Terms of Reference (ToR)
Framework contract for production of communication materials under ASTHA project
Introduction
Swisscontact, Swiss Foundation for Technical Cooperation, is headquartered in Zurich and was founded in 1959 by leading figures from the Swiss private sector and Swiss universities. It is exclusively involved in international cooperation and since 1961 has carried out its mandated projects. In Bangladesh, Swisscontact is registered as an international non-governmental organisation (INGO) under the NGO Affairs Bureau, Government of the People's Republic of Bangladesh.
Overview of the project
As part of its ongoing engagement in Bangladesh, Swisscontact implements the ASTHA (Achieving Sustainability Towards Healthcare Access) project, which contributes to the country’s vision of ensuring accessible, quality healthcare services in rural communities. The project successfully completed its Phase II (2019–2022), demonstrating the commercial viability and sustainability of Community Paramedic Training Institutes (CPTIs) and Community Paramedics (CPs). Building on these achievements, ASTHA entered Phase III (2023–2026), expanding its operations to 12 districts with a focus on consolidation, scaling, and driving systemic change, while strengthening the institutionalisation of the Community Paramedic model. In its current phase, the project has broadened its scope to foster healthcare entrepreneurship and establish quality healthcare service facilities (ASTHA Care), particularly in climate-vulnerable and hard-to-reach areas. This market-driven initiative aims to ensure the delivery of quality healthcare services at the doorstep of underserved communities, ultimately contributing to the overall improvement of healthcare service provision across the country.
To amplify these efforts and ensure wider visibility of results, ASTHA will design and disseminate communication materials that capture project achievements and lessons learned. The objective is to present complex technical interventions in an accessible manner, highlight outcomes on skills, productivity, and ensure visibility among stakeholders. 
Objectives
The overall objective of this assignment is to engage an experienced firm/communications agency to produce a range of communication materials on rolling-basis in line with project requirements, ensuring high quality standards and timely delivery throughout the contract period. These materials will be disseminated to donors, partners, and key stakeholders. The primary goal is to produce high-quality, professional, and visually engaging outputs aligned with Swisscontact’s brand guidelines and sustainability standards.
Scope of work 
The selected agency will be responsible for designing and or developing the required materials in close coordination with the ASTHA project team. 
· Materials including the following: 
· Brochures: bi-fold, tri-fold
· Documents: reports, policy briefs
· Case-story book
· Fact sheets, infographics, booklets and leaflets: One-pagers, two-pagers, four-pagers, and six-pagers as per need of the project 
· Posters & banners (Hanging banner, X-banner)
· Interactive PDFs
· Photography, reels and video cuts 
· Merchandise (Cap, tote bag, T-shirt) 
· Printing and physical delivery of each material (merchandise, posters and banners) to the designated locations.
· All documentation outputs must be designed for digital-first distribution, optimised for viewing on both laptop screens and mobile devices.
For more details, please check Annexe 01.
Duration of the assignment
June 2026 to November 2026
Specific roles and deliverables 
Roles of the serve provider/ agency
· Provide samples and design ideas (both soft copies and hard copies). 
· Design the products, aligned with the themes and guidelines. 
· Provide at least three options for selection of design layout for each. 
· Provide machine proofs of final design to Swisscontact and proceed with final delivery after receiving written approval from Swisscontact. 
· Ensure the quality and timely delivery of products and services 
Deliverables
	Deliverable
	Format
	Timeline

	Knowledge and branding materials
	PDF/ PNG/ JPEG  
Editable Format
(Further specifications in Annexe 01)
	Rolling-basis

	Delivery to Designated Locations (inside and outside Dhaka)
	Physical Delivery Confirmation
	Rolling-basis

	Additional Materials (as needed)
	PDF/ PNG/ JPEG  
Editable Format
	Rolling-basis


Roles of Swisscontact’s ASTHA project
· Orient the service provider on the product or service development. 
· Orient the service provider on the communications guidelines of Swisscontact. 
· Share in-house photographs and relevant content with the service provider.
· Provide suggestions and feedback during the designing phase of the materials. 
· Approve the designs and machine proof of the materials. 
· Provide approval and accept final delivery of products provided that the agreed quantity and quality is met by the service provider as per requirement.   
Payment schedule 
The payment schedule will be determined in consultation with the selected service provider/agency and finalised prior to the signing of the contract, based on mutually agreed milestones and deliverables.
Reporting 
The selected agency will report to the Coordinator - KCM and MRM, ASTHA, and will work in close coordination with the Senior Officer- Knowledge Management and Communications.
Technical and financial proposal parameters 
The selection criteria are divided into two parts: 
· Technical Proposal – 50% of the total score. The service provider will develop its technical proposal assignment-wise, as per the overall tasks of this assignment. 
· Financial Proposal - 50% of the total score. The service provider will develop its financial proposal assignment-wise, using the sample budget template (Check Annexe 01) provided by Swisscontact.

The bidder is required to submit a technical proposal. It should include the following:
· A brief proposal in the prescribed format (Aptos 11, single spacing, no more than 10 pages) should outline the following: 
· Understanding of the ToR.
· A brief outline of how the service provider will accomplish each assignment mentioned in the scope of the work of the ToR.
· CVs of the experts/coordinators 
· Summaries of the service provider’s similar/previous experiences that would be useful for this assignment.
Along with the technical proposal, the bidder is required to submit a financial proposal discretely, based on a suggested template (check Annexe 01). The financial proposal will be opened only for organisations scoring 70% and above in the technical proposal.
Scoring criteria 
The scoring criteria will be as follows:
	Criteria
	Weight

	Understanding of the Assignment and work plan
	5

	Portfolio and Experience of the Agency (Previous work in similar assignments)
	15

	Physical samples of each of the listed items in Annexe 01
	30

	Financial Proposal (for agencies scoring 70% and above in the technical proposal and samples)
	50

	Total
	100



The following method will be applicable for the evaluation of the potential service provider/ agency: 
· A Quality and Cost (Q&C)-based evaluation will be conducted by an evaluation team.
· The bidder achieving the highest score out of 100 will be awarded the contract, provided both parties reach an agreement on the final budget. If there is no agreement on the final budget, then the bidder with the second-highest score will be considered.
Required qualifications and documentation 
Required Qualifications
This guideline is intended to ensure uniformity in the applications submitted by all agencies/service providers and transparency in the evaluation process. The minimum eligibility criteria are as follows:
· Minimum five (05) years of proven experience in producing communication materials, including but not limited to one-pagers, two-pagers, booklets, photography, and audio-visual content.
· Demonstrated experience in creative design, content development, and multimedia production, preferably for development projects, NGOs, or corporate communication purposes.
· Strong understanding of branding, visual storytelling, and audience-oriented communication, ensuring materials are engaging, clear, and aligned with organisational objectives.
· Proven ability to produce high-quality communication outputs, including publications, infographics, photographs, and videos, within agreed timelines.
· Experience in concept development, scriptwriting, graphic design, photography, videography, and editing will be considered essential.
· A strong portfolio showcasing previous relevant work (e.g., publications, campaign materials, videos, photography samples) must be provided.
· Demonstrated capacity to maintain effective communication and coordination with project stakeholders throughout the assignment.
· Availability of a qualified and multidisciplinary team, including (as needed) creative designers, content writers, photographers, videographers, and editors.
· Experience working with development organisations, NGOs, INGOs, or international agencies will be considered an added advantage.
· Adequate technical capacity and resource pool (human and logistical), with the ability to mobilise additional resources if required.
Required Documentation
All competitive tenders require submission of the following: 
· A technical proposal (maximum 10 pages) showing understanding of the assignment, detailed implementation plan, key staff profiles, and roles.
· Physical samples of the listed items should be sent to Swisscontact’s office address provided below.
· A separate financial proposal setting out a detailed budget for the assignment (Tax and VAT must be included, which will be deducted at the time of payment). 
· A summary of relevant assignments that took place during the last five (05) years (as an annexe). 
· Submission of an organisational profile, with the CVs of key personnel who will be involved in the assignment (as an annexe). 
· A list of the existing clientele of the organisation (as an annexe). 
In addition to the technical proposal and budget, bidders must submit necessary documents demonstrating their legal, taxation and financial status. This evidence should be part of the technical proposal and include the following: 
· A certificate of incorporation (in the case of individual companies, a trade licence).
· Joint-stock registration certificate (if applicable).
· An organisational organogram of key personnel, inclusive of the names of such personnel.
· Tax Identification Number (TIN).
· Business Identification Number (BIN).
· Other valid papers (provided by government institutions);
· Organisation profile (if applicable). 
· Updated Proof of Submission Return (PSR). 
· The service provider/ agency must bear all Annual Income Tax (AIT) and VAT. The total amount of VAT should be mentioned in the budget. 
· A signed statement testifying that all information within the proposal is correct and true.
Submission details 
Technical Proposal: 
· Interested service providers/ agencies should submit their technical proposals, both in hard copy and soft copy. 
· Please email the soft copies to bd.procurement@swisscontact.org, mentioning "Framework contract for production of communication materials under ASTHA project" in the subject line. 

Financial Proposal: 
· Interested service providers/ agencies are required to submit a sealed envelope containing a hard copy of the financial proposal. Service providers/ agencies are requested not to submit any soft copy of the financial proposal through email or digital means.
· Hard copies should be submitted to the address below: 
Coordinator - Procurement & Government Relations 
Swisscontact Bangladesh
House 28, Road 43, Gulshan 2, Dhaka 1212, Bangladesh 

The subject line: "Framework contract for production of communication materials under ASTHA project" must be mentioned on the envelope. 

The deadline for submission is 22 June 2026 before 5:00 PM. If anyone has any queries, please contact bd.procurement@swisscontact.org by 16 June 2026 with all the questions. Swisscontact will clarify the queries via email on 18 June 2026.

Late or incomplete submissions will not be considered. Only shortlisted vendors/firms will be called for the next steps. Swisscontact reserves the right to accept or reject any application, in part or full, or cancel the entire procurement process without assigning any reason whatsoever. Submission of an application does not guarantee the award of the contract.

Annexe 01
Sample Budget Template
	Specifications
	Tentative Quantity
	Unit Price
	Total Value

	A. Print materials

	Branded medicine bag 
Size: 7×10 inches, W-cut bottom, 6" D-shape handle. 
Material: White non-woven fabric (80 GSM minimum), soft texture, reinforced stitching at handle joints for load-bearing. 
Print: 4-color UV print on one side; ASTHA logo and project branding as per design guide. 
Finish: Clean-edge sealing, no fraying.
	3000
	
	

	Flipchart production
Size: A3 portrait orientation. 
Pages: 12 flip pages (24 printed sides including front cover and back cover). 
Cover & Back: 750 GSM Swedish board, full-color print, matte lamination on outer face. 
Inner Pages: 300 GSM art card, matte lamination, 4-color CMYK print on both sides, spiral or ring binding for easy flip. 
Jacket: Waterproof protective jacket/bag (Waterproof cover sleeve) to encase full flipchart book; with D shaped handle; a satchel to carry it over the shoulder. 
Binding: Heavy-duty metal spiral ring, silver finish.
	5
	
	

	Posters 
Size: 17×22 inches (portrait orientation). 
Paper: 80 GSM offset paper. 
Print: Full 4-color CMYK print on front side only; 
Design: will be provided by agency in close collaboration with ASTHA
	2000
	
	

	Hanging banners 
Size: Standard Roman banner size (approx. 100×200 cm or as per vendor standard). 
Material: 440 GSM banner material; tear-resistant 
Print: Full-color digital print, high-resolution.
Hardware: Steel
	15
	
	

	X-banners
Size: Standard X-banner (approx. 60×160 cm). 
Material: Matte or gloss polyester fabric or synthetic banner material; lightweight and portable. 
Print: Full-color digital print, high-resolution on one side. 
Stand: Collapsible X-shaped stand included; carry bag for portability. 
	15
	
	

	Scroll display
[image: ]
Frame
Material: Aluminium
Dimensions: 3 ft (width) × 2 ft (height)
Function: Rigid structural housing that holds rollers and defines the visible viewing window
PVC Print
Material: PVC (flexible print media)
Total Length: 33 ft
Width: 2 ft (matching frame height)
Function: Continuous printed media that scrolls across the viewing window
Roller Handles
Quantity: 2 (one on each side of the frame)
Placement: Left side and right side, mounted vertically within the frame
Function: One roller holds the wound PVC; turning the handle unrolls the PVC across the viewing window and winds it onto the opposite roller
Viewing Window
Visible Area: 3 ft × 2 ft
Type: Open front (no cover or casing) — content is viewed directly from the front
Operation
Type: Manual scroll
Mechanism: Rotating either handle advances the PVC print left or right across the frame; the print unrolls from one side and re-rolls onto the other
Direction: Bidirectional (forward and reverse)
Display Type
Concept: Horizontal open-faced scroll display, similar in mechanical principle to a bioscope/mutoscope interior, but viewed openly from the front without any enclosure
	1
	
	

	B. Documents and Publications

	Brochures (bi-fold, tri-fold)
Size: A4 (8.3×11.7 inches), portrait orientation. 
Folded formats: Bi-fold (folds to A5) and tri-fold (folds to DL/trifold size) as required. 
Paper: 150 GSM art paper, gloss or matte coated. 
Print: 4-color CMYK process printing on both sides; full-bleed design with 0.125" bleed edges. 
Design: will be provided by agency in close collaboration with ASTHA
	1000
	
	

	Reports & Policy Briefs 
Size: A4 (8.3×11.7 inches), portrait orientation. 
Paper: 120 GSM art paper, matte coated for professional feel. 
Print: 4-color CMYK process printing on both sides; high-resolution charts, graphs, and policy text. 
Cover: Heavier stock (200–250 GSM) recommended for cover page if saddle-stitched or perfect-bound. 
Binding: Saddle stitch 
Design: will be provided by agency in close collaboration with ASTHA
	100
	
	

	Case-Story Book
Size: A4 or A3 depending on content density  
Material: 150–170 GSM Matte Coated Paper.  
Printing: Four-color (CMYK) process printing on both sides; high-resolution vector graphics to ensure sharp readability for charts, icons, and policy text. 
Lamination: Matte lamination on front cover for scratch resistance; spot gloss lamination (2–3 sq. inches) on ASTHA logo and key visuals. Binding: Saddle stitch or perfect binding depending on page count.
	100
	
	

	Fact Sheets, Infographics, Booklets & Leaflets
Formats: One-pagers, two-pagers, four-pagers, and six-pagers as per content requirement. 
Size: A4 (8.3×11.7 inches), portrait orientation. 
Paper: 120 GSM art paper, matte or gloss coated. 
Print: 4-color CMYK process printing on both sides; high-contrast fonts, data visualizations, and icons. 
Folding: Appropriate fold type per format (half-fold, z-fold, roll-fold as needed). 
Features: 0.125" bleed edges; 
Design: will be provided by agency in close collaboration with ASTHA 
	500
	
	

	C. Digital Materials

	Interactive PDFs
Fully interactive, hyperlinked PDF documents with clickable table of contents, internal navigation links, and embedded URLs. 
Optimised for viewing on laptop screens and mobile devices (responsive layout). 
Designed by agency in close coordination with the ASTHA team using approved branding. 
Deliverables: Editable source files (InDesign or equivalent) + final exported PDFs. 
Accessibility: High-contrast fonts, alt-text for images, screen-reader compatible.
Design: will be provided by agency in close collaboration with ASTHA

	5
	
	

	Reels & Video Cuts
Short-form video content (60–90 seconds) for Instagram Reels, Facebook Reels, and YouTube. 
Additional formats: Motion graphics, animated infographics, and explainer videos as agreed. 
Specifications: Vertical format (9:16) for Reels; horizontal (16:9) for YouTube.
Resolution: Minimum 1080p HD. 
Delivery: Raw footage + final edited versions in agreed formats (MP4/MOV). 
Note: coverage inside and outside Dhaka
	5
	
	

	Photography 
Field and event photography coverage inside and outside Dhaka. Sessions: As per project event calendar and field visit schedule. 
Deliverables: Post-processed, high-resolution digital files (minimum 300 DPI for print; web-optimised versions included). 
Format: JPEG and RAW files delivered via shared drive. 
Rights: Full usage rights transferred to ASTHA/Swisscontact for publications, digital, and print use.
	Please share all-inclusive rate per day (both inside and outside Dhaka)
	
	

	D. Merchandise

	Merchandise Polo T-shirts 
Material: 180–200 GSM cotton fabric; breathable. 
Sizes: XS to XXL (size distribution as per project team requirement). 
Branding: 1 embroidered or screen-printed ASTHA CARE logo on left chest
	400
	
	

	Branded tote bag 
Size: 15×17 inches with 20-inch handles; folds flat to approximately 10 inches for storage. 
Material: 10–12 oz cotton canvas or jute canvas; natural beige. 
Print: One-side silk screen print of logo (up to 8 inches wide); 
Strength: Reinforced stitching at handle joints; load capacity 8–10 kg. 
Finish: Clean-edge hemming; no raw edges exposed.
	1000
	
	

	Merchandise (Caps)
Material: 100% cotton twill or polyester-cotton blend; with adjustable strap (Velcro). 
Finish: Pre-curved or flat brim as per project team preference

	400
	
	

	Subtotal including TAX
	
	 
	



Note: Delivery charge and any postproduction costs for all listed items should be included in the above unit rates. 
If additional materials are required, the scope, quantity, and technical specifications will be determined through subsequent discussions and mutual agreement at a later stage.
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