
United Nations Population Fund
Phnom Penh Centre (Building A)

5th Floor, Room 526, Tonle Bassac, Chamkar Mon
Phnom Penh, Cambodia

Web: cambodia.unfpa.org

Date: 04 July 2023

REQUEST FOR QUOTATION 
RFQ Nº UNFPA/KHM/RFQ/23/003

Dear Sir/Madam,

UNFPA hereby solicits a quotation for the following service:

“TO PROVIDE SERVICES AS EVENT ORGANIZER FOR THE JOINT INTERNATIONAL YOUTH DAY 2023 –
FUTURE FAIR - PREPARING FOR THE FUTURE WE WANT”

UNFPA  requires  the  provision  of  “TO PROVIDE SERVICES AS EVENT ORGANIZER FOR THE JOINT

INTERNATIONAL YOUTH DAY 2023 – FUTURE FAIR - PREPARING FOR THE FUTURE WE WANT”. 

I. About UNFPA

UNFPA, the United Nations Population Fund (UNFPA), is an international development agency that works
to deliver a world where every pregnancy is wanted, every childbirth is  safe and every young person’s
potential is fulfilled.   

UNFPA is the lead UN agency that expands the possibilities for women and young people to lead healthy
sexual and reproductive lives. To read more about UNFPA, please go to: UNFPA about us

Service Requirements/Terms of Reference (ToR)

Objectives and Scope of the Services

Background Information

In a #World of 8 Billion, a world facing a climate crisis and growing inequalities and in a world where
reaching the Sustainable Development Goals  are now further out  of  reach,  providing a space for  youth
engagement, expression and ideation is critical. Harnessing the full views of youth requires facilitating a
safe, creative and innovative space which will allow for youth participation and expression. 

UNFPA along with UN Family including UNRCO, UNICEF, UNOHCHR, UNDP, UNWOMEN, UNAIDS,
WHO development partners, CSOs and private sector, would like to jointly host a convergence of youth
networks around  International Youth Day 20231. The concept is to host a joint series of events entitled
"Futures  Fair:  Preparing for the Future we want”.   The series of events  will  focus on topical  issues
including population growth in a World of 8 Billion (the State of World Population 8 Billion Lives, Infinite
Possibilities: The cases for rights and choices), the climate crisis, the push-back on gender equality, closing
the gap on the SDGs and other topics proposed by UN sister agencies, partners and youth. 

The purpose of this Terms of Reference (TOR) is to seek the services of an experienced Event Organizer to
plan, coordinate, and execute the International Youth Day 2023 event, titled "Future Fair: Preparing for the
Future we want". The event aims to bring together diverse youth networks/groups from diverse organisations
for cross-network engagement, dialogue, and youth movement building. By facilitating a safe and creative
space for youth dialogue and problem-solving, we aim to foster youth inclusive participation and expression
on global issues such as population growth, climate crisis, gender equality, and sustainable development

1 International Youth Day is on Saturday, August 12th – however we are delaying this event to early September due to 
post-Elections
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goals. This event will be a joint UN and partner event - with as many as 6 agencies contributing towards the
event. 

Objectives

 Bring together diverse youth networks to provide a safe space for cross-network engagement, 
dialogue and youth movement building

 Facilitate a safe space for youth dialogue and problem-solving including through creative expression
 Link youth networks to service providers for support as well as to private sector partners services 

including financial and tech services

Expected Results

This series of events would bring together the following:

a) Youth networks- UN agencies and partner organisations have their own youth networks – the value 
of providing youth the space to network, to learn from each other and to cross pollinate ideas with 
the potential for creating expanded and more inclusive youth networks

b) UN and development and CSO partners – participating partners can offer to host and facilitate key 
topics – developing sessions based on feedback from youth partners

c) Government agencies – relevant government stakeholders can participate, learn and listen to youth 
concerns

d) The Private sector – we will be reaching out to private sector partners to provide sessions, including 
idea labs and creative outlets.  The private sector can also participate by bringing financial services, 
digital solutions to the events.  We will be looking for private sector partnership support for prizes as
well as other support towards these events.

e) CSOs and service providers – the events will include support and services from civil society 
including reproductive health and counseling services

The purpose would be to provide a space for dialogue, creativity and ideas, as well as a space to link youth to
private sector partners and service providers who will provide on-site services on sexual and reproductive 
health and mental health counseling. Partners will be encouraged to sponsor a topic which will include 
facilitating youth side-events on different topics.

Event Details

The event is intended to mark International Youth Day 2023 and promote joint force with ONE UN – ONE 
VOICE and building a strong partnership and collaboration with development partners, CSOs, Youth 
Networks, Government and Private Sector. This event will  

Date: From July - October 2023
Venue: Various for pre-workshop Creative Events and One day at CJCC Conference Hall and 

Breakout Sessions in the Meeting Rooms 

1. Event #1:  Creative Expression through Art – this component will include a pre-Fair series of 
workshops on creative expression that can be showcased at the Fair.  A prize giving and exposition of 
the various forms of creative expression will be part of the Fair. The Arts Competition will allow youth 
to enter using a range of art forms including painting, drawing, poetry, photography, videography, dance 
or other forms of expression. Submissions can be made by individuals or groups. The Theme is “The 
world of 8 Billion Lives, Infinite Possibilities – The case for rights and choices”.

2. Event #2:  Creative Workshops – there will be three creative capacity building workshops to be 
organized for all participants who enter the creative art competition through an on-line registration prior 
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to each workshop. The workshop will be facilitated by technical artists including HipHop/Rap Dance, 
Photography & Videography, and Painting & drawing. 

3. Main Event: “Future Fair” – 1 September 2023 (Full Day – 08:00-18:00)
● Opening Session (08:00-10:30)
● Exhibition Booths (08:00-18:00)
● Discussion and Creative Forums – 5 Topics (10:30-12:00 & 14:00-15:30)
● Closing session and Art Competitive Awards (16:00-18:00)

4. Maintaining Youth Participation Momentum (September – October 2023)
● Participating partners along with all participants to the Art Competition will be encouraged to 

promote their products through their social media platforms (Facebook, Instagram, TikTok, twitter, 
etc) from 01 September 2023 to 1 October 2023. Those with the most media reaches will be entered 
for a second round of prizes.

● Movement Networking – HALF DAY – Date TBC at CJCC (in the afternoon)
o This second event will bring together the youth networks again to ensure that movement gained 

has not been lost.
o Youth will be facilitated to reflect on the experience of the Futures Fair, and to discuss areas 

where youth networks may want to collaborate to work together on key issues
o Youth will also look at the strength of social media, and reflect on the impact of their art projects

Scope of Work and Deliverables

Under the supervision of UNFPA, and in line with joint UN communications standards and guidelines 
including ensuring the consistency of the visual, tone of the event and all communications are ethical, 
empowering, inclusion, integrity, humility and humanity, the Event Organizer (EO) will be responsible and 
deliverable for the following: ensuring the consistency of the visual and tone of the event following by the 
UN team’s decisions. 

The Event Organizer (EO) will be responsible and deliverable for the following:

1. Creative Concept Development: The EO will develop a compelling event creative concept and plan to 
implement the joint concept of the events. This plan and concept will generate a consistent and integrated feel 
and look for the entire event as one UN and partner’s event. The EO will work with UNFPA and the Steering 
Committee who will approve the concept and artworks that will be used for the whole event.

2. Social Media Plan and Management: The EO will develop the Social Media Contents Plan to 
promote all events and key messages on social media including boosting contents to reach younger 
audiences aged 15-30 and up to 49. Create a Trello board with full access to share social media 
content, artworks, and customize artworks to be shared and approved in advance with event 
committee members. The EO will live the Open Session of the Future Fairs and Art Competition 
Award Ceremony through social media platforms.  All communications must adhere to strict UN 
standards regarding branding, ethics, empowering, inclusion, integrity, humility and humanity. 
Social Media Plan to promote Creative Art Competition and key messages of the event through 
social media platforms (FB, Instagram, TikTok, Twitter) to reach a wider audience especially young 
people by at least 1 million reaches with 150K engagements.

3. Creative Design and Production: The EO will provide for all mounting and technical requirements
for the event, including stage and backdrops, exhibition booths, banners, standees, discussion rooms 
backdrops, lights and sound system, special effects, multimedia projectors and screens, and any other
equipment as may be essential to the production concept. Develop communication assets including 
digital communication assets which can be utilized/modified by participating agencies. 
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4. Multimedia Production: The EO will provide a variety of graphic, motion graphics, motion video, 
short video, digital signage to be displayed throughout the event. The EO also provide a list of Social
Media Influencers that may include DJ Nana, Dose of Cate, Niki, and Sinora Roath to promote the 
event and key messages through their social media pages (FB, Instagram, TikTok, Twitter). 

5. Event Handling: The EO will coordinate all aspects of the event, including the mounting, opening 
session, art competition award ceremony, booth exhibitions, discussion forums and running of the 
program, MC script, press and media releases, direction, coordination, and all other corollary 
activities before, during, and after the event. 

 Full day “Future Fair” Event with 30 exhibitions booths to be attended by at least 10,000 
people, opening session, award ceremony and 5 discussion forums. 

 The EO will also need to arrange the art competition prizes for 20 winners (First and Second
Round) and provide the media engagement plan to cover the Future Fair event.

 The three Creative Workshops Handling to be attended by all participants who join the art 
competition by at least 300 – 500 young people. 

 Movement Networking – Half Day Event at CHCC to be attended by at least 1,000 people

6. Logistics Arrangements: The EO will provide logistic arrangements throughout the event including
the venues, discussion rooms, exhibition booths, refreshments, lunches, sound systems, screens, 
interpretation, and others as required. 

7. Documentation: The EO will provide professional photo/audio/visual documentation of the event 
and will produce a final product that includes an event report, social media report, media coverage 
report, and other technical documentation and design artworks.

Qualifications and Requirements 

1. Experience working with UN agencies in Cambodia with existing Long-Term Agreement (LTA)
preferable;

2. At least five-year experience in organizing events, exhibitions, event management, and developing 
messages for social media platform and other media outlets with proven records of organizing fairs;

3. At least three-year experience in youth engagement, sexual, reproductive and maternal health messaging 
development;

4. Commitment to adhere to UN values regarding ethics, youth engagement, diversity, inclusion, equality and 
non-discrimination – any others?

5. Demonstrate sound existing platform and networks to ensure wider reach to young people and women across 
the country;

6. Demonstrate sound technical team and availability to meet the deadline.
7. The package cost is limited up to 49,000 USD excluded VAT. 

II. Questions 

Questions or requests for further clarifications should be submitted in writing to the contact person below:

Name of contact person at UNFPA:
Ms. Suzana Sorinchan, 
Programme Specialist, Advocacy & Partnerships

Tel Nº: +855 23 215519-118 

Mobile Nº: +855 92 393 944

Email address of contact person: sorinchan@unfpa.org 

The deadline for submission of questions is Tuesday, 18 July 2023 at 5 p.m. Phnom Penh time.  Questions
will be answered in writing and shared will parties as soon as possible after this deadline.
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III. Eligible Bidders

This  Request  for  Quotation  is  open to  all  eligible  bidders;  to  be considered an  eligible  bidder  for  this
solicitation process you must comply with the following:

o A  bidder  must  be  a  legally-constituted  company  that  can  provide  the  requested
products/services/works [– select appropriate and delete the rest] and have legal capacity to enter
into a  contract  with UNFPA to deliver/perform [-  select  appropriate  and delete  the  rest]  in  the
country, or through an authorized representative.

o A bidder must not have a conflict of interest regarding the solicitation process or with the TORs /
Technical Specifications. Bidders found to have a conflict of interest shall be disqualified.

o At the time of Bid submission, the bidder, including any JV/Consortium members,  is not  under
procurement  prohibitions  derived  from  the Compendium  of  United  Nations  Security  Council
Sanctions  Lists and  has  not  been  suspended,  debarred,  sanctioned  or  otherwise  identified  as
ineligible by any UN Organization or the World Bank Group.

o Bidders must adhere to the UN Supplier Code of Conduct, which may be found by clicking on UN
Supplier Code of Conduct.

IV. Content of quotations

Quotations should be submitted via a TWO-envelope system. Interested Bidders are requested to submit their
Technical Bid  separately from their Financial Bid containing the price information. Each envelope shall
consist of a single email whenever possible, depending on file size.

a) Technical proposal, in response to the requirements outlined in the service requirements / TORs.
b) Price quotation, to be submitted strictly in accordance with the price quotation form.

V. Instructions for submission

Proposals  should be prepared based on the guidelines  set  forth in  Section III  above,  along with a
properly filled out and signed price quotation form and are to be sent by email to the contact person
indicated below no later than: Monday, 24 July 2023 at 5 p.m. Phnom Penh Time.

Name of contact person at UNFPA: Mr. Sophoan Livan

Email address of contact person: Cambodia Procurement <cambodia-procurement@unfpa.org>

Please note the following guidelines for electronic submissions:

o The  following  reference  must  be  included  in  the  email  subject  line:
-  UNFPA/KHM/RFQ/23/003 “TO PROVIDE SERVICES AS EVENT ORGANIZER FOR THE JOINT

INTERNATIONAL YOUTH DAY 2023  –  FUTURE FAIR -  PREPARING FOR THE FUTURE WE

WANT”—Company Name, Technical Bid.
-  UNFPA/KHM/RFQ/23/003 “TO PROVIDE SERVICES AS EVENT ORGANIZER FOR THE JOINT

INTERNATIONAL YOUTH DAY 2023  –  FUTURE FAIR -  PREPARING FOR THE FUTURE WE

WANT”—Company Name, Financial Bid.
- Submissions without this text in the email subject line may be rejected or overlooked and therefore
not considered.

o It is the Bidder’s responsibility to assure compliance with the submission process. If the envelopes or
emails are not marked / submitted per the instructions, UNFPA will neither assume responsibility for
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the bid’s misplacement or premature opening nor guarantee the confidentiality of the Bid process.
Incorrect submissions might result in your Bid being declared invalid. 

o The total email size may not exceed  20 MB (including email body, encoded attachments and
headers). Where the technical details are in large electronic files, it is recommended that these be
sent separately before the deadline. 

o Any  quotation  submitted  will  be  regarded  as  an  offer  by  the  bidder  and  does  not
constitute or imply the acceptance of any quotation by UNFPA. UNFPA is under no obligation to
award a contract to any bidder as a result of this RFQ. 

VI. Overview of Evaluation Process
The evaluation will be carried out in a two-step process by an ad-hoc evaluation panel. Technical proposals
will be evaluated and scored first, prior to the evaluation and scoring of price quotations.

Technical Evaluation

Technical proposals will be evaluated based on their responsiveness to the service requirements /TORs listed
in Section II and in accordance with the evaluation criteria below. 

Criteria
[A]

Maximum
Points

[B]

Points
attained by

Bidder

[C]

Weight (%)

[B] x [C] = [D]

Total Points

Technical approach, methodology 
and level of understanding of the 
objectives of the project

100 20%

Work plan/time scales given in the 
proposal and its adequacy to meet 
the project objectives 

100 20%

Professional experience of the staff 
that will be employed to the project 
proving demonstrated expertise in 
evaluation and related processes 
(CVs, etc.)

100 15%

Specific experience and expertise 
relevant to the assignment

100 30%

Profile of the company and relevance
to the Project.  

100 15%

Grand Total All Criteria 500 100%

6 of 15
UNFPA/PSB/Bids/Request for Quotation for Services/RFQ/ RFQ Complex Services [0718 – Rev03]

http://cambodia.unfpa.org/


United Nations Population Fund
Phnom Penh Centre (Building A)

5th Floor, Room 526, Tonle Bassac, Chamkar Mon
Phnom Penh, Cambodia

Web: cambodia.unfpa.org

The following scoring scale will be used to ensure objective evaluation: 

Degree to which the Terms of Reference requirements are met based on
evidence included in the Bid submitted

Points 
out of 100

Significantly exceeds the requirements 90 – 100

Exceeds the requirements 80 – 89 

Meets the requirements 70 – 79

Partially meets the requirements 1 – 69

Does not meet the requirements or no information provided to assess 
compliance with the requirements

0

Financial Evaluation 

Price quotes will be evaluated only for bidders whose technical proposals achieve a minimum score of 70
points in the technical evaluation. 

Price quotes will be evaluated based on their responsiveness to the price quote form. The maximum number
of  points  for  the  price  quote  is  100,  which  will  be  allocated  to  the  lowest  total  price  provided  in  the
quotation. All other price quotes will receive points in inverse proportion according to the following formula:

Financial score =
Lowest quote ($)

X 100 (Maximum score)
Quote being scored ($)

Total score
The total score for each proposal will be the weighted sum of the technical score and the financial score.  The
maximum total score is 100 points.

Total score 70% Technical score + 30% Financial score
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VII. Award Criteria 
In case of a satisfactory result from the evaluation process, UNFPA intends to award a Professional
Service Contract on a fixed-cost basis with duration of two (02) months to the Bidder(s) that obtain
the highest score.

VIII. Right to Vary Requirements at Time of Award 
UNFPA reserves the right at the time of award of contract to increase or decrease, by up to 20%, the
volume of  services  specified in  this RFQ without  any change in  unit  prices  or  other terms and
conditions.

IX. Payment Terms
UNFPA payment  terms are  net  30 days upon receipt  of  invoice and delivery/acceptance of  the
milestone deliverables linked to payment as specified in the contract.

X. Fraud and Corruption
UNFPA is committed to preventing, identifying, and addressing all acts of fraud against UNFPA, as
well as against third parties involved in UNFPA activities. UNFPA’s Policy regarding fraud and
corruption is available here:  Fraud Policy. Submission of a proposal implies that the Bidder is aware
of this policy. 

Suppliers, their subsidiaries, agents, intermediaries and principals must cooperate with the UNFPA
Office of Audit and Investigations Services as well as with any other oversight entity authorized by
the Executive Director and with the UNFPA Ethics Advisor as and when required.  Such cooperation
shall include, but not be limited to, the following: access to all employees, representatives agents and
assignees  of  the  vendor;  as  well  as  production  of  all  documents  requested,  including  financial
records.  Failure to fully cooperate with investigations will be considered sufficient grounds to allow
UNFPA to repudiate  and terminate  the  Agreement,  and to  debar  and remove the supplier  from
UNFPA's list of registered suppliers.

A confidential Anti-Fraud Hotline is available to any Bidder to report suspicious fraudulent activities
at UNFPA Investigation Hotline  .  

XI. Zero Tolerance
UNFPA  has  adopted  a  zero-tolerance  policy  on  gifts  and  hospitality.  Suppliers  are  therefore
requested not to send gifts or offer hospitality to UNFPA personnel. Further details on this policy are
available here: Zero Tolerance Policy.

XII. RFQ Protest
Bidder(s) perceiving that they have been unjustly or unfairly treated in connection with a solicitation,
evaluation,  or  award  of  a  contract  may submit  a  complaint  to  the  UNFPA Representative,  Ms.
Sandra Bernklau at bernklau@unfpa.org Should the supplier be unsatisfied with the reply provided
by the UNFPA Representative, the supplier may contact the Chief, Supply Chain Management Unit
at procurement@unfpa.org.

XIII. Disclaimer
Should any of the links in this RFQ document be unavailable or inaccessible for any reason, bidders
can contact the Procurement Officer in charge of the procurement to request for them to share a PDF
version of such document(s).
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PRICE QUOTATION FORM

Name of Bidder:
Date of the quotation: Click here to enter a date.
Request for quotation Nº: UNFPA/KHM/RFQ/23/003
Currency of quotation: USD
Delivery charges based on the 
following 2010 Incoterm: 

Choose an item.

Validity of quotation:
(The quotation shall be valid for a period of at
least 3 months after the submission deadline.)

● Quoted rates must be exclusive of all taxes, since UNFPA is exempt from taxes. 

Ite
m

Description

Number &
Descriptio
n of Staff
by Level

Hourly
Rate

Hours to
be

Committe
d

Total

1. Professional Fees

Total Professional Fees $$

2. Out-of-Pocket expenses

Total Out of Pocket Expenses $$

Total Contract Price 
(Professional Fees + Out of Pocket Expenses)

$$

I hereby certify that the company mentioned above, which I am duly authorized to sign for, has reviewed
RFQ UNFPA/KHM/RFQ/22/017 including  all annexes, amendments to the RFQ document (if applicable)
and the responses provided by UNFPA on clarification questions from the prospective service providers.
Further, the company accepts the General Conditions of Contract for UNFPA and we will abide by this
quotation until it expires. 

Click here to enter a
date.

Name and title Date and place
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ANNEX I:
General Conditions of Contracts:

De Minimis Contracts

This Request for Quotation is subject to UNFPA’s General Conditions of Contract: De Minimis Contracts, 
which are available in: English, Spanish and French
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