  (compulsory) 

  

  

 

7. The Bidding documents are filled in English. 
  

  
 

8. ANNEXES – Proofs of past performances in a 
similar field of activity (e.g. past deliveries of similar 
items) are provided  

  

  

 

9. ANNEXES – A Copy of Company registration 
documents and license are included (compulsory) 

  
  

 

10. ANNEXES – A Copy of the Legal representative 
ID included (compulsory) 

  
  

 

11. ACTED Full General Conditions for Purchase (PRO-
09.01) dully signed and stamped, as contractual 
terms governing the legal relationship between 
ACTED and the supplier (Compulsory). 

  

  

 

12. Staff CV (compulsory) 
  

  
 

 
Name & Position of Bidder’s authorized representative ________________________ 
 
Authorized signature     ________________________ 
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Stamp:  
 


