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0. List of abbreviations 

AVB General Terms and Conditions of Contract (AVB) for supplying services and 
work 2018 

CV Curriculum Vitae 

DC Development Cooperation 

GIZ Gesellschaft für Internationale Zusammenarbeit 

SDGs Sustainable Development Goals 

ToRs Terms of reference 
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1. Context 

GIZ is implementing the project Integrated and Sustainable Urban Transport Systems for 
Smart Cities in India (SMART-SUT) on behalf of the German Federal Ministry for Economic 
Cooperation and Development (BMZ) jointly with the partner Ministry of Housing and Urban 
Affairs of the Government of India. GIZ and a consortium of Wuppertal Institute, GFA 
consulting group and World Resource Institute provides technical support in improving 
planning processes and implementation of sustainable and integrated transport systems and 
solutions. The project works to promote comprehensive mobility planning and to plan and 
implement sustainable urban transport projects in the fields of public transport, non-motorized 
transport and modal integration. The project activities to achieve the overall goal are structured 
into 4 main components: 

1. Support to planning and implementation of sustainable urban transport projects in the fields 
of non-motorised transport, public transport or multimodal integration. 

2. Support to strengthening institutional capacities for regulating, steering and planning urban 
mobility. 

3. Learning and exchange formats with other cities across India for exchanging on good 
practices for urban mobility measures and institutional transformation. 

4. Improvement of the state capacities for systematic planning, replication and result- oriented 
steering of measures for sustainable urban transport. 

The project is closely working together with the three smart cities of Coimbatore, Kochi and 
Bhubaneshwar and further cities in Kerala, Tamil Nadu and Odisha. As part of the project 
activities, there is a need for effective communication with partners and other stakeholders. 
This is of key significance for the visibility of the project and is highly relevant at both the 
national as well as the state level. Communication in general seeks to inform the stakeholders 
with knowledge regarding the project action, its results and impacts. Each target group and/or 
stakeholder needs to be addressed through appropriate, adequate and accessible tools, 
instruments, and products. 

One broad objective of communication is to inform and educate stakeholders and target 
groups on the project activities in order to involve them in the process resulting in the long-
term sustainability. Another objective is to ensure the visibility of the project itself, its activities 
and the project partners. Since, the projects works with a consortium led by GIZ India 
together with Wuppertal Institute, GFA consulting group and World Resource Institute, there 
is a need to develop a common understanding about projects communication objective, its 
target audience and channels. Further, the projects will also be conducting various events 
and will be participating in national and international events organised by ministries, 
institutions etc. During the tenure of the project, it is envisaged to develop various knowledge 
products based on the learnings. 

2. Tasks to be performed by the contractor 

The contractor is responsible for providing the following services: 

i. Initial communication services – Communication strategy  

The contractor is requested to create a communication strategy for the project. This should 
happen in a participatory way. In a kick off meeting the expectations of both sides will be 
outlined. Then in a workshop together with implementation partners the communication goals, 
target audience, channels and method for monitoring and evaluation will be defined. Based on 
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this the contractor will develop a written communication strategy for the project. Following the 
communication strategy, the contractor will provide the required services. This could include 
setting up of project website and setting up of social media channels.  

ii. Regular communication services 

a. Maintenance of communication channels 
The contractor is requested to maintain the communication channels set up as an outcome of 
the workshop mentioned above. This could include managing and maintaining the project 
website and social media channels like for example twitter, linkedin and facebook. For events 
of SMART SUT project the contractor is required to send along an expert to take pictures and 
live coverage as required (up to 20 events). 

b. Webinars 
During project duration SMART SUT will undertake webinars (up to 10). For this the contractor 
shall provide the IT tools necessary and undertake the advertising for the events and invitation 
to participants. For knowledge management the webinars shall be recorded. The recordings 
shall be provided to GIZ in a video file (.mpeg / .mp4). The recordings should be made available 
for download and stored for at least the project duration, if requested by GIZ. 

c. Editorial services 
In SMART SUT project various knowledge products are elaborated. This can include technical 
reports, but also brochures, flyers, bags, notebooks and anything else which the project needs 
for public outreach. This includes public outreach materials for the Urban Mobility India 
conference which takes place yearly in November. The contractor needs to do the (graphic) 
design, format and layout in line with GIZ communications standards and corporate design. 
This can include the development of graphics, diagrams, tables, maps. Furthermore, content 
development is required to translate very technical language into easily accessible texts. 
Finally, proof reading services provided by the contractor will ensure the correct usage of 
language and grammar for better comprehension. As we work in three different states support 
in identifying translators (Odiya, Tamil, and Malayalam) is needed and coordination with the 
same for finalising the translated reports/knowledge products. 

Certain milestones, as laid out in the table below, are to be achieved by certain dates during 
the contract term, and at particular locations:  

Milestone Deadline/place/person responsible 

Kick off meeting Beginning of October 2019, Delhi 

Communication strategy for SMART-SUT project  Until 31st of December 2019, Delhi 

IT systems ready (website, webinars, social 
media and others) 

Until end of March 2019, Delhi  

Handing over of all collected files, data etc. to 
GIZ, finalizing contract  

March 2021, Delhi 

 

Note:  

• All products should allow for a review and testing phase if requested so corresponding 
adjustments based on feedback received can be applied.  

• Ensure that the communication guidelines created by BMZ and GIZ and the Indian project 
partners are integrated into designs. 
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Period of assignment: From 25th September 2019 until 31st March 2021. 

The project supports three Smart Cities - Kochi (Kerala), Coimbatore (Tamil Nadu) & 
Bhubaneshwar (Odisha). The consultant is requested to travel to all the three cities during the 
course of the assignment plus additional locations. About 1 trip to each city plus meetings in 
Delhi, Trivandrum and Chennai are envisaged in the assignment. 

3. Concept  

In the bid, the bidder is required to show how the objectives defined in Chapter 2 are to be 
achieved, if applicable under consideration of further specific method-related requirements 
(technical-methodological concept). In addition, the bidder must describe the project 
management system for service provision.  

Technical-methodological concept 

Strategy: The bidder is required to consider the tasks to be performed with reference to the 
objectives of the services put out to tender (see Chapter 1). Following this, the bidder presents 
and justifies the strategy with which it intends to provide the services for which it is responsible 
(see Chapter 2). 

The bidder is required to present the actors relevant for the services for which it is responsible 
and describe the cooperation with them.  

The bidder is required to present and explain its approach to steering the measures with the 
project partners and its contribution to the results-based monitoring system.  

The bidder is required to describe the key processes for the services for which it is responsible 
and create a schedule that describes how the services according to Chapter 2 are to be 
provided. In particular, the bidder is required to describe the necessary work steps and, if 
applicable, take account of the milestones and contributions of other actors in accordance with 
Chapter 2. 

The bidder is required to describe its contribution to knowledge management for the partner 
and GIZ and promote scaling-up effects (learning and innovation).  

Other specific requirements 

– Not applicable – 

Project management of the contractor 

The bidder is required to explain its approach for coordination with the GIZ project. 

• The contractor is responsible for selecting, preparing, training and steering the experts 
(international and national, short and long term) assigned to perform the advisory tasks. 

• The contractor makes available equipment and supplies (consumables) and assumes the 
associated operating and administrative costs. 

• The contractor manages costs and expenditures, accounting processes and invoicing in 
line with the requirements of GIZ. 

• The contractor reports regularly to GIZ in accordance with the AVB of the Deutsche 
Gesellschaft für Internationale Zusammenarbeit (GIZ) GmbH from 2018 
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The bidder is required to draw up a personnel assignment plan with explanatory notes that 
lists all the experts proposed in the bid; the plan includes information on assignment dates 
(duration and expert days) and locations of the individual members of the team complete with 
the allocation of work steps as set out in the schedule. 

4. Personnel concept 

Eligibility requirements of the firm 

- Please provide the legal status of your firm. 
- Average annual turnover for the last three financial years: at least 140.000 EUR. 
- The number of employees as at 31.12. of the previous year: at least 6 persons. 
- Please provide at least 2 reference projects of your portfolio in the field of 

communication strategy and campaigning with a minimum commission value of 35.000 
EUR. 

The bidder is required to provide personnel who are suited to filling the positions described, on 
the basis of their CVs (see Chapter 6), the range of tasks involved and the required 
qualifications. 

The below specified qualifications represent the requirements to reach the maximum number 
of points.  

Gender Balanced teams improve productivity and provides a diverse range of experiences. 
The consultancy group would be expected to look at compiling a team that reflects gender 
balance, diversity and inclusivity. 

Team leader: Communication Expert 

Tasks of the team leader 
- Overall responsibility for the advisory packages of the contractor (quality and 

deadlines) 
- Coordinating and ensuring communication with GIZ, partners and others involved in 

the project 
- Personnel management, in particular identifying the need for short-term assignments 

within the available budget, as well as planning and steering assignments and 
supporting local and international short-term experts 

- Regular reporting in accordance with deadlines 

Qualifications of the team leader 
- Education/training (2.1.1): University qualification (Diplom’/Master) in media, 

communication, graphic design or related 
- Language (2.1.2): Good business language skills in English 
- Specific professional experience (2.1.4): 10 years in the area of strategic 

communications, political communication, public relations 
- Leadership/management experience (2.1.5): 6 years of management/leadership 

experience as project team leader or manager in a company 
- Regional experience (2.1.6):  Experience in similar projects (at least 2) in Odisha or 

Tamil Nadu or Kerala  
- Development Cooperation (DC) experience (2.1.7): experience in DC projects is asset 
- Other (2.1.8): Demonstrable experience of working with German and European media, 

social media; Demonstrable knowledge in the fundamental concepts of effective 
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communication and visibility campaigns; Strong creative thinking skills, including the 
ability to work confidently across a variety of stakeholders; Demonstrable knowledge 
of information technology and applies it in work assignments; Good working knowledge 
of new media technologies; Data visualization skills; Excellent writing skills; Planning 
and organizational skills: Ability to meet deadlines and the ability to factor in 
contingency planning to allow for adjustment of plans and actions as required whilst 
using time efficiently to ensure deadlines are met even under pressure; Experience in 
leading teams; Previous experience with GIZ and/or international agencies on similar 
assignments is an asset. 
 

Expert 1: Graphics Designer 

Tasks of expert 1 
- Layout of final products (brochures, flyers, posters, books, and so on) 

Qualifications of expert 1 
- Education/training (2.2.1): Degree in Arts / Graphics Design / Mass Communication 

from any recognised university / college 
- Language (2.2.2): Good business language skills in English 
- General professional experience (2.2.3): 8 years’ work experience in designing 

knowledge products and graphics related to the urban development sector. 
- Specific professional experience (2.2.4): Ability to communicate complex problems in 

a comprehensive manner, through usage of colours to illustrate graphics; Capacity to 
simplify data from spreadsheets and surveys, and comprehensive usage of text and 
fitting it in an overall layout; Ability to invent high quality logos and digital graphics; 
Capability to layout text along with graphics to an overall comprehensive document; 
Flexibility to work in various self-designed formats; 

- Leadership/management experience (2.2.5): not applicable 
- Regional experience (2.2.6):  
- Development Cooperation (DC) experience (2.2.7): Prior experience of working with 

multi-lateral / bi-lateral organisations, and with National Ministries / State 
Governments / Cities (with experience in projects related to smart cities, Sustainable 
Development Goals (SDGs), brand designing of national / international events, etc.) 
shall be preferred. 

- Other (2.2.8): not applicable 

Expert 2: Content writer 

Tasks of expert 2 
- Revision of contents. Creation and editing of texts making them reader friendly. 

Qualifications of expert 2 
- Education/training (2.2.1): Degree in Mass Communication or literature from any 

recognised university / college 
- Language (2.2.2): Good business language skills in English 
- General professional experience (2.2.3): 8 years’ work experience in writing 

knowledge products related to the urban development sector. 
- Specific professional experience (2.2.4): Ability to develop content for website, report, 

case studies, articles, press note, short text for social media; ability to re-write the text 
provided by the project in reader friendly manner.  

- Leadership/management experience (2.2.5): not applicable 
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- Regional experience (2.2.6): Experience in similar projects (at least 1) in Odisha or 
Tamil Nadu or Kerala 

- Development Cooperation (DC) experience (2.2.7): Prior experience of working with 
multi-lateral / bi-lateral organisations, and with National Ministries / State 
Governments / Cities (with experience in projects related to smart cities, SDGs, brand 
designing of national / international events, etc.) shall be preferred. 

- Other (2.2.8): not applicable 

Expert 3: Website manager 

Tasks of expert 3 
- Management and maintaining of website. 

Qualifications of expert 3 
- Education/training (2.2.1): University or professional degree/diploma in web design, 

communications or similar  
- Language (2.2.2): Good business language skills in English 
- General professional experience (2.2.3): 5 years’ professional experience in the area 

of web designing is essential. 
- Specific professional experience (2.2.4): Proven experience in the relevant area is 

desirable; Good understanding of the concepts of user experience, user interface 
design principles and conceptual design; Expert knowledge in HTML, CSS and 
JavaScript; Knowledge of industry-standard design tools such as Adobe Photoshop, 
Illustrator and Dreamweaver; Knowledge of appropriate content management 
systems, particularly with respect to page template design, will be considered an 
asset; Eye for design and attention to details are essential; Target-group orientation 
or cross-target experience is essential.  

- Leadership/management experience (2.2.5): not applicable 
- Regional experience (2.2.6):  
- Development Cooperation (DC) experience (2.2.7): Prior experience of working with 

multi-lateral / bi-lateral organisations, and with National Ministries / State 
Governments / Cities (with experience in projects related to smart cities, SDGs, brand 
designing of national / international events, etc.) shall be preferred. 

- Other (2.2.8): not applicable 

Expert 4: Junior Communication Expert 

Tasks of expert 4 
- Coordination with and regular visits to GIZ office. Photography and social media 

coverage of events. 

Qualifications of expert 4 
- Education/training (2.2.1): Completed university degree in in media and/or 

communication 
- Language (2.2.2): Good business language skills in English 
- General professional experience (2.2.3): 3 years of work in the area of strategic 

communications, political communication, public relations 
- Specific professional experience (2.2.4): Demonstrable experience of working with 

German and European media, social media; Proven photography skills; 
Demonstrable knowledge in the fundamental concepts of effective communication 
and visibility campaigns; Strong creative thinking skills, including the ability to work 
confidently across a variety of stakeholders; Good working knowledge of new media 
technologies, data visualization skills, Excellent writing skills. 



 
 

 

9 

- Leadership/management experience (2.2.5): not applicable 
- Regional experience (2.2.6):  
- Development Cooperation (DC) experience (2.2.7): Previous experience with GIZ 

and/or international agencies on similar assignments preferably is an additional asset. 
- Other (2.2.8): not applicable 

Soft skills of team members 
In addition to their specialist qualifications, the following qualifications are required of team 
members: 

- Team skills 
- Initiative 
- Communication skills 
- Sociocultural competence 
- Efficient, partner- and client-focused working methods 
- Interdisciplinary thinking 

5. Costing requirements 

Assignment of personnel 

Team leader: On-site assignment for 65 expert days 

Expert 1: Assignment in country of assignment for 40 expert days 
 

Expert 2: Assignment in country of assignment for 60 expert days 
 

Expert 3: Assignment in country of assignment for 50 expert days 
 

Expert 4: Assignment in country of assignment for 120 expert days 
 

Travel 

The bidder is required to calculate the travel by the specified experts and the experts it has 
proposed based on the places of performance stipulated in Chapter 2 and list the expenses 
separately by daily allowance, accommodation expenses, flight costs and other travel 
expenses. 

• Airline ticket to Delhi shall be procured by the Consultant and reimbursed by GIZ against 
provision of receipts, flight tickets, and boarding passes. 

• Accommodation in India will be arranged through GIZ and shall be reimbursed by GIZ 
against provision of invoices  

• Total 30 (round trips) domestic travels are envisaged to three partner states of Odisha, 
Kerala and Tamil Nadu. It is not possible for project to decide how many experts should 
fly for how long. Hence the bidder is required to calculate the travel days by the specified 
experts. Expenses will be reimbursed against provision of receipts, flight tickets, and 
boarding passes. 

• Per diem will be provided as per GIZ rules 
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6. Inputs of GIZ or other actors 

Not applicable 

7. Requirements on the format of the bid 

The structure of the bid must correspond to the structure of the ToRs. In particular, the detailed 
structure of the concept (Chapter 3) is to be organised in accordance with the positively 
weighted criteria in the assessment grid (not with zero). It must be legible (font size 11 or 
larger) and clearly formulated. The bid is drawn up in English (language). 

The complete bid shall not exceed 10 pages (excluding CVs).  

The CVs of the personnel proposed in accordance with Chapter 4 of the ToRs must be 
submitted using the format specified in the terms and conditions for application. The CVs shall 
not exceed 4 pages. The CVs must clearly show the position and job the proposed person held 
in the reference project and for how long. The CVs can also be submitted in English (language). 

If one of the maximum page lengths is exceeded, the content appearing after the cut-off point 
will not be included in the assessment. 

Please calculate your price bid based exactly on the aforementioned costing requirements. In 
the contract the contractor has no claim to fully exhaust the days/travel/workshops/ budgets. 
The number of days/travel/workshops and the budget amount shall be agreed in the contract 
as ‘up to’ amounts. The specifications for pricing are defined in the price schedule. 

8. Option 

Not applicable 

 

9. Annexes 

Not applicable 


