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REQUEST FOR PROPOSAL

SUBJECT: MEDIA PLANNING, BUYING, AND PLACEMENT SERVICES IN AUSTRALIA

The Government of Samoa has available funds to support the cost of the STA media advertising campaign to
maintain brand awareness in the Australian market.

The Authority is seeking proposals from reputable media planning, buying, and placement agencies to
partner with us in achieving our marketing and promotional goals for the fiscal years 2026-2027. Our vision is
to elevate brand awareness and effectively connect with the Australian market by partnering with a qualified
media buying agency that will provide best-in-class strategic media planning, purchasing, creative, analysis
services, and reporting to further complement the marketing and promotional goals for this fiscal year.

All interested bidders must submit their proposals by no later than 11:00 am on Monday, 3™ November 2025.
Late submission will not be considered.

Submissions must be addressed and delivered to:

The Secretary

Tenders Board

Ministry of Finance

Level 4, Central Bank Building
Apia,

Samoa

Should further information be required, please contact the Sales and Marketing Manager, Losa Maiai-Wallwork,
at 63540 or email losa@samoa.travel.

Yours sincerely,

=

Niumata Kitiona Pogi
CHIEF EXECUTIVE OFFICER
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Invitation 1

Section 1: Letter of Invitation

[if applicable, insert: Invitation N°....... ]
[01 October 2025]

finsert: Name and Address of consultani]
Dear Mr/Ms:
1. The Government of Samoa (“procuring entity”) has available local fimds toward the cost of [Samoa

Tourism Marketing in Australia Market]. The procuring entity intends to apply a portion of the funds
to payments under the contract for which this Request for Proposals is issued.

2. The[Samoa Tourism Authority] now invites proposals to provide the following consulting services:

[Media Planning, Buying and Placement Services in Australia]. More details on the services are
provided in the Terms of Reference.

3. This Request for Proposal (RFP} has been addressed to the following shortlisted consultants:



[insert: List of Shortlisted consultanis]
Shortlisted consultants are not to transfer this invitation to any other firm.

4. A firm will be selected under [Quality Based Selection] and procedures described in this RFP, in
accordance with Treasury Instructions Amended Part K 2020,

5. The RFP includes the following documents:
Section 1 - Letter of Invitation
Section 2 - Instructions to consuliants (including Data Sheet)
Section 3 - Technical Proposal - Standard Forms
Section 4 - Financial Proposal - Standard Forms
Section 5 - Terms of Reference
Section 6 - Standard Forms of Contract

6. Please inform us in writing, before the closing date of submission, at the following address
[Ground Floor, FMFM II Building, Matagialalua], upon receipt:

(a) that you received the Letter of Invitation; and

(b whether you will submit a proposal alone or in association with other firms.

Yours sincerely,

=

Niwmata Kitiona Pogi
CHIEF EXECUTIVE OFFICER
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Section 2. Instructions to consultants

1. Definitions

Section 2: Instructions to Consultants

(a)

(b)

(©)

(d)
(e)

®

(8

()

@

@

(k)

M

“consultant” means any entity or person that may provide or provides
the services to the procuring entity under the Contract;

“Contract” means the Contract signed by the Parties and all the
documents listed in its General Conditions of Contract (GCC), the
Special Conditions of Contract (SCC), and the Appendices;

“Data Sheet” means such part of the Instructions to consultants used
to reflect specific country and assignment conditions;

“Day” means calendar day;

“Government” means the Government of the Independent State of
Samoa;

“Instructions to Consultants” or “ITC” (Section 2 of the RFP) means
the document which provides shortlisted consultants with all
information needed to prepare their Proposals;

“In writing” means a communication in hand or machine written type
and includes messages by facsimile, e-mail and other electronic forms
of communications with proof of receipt.

“Joint Venture (JV)” means an association with or without a legal
personality distinct from that of its members, of more than one
Consultant where one member has the authority to conduct all
business for and on behalf of any and all the members of the JV, and
where the members of the JV are jointly and severally liable to the
procuring entity for the performance of the contract.

“Letter of Invitation” or “LOI” (Section 1 of the RFP) means the Letter
of Invitation being sent by the procuring entity to the shortlisted
consultants;

“Personnel” means professionals and support staff provided by the
consultant or by any Sub-consultant and assigned to perform the
services or any part of the services; “Foreign Personnel” means such
professionals and support staff who at the time of being so provided
had their domicile outside Samoa; “Local Personnel” means such
professionals and support staff who at the time of being so provided
had their domicile in Samoa;

“procuring entity” means any Government Ministry or public body
engaging in procurement and the agency with which the selected
consultant signs the Contract;

“professional staff” means, collectively any personnel of the
Consultant, Sub-consultant or JV member(s) whose skills,
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2.

Introduction

2.3

2.4

qualifications, knowledge and experience are critical to the
performance of the consulting services under the contract and whose
CV is taken into account in the technical evaluation of the
Consultant’s Proposal. It may also include personnel who are
assigned to perform the consulting services or any part thereof under
the contract and whose CVs are not evaluated individually.

(m) “Proposal” means the Technical Proposal and the Financial Proposal;

(n) “Request for Proposal” or “RFP” means the document to be prepared
by the procuring entity for the selection of consultants, based on the
SBD;

(0) “services” means the tasks or obligations to be performed by the
consultant pursuant to the Contract;

(p) “Sub-consultant” means any person or entity with which the consultant
subcontracts any part of the services;

(q) “Terms of Reference™ or “TOR" means the document included in the
RFP as Section 5 which explains the objectives, scope of services,
activities, tasks to be performed, respective responsibilities of the
procuring entity and the consultant and expected results and
deliverables of the assignment.

(r) ifthe context so requires, “singular” means “plural” and vice versa.

The procuring entity named in the Data Sheet will select a consulting
firm or organisation (the consultant) from those listed in the LOI, in
accordance with the method of selection specified in the Data Sheet.

The shortlisted consultants are invited to submit aTechnical Proposal
and a F"? cial Propasa:l or a Technical Proposal only, as specified
in the Data Sheei for consulting services required for the assignment
named in the Data Sheet. The name and identification number of this
international competitive bidding (RFP) procurement are specified in

the Data Sheet.

The Proposal will be the basis for contract negotiations and ultimately
for a signed Contract with the selected consultant, although any terms
or conditions (relating to application of taxes, duties or levies required
by law) may change prior finalisation of the Contract provided that
the correct application is confirmed by the Ministry for Revenue and
such change agreed to by both Parties.

Consultants should familiarise themselves with local conditions and
take them into account in preparing their Proposals.
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2.5 The consultant may also attend a pre-proposal conference, at their own
expense, if one is specified in the Data Sheet. Consultants should
contact the procuring entity or procuring entity’s representative
named in the Data Sheet to arrange for their visit or to obtain
additional information on the pre-proposal conference. Consultants
should ensure that these officials are advised of the visit in adequate
time to allow them to make appropriate arrangements.

2.6 The procuring entity will make available at no cost to the consultants
the inputs and facilities specified in the Data Sheet. The procuring
entity shall also endeavour to assist the firm in expediting the process
to obtaining licenses and permits needed to carry out the services and
make available relevant project data and reports.

24 Consultants shall bear all costs associated with the preparation and
submission of their proposals and coniract negotiation. The procuring
entity is not bound to accept any proposal and reserves the right to
annul the selection process at any time prior to Contract award,
without incurring any liability to the consultants.

3. Conflict of 3.1 The consultant is required to provide professional, objective, and
Interest impartial advice and at all times hold the procuring entity’s interests
paramount, strictly avoid conflicts with other assignments or their
own corporate interests and act without any consideration for future

work.

32 Without limitation on the generality of the foregoing, consultants, and
any of their affiliates, shall be considered to have a conflict of interest
and shall not be contracted, under any of the circumstances set forth
below:

(1) A consultant who are or have been associated in the
past, with a firm or any of its affiliates which have
been engaged by the procuring eniity to provide
consulting services for the preparation of the design,
specifications, and other documents to be used for the
procurement of consulting services under these
bidding documents; or

(i) A consultant that submits more than one Proposal in
this bidding process, however, this does not limit the
participation of subcontractors in more than one
Proposal.

Conflicting (1i1) A firm that has been engaged by the procuring entity
activities to provide goods, works or services other than



Section 2. Instructions to consultants

Conflicting
assignments

Conflicting
relationships

consulting services for a project, and any of its
affiliates, shall be disqualified from providing
consulting services related to those goods, works or
services. Conversely, a firm hired to provide
consulting services for the preparation or
implementation of a project, and any of its affiliates,
shall be disqualified from subsequently providing
goods or works or services other than consulting
services resulting from or directly related to the firm’s
consulting services for such preparation or
implementation. For the purpose of this paragraph,
services other than consulting services are defined as
those leading to a measurable physical output, for
example surveys, exploratory drilling, aerial
photography, and satellite imagery.

(iv) A consultant (including its Personnel and Sub-

consultants) or any of its affiliates shall not be hired
for any assignment that, by its nature, may be in
conflict with another assignment of the consultant to
be executed for the same or for another procuring
entity. For example, a consultant hired to prepare
engineering design for an infrastructure project shall
not be engaged to prepare an independent
environmental assessment for the same project, and a
consultant assisting a procuring entity in the
privatisation of public assets shall not purchase, nor
advise purchasers of, such assets. Similarly. a
consultant hired to _p]a?parﬁ'?ﬁmm-nfﬂﬂferencf%fnr an
assignment should not be hired for the assignment in
question.

A consultant (including its Personnel and Sub-

consultants) that has a business or family relationship
with a member of the procuring entity’s staff who is
directly or indirectly involved in any part of: (i) the
preparation of the Terms of Reference of the
assignment; (ii) the selection process for such
assignment; or (iii) supervision of the Contract, may
not be awarded a Contract, unless the conflict
stemming from this relationship has been resolved in
a manner acceptable to the procuring entity
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Unfair

Advantage

Fraud and

Corruption

3.3

34

3.5

4.1

throughout the selection process and the execution of
the Contract.

Consultants must disclose any situation of actual or potential conflict
that impacts their capacity to serve the best interest of the procuring
entity, or that may reasonably be perceived as having this effect.
Failure to disclose said situations may lead to the disqualification of
the consultant or termination of its Contract and/or sanctions by the
Government.

No agency or current employees of the procuring entity shall work as
consultants under their own ministries, departments or agencies. On
the other hand, former government employees of the procuring entity
may be recruited to work for their former ministries, departments or
agencies is acceptable provided that there is no conflict of interest.
When the consultant nominates any person employed in a
Government ministry or public bodyl (other than for the procuring
entity) in their technical proposal, such personnel must have written
authorisation from the Public Service Commission in the case of an
employee in a Government Ministry or certification from the
appointing authority of an employee in a public body. Such
authorisation must confirm and allow for such employee to work and
commit full-time to the consulting services (outside of his or her
official position with Government Ministry or public body). Such
certification shall be provided to the procuring entity by the consultant
as part of his or her technical proposal.

If a shortlisted consuitant could derive a competitive advantage from
having provided consulting services related to the assignment in
question, the procuring entity shall make available to all shortlisted
consultants together with this RFP all information that would in that
respect give such consultant any competitive advantage over
competing consultants.

All participants in the selection process as well as consultants and their
sub-consultants must observe the highest standard of ethics during the

selection and execution of contracts.” For the purposes this
section, the procuring entity:

! The reference to public body shall have the same meaning as defined under the Public Finance Management

Act 2001;

2 In this context, any action taken by a consultant or a sub-consultant to influence the selection process or
contract execution for undue advantage is improper.
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(a) defines, for the purposes of this provision, the terms set forth below
as follows:

(1) “corrupt practice’ is the offering, giving, receiving or
soliciting, directly or indirectly, of anything of value to influence
improperly the actions of another party;

(i)  “fraudulent practice’” is any act or omission, including
misrepresentation, that knowingly or recklessly misleads, or attempts
to mislead, a party to obtain financial or other benefit or to avoid an
obligation;

(iii) “collusive practices®” is an arrangement between two or more
parties designed to achieve an improper purpose, including to
influence improperly the actions of another party;

(iv) “coercive practices®’is impairing or harming, or threatening to

impair or harm, directly or indirectly, any party or the property of the
party to influence improperly the actions of a party;

v) “obstructive practice” means:

(aa)deliberately destroying, falsifying, altering or concealing
of evidence material to the investigation or making false
statements to investigators in order to materially impede a
Government investigation into allegations of a corrupt,
fraudulent, coercive, or collusive practice; and/or threatening,
harassing, or intimidating any party to prevent it from
disclosing its knowledge of matters relevant to the
investigation or from pursuing the investigation; or

(bb) acts intended to materially impede the exercise of the
Government’s inspection and audit rights.

42 The procuring entity will:

(i) rejectaproposal for award if it determines that the consultant
recommended for award has, directly or through an agent,
engaged in corrupt, fraudulent, collusive, coercive, or
obstructive practices in competing for the contract in
question;

3 “Another party” refers to a public official acting in relation to the selection process or contract execution.

4 A “party” refers to a public official; the terms “benefit” and “obligation” relate to the selection process or
contract execution; and the “act or omission” is intended to influence the selection process or contract execution.
> “Parties” refers to participants in the procurement or selection process (including public officials) attempting
to establish contract prices at artificial, non competitive levels.

8 “party” refers to a participant in the selection process or contract execution.
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5.

Eligibility

4.3

4.4

5.1

(i1) cancel the portion of the funding appropriation allocated to
a contract if it determines at any time that representatives of
the procuring entity or of a beneficiary of the appropriation
were engaged in corrupt, fraudulent, collusive, or coercive
practices during the selection process or the execution of that
contract, without the procuring entity having taken timely
and appropriate action satisfactory to the procuring entity to
address such practices when they occur;

(iii) sanction a consultant, including declaring ineligible, either
indefinitely or for a stated period of time, to be awarded a
Government financed contract if it at any time determines
that the consultant has, directly or through an agent, engaged
in corrupt, fraudulent, collusive, coercive, or obstructive
practices in competing for, or in executing, a Government
financed contract; and

(iv) have the right to require that, in contracts financed by a
Government appropriation, a provision be included
requiring consultants to submit audited financial statements
and the same to be certified by an independent auditor, and
also to permit the Government to inspect their accounts and
records and other documents relating to the submission of
proposals and contract performance and to have them
audited by auditors appointed by the Government.

A person who commits an offence relating to corrupt activities in
Samoa shall

(a) be liable for conviction under the provisions of the laws of
the Independent State of Samoa relating to corrupt activities in
Samoa;

(b) have their bid rejected if it is determined that the consultant
is not in compliance with the laws of the Independent State of Samoa
relating to corrupt activities in Samoa;

{c) risk other sanctions in accordance with the Procurement
Suspensions and Debarments Procedure.

Furthermore, consultants shall be aware of the provision stated in
GCC 35.1 of this bidding document with regard to termination

A consultant may be a natural person, private entity, or government-
owned entity or a joint venture (JV), under an existing agreement, or
with the intent to constitute a legally-enforceable JV (supported by a
letter of intent). All partners shall be jointly and severally liable for
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5.2

53

54

the execution of the Contract in accordance with the terms and
conditions of Contract. The JV shall nominate a Representative who
shall have the authority to conduct all business for and on behalf of
any and all the members of the IV during the bidding process and, in
the event the JV is awarded the Contract, during contract execution.
Unless specified in the Data Sheet, there is no limit on the number of
members ina JV.

A consultant shall be deemed to have the nationality of a country if
the consultant is a citizen or is constituted, or incorporated, and
operates in conformity with the provisions of the laws of that country.
This criterion shall also apply to the determination of the nationality
of proposed subcontractors or suppliers for any part of the Contract
including related services.

An eligible consultant (regardless of its country of registration and
including any director, officer, manager or supervisor of the
consultant) shall not within a period of 3 years preceding the date of
issuance of the invitation to bid have been:

a) convicted of any criminal offence, whether in Samoa or
elsewhere:

(i) relating to his or her professional conduct;

(ii) relating to the making of false statements or
misrepresentations as to his or her qualifications to
enter into a procurement contract;

(iii) involving dishonesty; or
@iv) under anti-corruption legislation; or
b) suspended or disbarred by administrative or judicial

proceedings from participating in procurements, whether in
Samoa or elsewhere; or

c) convicted of an offence involving dishonesty, obstruction of
Justice or a lack of honesty or business integrity; or

d) convicted for an offence involving corruption; or

e) convicted for engaging in anti-competitive practices,
whether or not involving collusion; or

H deliberately neglectful or failed without good cause to
perform a contract in accordance with its terms, if so serious
in nature as to justify suspension or debarment.

The bidding process is open to all eligible consultants.
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5:5 A consultant shall not have a conflict of interest. All consultants
found to have conflict of interest shall be disqualified. consultants
may be considered to have a conflict of interest with one or more
parties in the bidding process if they are or have been associated in
the past, with a firm or any of its affiliates which have been engaged
by the procuring entity to provide consulting services for the
preparation of the design, specifications, and other documents to be
used for the procurement of the goods to be purchased under this
bidding document; or that has been hired (or is proposed to be hired)
by the procuring entity as Project Manager for the Contract.

5.6 A firm that has been sanctioned by the Government in accordance
with ITC 4 shall be ineligible to be awarded a contract, or benefit from
a Government-financed contract, financially or otherwise, during such
period of time as the Government shall determine.

57 In accordance with the Instructions, the consultant and any named
Subconsultants shall certify in the Bid Submission Form that they are
in good standing with the Government and have paid all taxes, duties,
fees and other impositions as may be levied in Samoa prior to the
award of contracl. Evidence of such certification may be required
from the successful consultant prior to award of contract.

5.8 Foreign Government-owned enterprises and public bodies in Samoa
shall be eligible only if they can establish that they:

(1) are legally and financially autonomous,
(ii) operate under commercial law, and
(111) are not a dependent agency of the procuring entity.
5.9 Failure to directly purchase or receive the bidding documents from the

procuring entity will result in ineligibility of that consultant from
participating in the procurement process.

5.10  Consultants shall provide such evidence of their continued eligibility
satisfactory to the procuring entity as the procuring entity shall
reasonably request.

5.11 In case a shortlisted consultant intends to associate with consultants who
have not been shortlisted and/or individual expert(s), such other
consultants and/or individual expert(s) shall be subject to the same
eligibility criteria.

6. Proposal by 6.1 hortlisted ean;su,lmnm including members of a JV) may only submit
consultants one proposal If a consultant submits or participates in more than one
proposal, all such proposals shall be disqualified. However, this does
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and Sub-
consultants
7. Validity of 7.1
Proposal
7.2
7.3
7.4
7.5
7.6
7.7
8. Clarification 8.1
and
Amendment

not limit the participation of the same Sub-consultant, including
individual experts, to more than one proposal.

The Data Sheet indicates how long consultants’ Proposals must
remain valid after the submission date. A Proposal valid for a shorter
period shall be rejected by the procuring entity as non-responsive.
During this period, consultants shall maintain the availability of
professional staff nominated in the Proposal.

If it is established that any professional staff nominated in the
consultant’s Proposal was not available at the time of Proposal
submission or was included in the Proposal without his/her
confirmation, such Proposal may be disqualified and rejected for
further evaluation and may be subject to sanctions in accordance with
Clause 4 of this ITC.

The procuring entity will use its best efforts to complete negotiations
within this period. However, should the need arise, the procuring
entity may request consultants to extend the validity period of their
proposals. Consultants who agree to such extension shall confirm that
they maintain the availability of the professional staff nominated in
the Proposal

Consultants have the right to refuse to extend the validity of their
Proposals and the original Proposal will not be evaluated further

If any of the professional staff become unavailable for the extended
validity period, the consultant shall provide a written adequate
justification and evidence satisfactory to the procuring entity together
with the substitution request. In such case, a replacement professional
staff shall have equal or better qualifications and experience than
those of the originally proposed professional staff. The technical
evaluation score, however, will remain to be based on the evaluation
of the CV of the original professional staff.

If the Consultant fails to provide a replacement professional staff with
equal or better qualifications, or if the provided reasons for the
replacement or justification are unacceptable to the procuring entity,
such Proposal will be rejected.

The Consultant shall not subcontract the whole of the consulting
services.

Consultants may request a clarification of any of the RFP documents
up to the number of days indicated in the Data Sheet before the
submission of Proposals. Any request for clarification must be in
writing and delivered by post mail or facsimile or hand delivered to
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of RFP
Documents
8.2
8.3
9, Cost of 9.1
Preparation
of Proposal
9.2

10. Preparation 10.1
of Proposals

10.2

10.3

10.4

the procuring entity’s address indicated in the Data Sheet. The
procuring entity will respond in writing and will hand deliver or post
mail or facsimile written copies of the response (including an
explanation of the query but without identifying the source of inquiry)
to all consultants to their respective addresses.

Should the procuring entity deem it necessary to amend the RFP as a
result of a clarification, it shall do so following the procedure under
paragraph 8.3.

At any time before the submission of Proposals, the procuring entity
may amend the RFP by issuing an addendum in writing. The
addendum shall be sent to all consultants and will be binding on them.
Consultants shall acknowledge receipt of all amendments. To give
consultants reasonable time in which to take an amendment into
account in their Proposals the procuring entity may, if the amendment
is substantial, extend the deadline for the submission of Proposals.

The consultant shall béar all costs associated with the preparation and
submission of its Proposal. and the procuring entity shall not be
responsible or liable for those costs.

The procuring entity shall incur no liability by virtue of it exercising
its power to cancel a procurement.

The Proposal as well as all related correspondence exchanged by the
consultants and the procuring entity, shall be written in the English
language. Supporting documents and printed literature that are part of
the Proposal may be in another language provided they are
accompanied by an accurate translation of the relevant passages into
the English language, in which case, for purposes of interpretation of
the Proposal, such translation shall govern.

In preparing their Proposal, consultants are expected to examine in
detail the documents comprising the RFP. Material deficiencies in
providing the information requested will result in rejection of a
Proposal.

The Proposal shall comprise the documents and forms listed in the
Data Sheet without omission or modification to their format.

In addition to the requirements under ITC 10.3, Proposals submitted
by a JV shall include a copy of the IV Agreement entered into by all
partners. Alternatively, a Letter of Intent to execute a J'V Agreement
in the event of a successful Proposal shall be signed by all partners
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11. Technical
Proposal
Format and
Content

and submitted with the Proposal, together with a copy of the proposed
agreement.

10.5 While preparing the Technical Proposal, consultants must give particular
attention to the following:

(a) If a shortlisted consultant considers that it may enhance its
expertise for the assignment by associating with other
consultants in a joint venture or sub-consultancy, it may
associate with either: (a) non-shortlisted consultant(s); or (b)
shortlisted consultants if permitted in the Data Sheet. A
shortlisted consultant must first obfain the approval of the
procuring entity if it wishes to enter into a joint venture with
non-shortlisted or shortlisted consultant(s). In case of
association with non-shortlisted consultani(s) in a JV or sub-
consultancy, the shortlisted consultant shall act as lead
member. In case of a joint venture, all partners shall be
jointly and severally liable. If shortlisted consultants form a
JV then any of them may be lead member.

(b) Although the Proposal is based on the number of
professional staff-months or budget estimated by the
consultants, the Data Sheet must show either the estimated
number of professional staff-months or the budget for
executing the assignment, This estimate is indicative, and the
Proposal shall be based on the consultant’s own estimates for
the same.

(c) For fixed-budget-based assignments (SFB), the available
budget is given in the Data Sheet, and the Financial Proposal
shall not exceed this budget, while the estimated number of
professional staff-months shall not be disclosed.

(d) Alternative professional staff shall not be proposed, and only
one curriculum vitae (CV) is required to be submitted for
cach position.

11.1  Depending on the nature of the assignment, consultants are required to
submit a Full Technical Proposal (FTP), or a Simplified Technical
Pxopnsal (§FTP)1 The Data Sheet indicates the format of the Technical
Pmposal to be submitted. Submission of the wrong type of Technical
Proposal will result in the Proposal being deemed non-responsive.
The Technical Proposal shall provide the information indicated in the
following paragraphs from (a) to (g) using the attached Standard
Forms (Section 3). Paragraph (c)(ii) indicates the recommended
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number of pages for the description of the approach, methodology and
work plan of the STP. A page is considered to be one printed side of
A4 or letter size paper.

(a)

(®)

(c)

(i) For the FTP only: a brief description of the consultants’

(i)

organisation and an outline of recent experience of the
consultants and, in the case of joint venture, for each
partner, on assignments of a similar nature is required in
Form TECH-2 of Section 3. For each assignment, the
outline should indicate the names of Sub-consultants/
professional staff who participated, duration of the
assignment, contract amount, and consultant’s
involvement. Information should be provided only for
those assignments for which the consultant was legally
contracted by the client as a corporation or as one of the
major firms within a joint venture. Assignments
completed by individual professional staff working
privately or through other consulting firms cannot be
claimed as the experience of the consultant, or that of the
consultant’s associates, but can be claimed by the
professional staff themselves in their CVs. Consultants
should be prepared to substantiate the claimed
experience if so requested by the procuring entity.

For the STP the above information is not required and
Form TECH-2 of Section 3 shall not be used.

(i) Forthe FTP only: comments and suggestions on the Terms

(i1)

of Reference including workable suggestions that could
improve the quality or effectiveness of the assignment; and
on requirements for counterpart staff and facilities
(including administrative support, office space, local
transportation, equipment, data, and other matters to be
provided by the procuring entity (Form TECH-3 of Section
3)).

For the STP Form TECH-3 of Section 3 shall not be
used; the comments and suggestions, if any, on matters
referred to in clause 3.4(b)(i), should be incorporated
into the description of the approach and methodology
(refer to following sub-paragraph 3.4(c)(ii)).

(i) For the FTP, and STP: a description of the approach,

methodology and work plan for performing the
assignment covering the following subjects: technical
approach and methodology, work plan, and organisation
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11.2 The{

12. Financial 12.1
Proposal

and staffing schedule. Guidance on the content of this
section of the Technical Proposals is provided under
Form TECH-4 of Section 3. The work plan should be
consistent with the Work Schedule (Form TECH-8 of
Section 3) which will show in the form of a bar chart the
timing proposed for each activity.

(i) For the STP only: the description of the approach,
methodology and work plan should normally consist of
10 pages, including charts, diagrams, and comments and
suggestions, if any, on Terms of Reference and
counterpart staff and facilities.

(d) The list of the proposed professional staff team by area of
expertise, the position that would be assigned to each staff
team member, and their tasks (Form TECH-5 of Section 3).

(e) Estimates of the staff input (staff-months of foreign and local
professionals) needed to carry out the assignment (Form
TECH-7 of Section 3). The staff-months input should be
indicated separately for home office and field activities, and
for foreign and local professional staff.

(f) CVs of the professional staff signed by the staff themselves
or by the authorized representative of the professional staff
(Form TECH-6 of Section 3).

(g) For the FTP only: a detailed description of the proposed
methodology and staffing for training, if the Data Sheet
specifies training as a specific component of the assignment.

roposal shall not include any financial information. A
Technical Proposal containing financial information shall be declared
non responsive.

The Financial Proposal shall be prepared using the attached Standard
Forms (Section 4). It shall list all costs associated with the assignment,
including: (a) remuneration for staff (foreign and local, in the field and
at the consultants’ home office); and (b) reimbursable expenses
indicated in the Data Sheet.

If specified in the Data Sheet, these costs should be broken down by
activity and, if appropriate, into foreign and local expenditures. All
activities and items described in the Technical Proposal must be
priced separately: activities and items described in the Technical

Proposal but not priced, shall be assumed to be included in the prices
of other activities or items.



Section 2. Instructions to consultants 17

13. Taxes 13.1  The consultant may be subject to local taxes, duties, fees or other
levies as required by law, on amounts payable by the procuring entity
to the consultant, under the Contract. The procuring entity will state
in the Data Sheet if the consultant is subject to payment of any local
taxes, duties, fees or other levies required by law.

13.2  Any such amounts shall not be included in the Financial Proposal as
they will not be evaluated. Any applicable local taxes, duties, fees or
other levies will be discussed at contract negotiations and any such
applicable amounts will be included in the Contract prior finalisation
and signing of the Contract.

14, Currency of 14.1  The currency(ies) of the Proposal and currency(ies) of payments shall
Proposal and be the same. Consultants may express the price of their services in a
Payment maximum of three freely convertible currencies.

14.2  The consultants shall quote the portion of their price representing local
cost in the Samoan Tala (SATS) unless otherwise specified in the Data
Sheet.

14.3  Commissions and gratuities, if any, paid or to be paid by consultants
and related to the assignment will be listed in the Financial Proposal
Form FIN-1 of Section 4.

15. Submission, 15.1  The original proposal and all copies shall be typed, digitally entered

Sealing and or written in permanent ink. And stamped by a person duly authorised
Marking of to sign on behalf of the consultant. It shall contain no interlineations
Proposals or overwriting, except as necessary to correct errors made by the

consultants themselves. The authorised representative must initial
such corrections.

15.2  The written confirmation of authorisation to sign on behalf of the
consultants shall be:

(a) a notarized Power of Attorney authorising and assigning the
authority of the signatory to sign the bid in all its parts; and

(b) in the case of a bid submitted by an existing JV joint venture
(“JV™), a notarised undertaking signed by all parties:

(i) stating that all parties shall be jointly and severally liable, if
so required in accordance with ITC 5.1, and

(i1) nominating a representative who shall have the authority to
conduct all business for and on behalf of any and all the parties of
the JV during the bidding process and in the event the JV is
awarded the Contract, during contract execution.
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15.3  The consultant shall prepare on original can clearly mark it as
“ORIGINAL™. The consultant shall submit copies of the proposal in
the number specified in the Data Sheet and clearly mark them
“COPY™. If there are discrepancies between the original and the
copies of the Technical Proposal, the original prevails.

15.4  The original and all copies of the Technical Proposal shall be placed
in one sealed envelope clearly marked ‘“Technical Proposal”.
Similarly, the original Financial Proposal (if required under the
selection method indicated in the Data Sheet) shall be placed in one
sealed envelope clearly marked “Financial Proposal” followed by the
RFP number and the name of the assignment, and a warning note
stating: “Do Not Open With The Technical Proposal.”

15.5  The envelopes containing the Technical and Financial Proposals shall
be placed together in one envelope (“outer envelope”) and sealed.
This outer envelope shall bear the submission address, reference
number and title of the RFP, and a note clearly marked stating: “Do
Not Open, Except In Presence Of The Official Appointed, Before
[insert the time and date of the submission deadline indicated in the
Data Sheet]”.

15.6  The procuring entity shall not be responsible for misplacement, losing
or premature opening if the outer envelope is not sealed and/or marked
as stipulated. This circumstance may be case for Proposal rejection. If
a Financial Proposal which has been submitted is not placed in a
separate sealed envelope and duly marked as specified.

15.7 The Proposals must be sent to the address(es) indicated in the Data Sheet
and received by the procuring entity no later than the time and the date
indicated in the Data Sheet. Any proposal received by the procuring
entity after the deadline for submission shall be returned unopened.

16. Opening of 16.1  The procuring entity shall conduct the Proposal opening in public at
Technical the address, date and time specified in the Data Sheet and in
Proposals accordance with ITC Sub-Clauses 16.2 to 16.7. The envelopes with

the Financial Proposal shall remain sealed and shall be securely stored
with a reputable public auditor or independent authority until they are
opened in accordance with ITC 20.

16.2  Envelopes marked “WITHDRAWAL” shall be opened and read out
and the envelope with the corresponding Proposal shall not be opened
but returned to the consultant. If the withdrawal envelope does not
contain a copy of the “power of attorney” confirming the signature as
a person duly authorized to sign on behalf of the consultant, the
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corresponding Proposal will be opened. No Proposal withdrawal shall
be permitted unless the corresponding withdrawal notice contains a
valid authorization to request the withdrawal and is read out at
Proposal opening.

16.3  Envelopes marked “MODIFICATION” shall be opened and read out
with the corresponding Proposal. No Proposal modification shall be
permitted unless the corresponding modification notice contains a
valid authorization to request the modification and is read out at
Proposal opening. Only envelopes that are opened and read out at
Proposal opening shall be considered further.

16.4  All other envelopes shall be opened one at a time, reading out: (i) the
name and the country of the consultant or, in case of a JV, the name
of the JV, the name of the lead member and the names and the
countries of all members; (i) the presence or absence of a duly sealed
envelope with the Financial Proposal; (iii) any modifications to the
Proposal submitted prior to Proposal submission deadline; and (iv)
any other information deemed appropriate or as indicated in the Data
Sheet.

16.5  The procuring entity shall prepare a record of the Proposal opening.

16.6  The consultants’ representatives who are present shall be requested to
sign the attendance sheet.

16.7 A copy of the record shall be distributed to all consultants who
submitted proposals in time.

17. Proposal 17.1  From the time the Proposals are opened to the time the Contract is
Evaluation awarded, the consultants should not contact the procuring entity on
any matter relating to its Technical or Financial Proposal. Any effort
by consultants to influence the procuring entity in the examination,
evaluation, ranking of Proposals, and recommendation for award of
Contract may result in the rejection of the consultants’ Proposal.

17.2  Evaluators of Technical Proposals shall have no access to the
Financial Proposals until the technical evaluation is concluded.

17.3  The consultant is not permitted to alter or modify its Proposal in any
way after the Proposal submission deadline except as permitted under
ITC 7.5. While evaluating the Proposals, the procuring entity will
conduct the evaluation solely on the basis of the submitted Technical
and Financial Proposals.
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18.

19.

20.

Evaluation of
Technical
Proposals

Financial
Proposals for
QBS

Public
Opening and
Evaluation of
Financial
Proposals
(only for
QCBS, SFB,
and LCS)

18.1

19.1

19.2

20.1

20.2

20.3

20.4

20.5

The Bid Evaluation Committee shall evaluate the Technical Proposals
on the basis of their responsiveness to the TOR, applying the
evaluation criteria, sub-criteria, and point system specified in the Data
Sheet.

A proposal may be rejected at this stage if it does not respond to
important aspects of the RFP or if it fails to achieve a minimum
technical score if so indicated in the Data Sheet.

Following the ranking of technical Proposals, when selection is based
on quality only (QBS), the first ranked consultant is invited to
negotiate its proposal and the Contract in accordance with ITC 21,

Where Technical and Financial Proposals have been submitted in
separate envelopes. Only the Financial Proposal of the first ranked
consultant will be opened. Any other Financial Proposals will be
returned once the Contract has been signed.

After the technical evaluation is completed the procuring entity shall
inform the consultants who submitted a proposal the technical scores.
Those consultants whose Proposals did not meet the minimum
qualifying mark or were considered non responsive to the RFP will be
advised that their Financial Proposals will be returned unopened after
completing the selection process.

The procuring entity shall simultaneously notify in writing
consultants that have secured the minimum qualifying mark, the date,
time and location for opening the Financial Proposals. The opening
date should allow consultants sufficient time to make arrangements
for attending the opening. Consultants’ attendance at the opening of
Financial Proposals is optional.

The Financial Proposals shall be opened in the presence of the
consultants or their respective representatives, Tenders Board and
representatives of the procuring entities. The name of the consultants
and the technical scores of the consultants shall be read aloud. The
Financial Proposal of the consultants who met the minimum
qualifying mark will then be inspected to confirm that they have
remained sealed and unopened. These Financial Proposals shall be
opened, and the total prices read aloud and recorded.

A copy of the record shall be sent to all consultants who submitted
Proposals.

The Bid Evaluation Committee will correct any computational errors.
When correcting computational errors, in case of discrepancy between
a partial amount and the total amount, the partial amount
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20.6

20.7

20.8

20.9

20.10

prevails; and in case of discrepancy between numerals in words and
figures the numerals in word form prevails. In addition, activities and
items described in the Technical Proposal and not priced, shall be
assumed to be included in the prices of other activities or items. In
case an activity or line item is quantified in the Financial Proposal
differently from the Technical Proposal:

20.5.1 ifthe Time-Based form of contract has been included in the
RFP, the Bid Evaluation Committee shall correct the
quantification indicated in the Financial Proposal so as to
make it consistent with that indicated in the Technical
Proposal, apply the relevant unit price included in the
Financial Proposal to the corrected quantity and correct the
total Proposal cost;

20.5.2 if the Lump-Sum form of contract has been included in the
RFP, no corrections are applied to the Financial Proposal in
this respect.

For evaluation purposes, prices shall be converted to a single currency
specified in the Data Sheet using the selling rates of exchange, source
and date indicated in the Data Sheet.

In case of QCBS, the lowest evaluated Financial Proposal (FM) will
be given the maximum financial score (Sf) of 100 points. The
financial scores (Sf) of the other Financial Proposals will be computed
as indicated in the Data Sheet. Proposals will be ranked according to
their combined technical (St) and financial (Sf) scores using the
weights (T = the weight given to the Technical Proposal; P = the
weight given to the Financial Proposal; T + P = 1) indicated in the
Data Sheet: S = St x T% + Sf x P%. The firm achieving the highest
combined technical and financial score will be invited for
negotiations.

In the case of Selection under fixed budget (SFB) the procuring entity
will select the firm that submitted the highest ranked Technical
Proposal within the budget. Proposals that exceed the indicated budget
will be rejected.

In the case of the Least-Cost Selection (LCS) the Bid Evaluation
Committee will select the lowest proposal among those that passed
the minimum technical score.

In both SFB and LCS cases the evaluated proposal price according to
paragraph 20.5 shall be considered, and the selected firm is invited for
negotiations.
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21. Negotiations 21.1  Negotiations will be held at the date and address indicated in the Data
Sheet. The invited consultant will, as a pre-requisite for attendance at
the negotiations, confirm availability of all professional staff. Failure
to confirm availability may result in the rejection of the consultants’
Proposal and the procuring entity shall move to the next ranked
consultant.

21.2  The consultant’s representative who attends the negotiations must be
authorised to negotiate and sign the Contract on behalf of the
consultant.

21.3  Failure of the consultant or its representative(s) to attend any
negotiations may result in the procuring entity proceeding to negotiate
with the next-ranked consultant,

21.4  The procuring entity shall prepare minutes of the negotiations that will
be signed by both parties.

Technical 21.5 Negotiations will include a discussion of the Technical Proposal, the

negotiations proposed technical approach and methodology, work plan, and
organisation and staffing, and any suggestions made by the consultant
to improve the TOR. The procuring entity and the consultants will
finalize the Terms of Reference, staffing schedule, work schedule,
logistics, and reporting. These documents will then be incorporated in
the Contract as “Description of Services”. These discussions shall not
substantially change the TOR to such an extent that the price, quality
or evaluation of the Proposal may be impacted.

Financial 21.6  If applicable, it is the responsibility of the consultant, before starting

negotiations financial negotiations, to contact the local tax authorities to determine
the local tax amount to be paid by the consultant under the Contract.
The financial negotiations will include a clarification (if any) of the
consultant’s tax liability in Samoa, and the manner in which it will be
reflected in the Contract. Despite any matter agreed at financial
negotiations, any applicable tax or matter relating to the same may be
confirmed at any time after the said negotiations but before
finalisation and signing of the Contract.

21.7  In the cases of QCBS, SFB and LCS, unless there are exceptional
reasons, the financial negotiations will involve neither the
remuneration rates for staff nor other proposed unit rates.

21.8  In the case of QBS consultants will provide the procuring entity with
the information on remuneration rates described in the Appendix
attached to Section 4 - Financial Proposal - Standard Forms of this
RFP.
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Availability of 21.9  The procuring entity will not consider substitutions during contract
professional staff negotiations unless both parties agree that undue delay in the selection
or experts process makes such substitution unavoidable or for reasons such as

death or medical incapacity.

21.10 Any proposed substitute requires the procuring entity’s approval. Any
proposed substitute shall have equivalent or better qualifications and
experience than the original candidate to address the same criteria, is
paid at the same rate as the original candidate and submitted by the
consultant within the period of time specified in the letter of invitation
to negotiate the Contract.

21.11 Ifitis established that professional staff were offered in the proposal
without confirming their availability, the consultant may be
{ disqualified and subject to the Government’s antifraud and corruption

policy.

Conclusion of the 21.12 Negotiations will conclude with a review of the draft Contract. To
negotiations complete negotiations the procuring entity and the consultant will
initial the agreed Contract.

21.13 If negotiations fail, the procuring entity shall notify the consultant of
the issues and disagreements and provide one last chance to respond.
If agreement cannot be reached the procuring entity will invite the
consultant whose Proposal received the second highest score to
negotiate a Contract. Once the procuring entity has commenced fresh
negotiations, negotiations with the previous consultant cannot be

reopened.
22. Award of 22.1  After completing negotiations, the procuring entity shall award the
Contract and Contract to the selected consultant, publish the awarding of the
é Standstill Contract to the consultant on the Ministry of Finance website, and
- Period promptly notify all consultants who have submitted proposals with

regards status of their proposals.

22.2  The date of the notification under ITC 22.1 establishes the
commencement of the standstill period specified in the Data Sheet.
During this time consultants may request, in writing, a debrief or
invoke the ‘right to complain’ in accordance with I'TC 24. The request
for debriefing may only seek explanations for the grounds on which
their proposal was not selected.

22.3  The procuring entity shall promptly respond in writing to any
unsuccessful consultant who requests a debrief. If the request is made
within the standstill period the contract award will be suspended until
the debrief has taken place.
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224  Until a formal Contract is prepared and executed, the initialled
Contract shall constitute a binding Contract

22.5  After Contract signing between the procuring entity and the successful
consultant the procuring entity shall return any unopened Financial
Proposals to the unsuccessful consultants.

22.6  The consultant is expected to commence the assignment on the date
and at the location specified in the Data Sheet.

23. Confidentialit 23.1 Information relating to the examination, evaluation, comparison, and
y post-qualification of the proposals and recommendation of contract
award, shall not be disclosed to the consultants or any other persons
not officially concerned with the proposal process until the Contract .
Award has been formally made to the successful consultant.

{ 232  Any effort by a consultant to influence the procuring entity in the
examination, evaluation, comparison, and post qualification of the
proposals or contract award decisions may result in the rejection of its
proposal and may be subject to the provisions of the Government’s
antifraud and corruption policy.

23.3  Notwithstanding ITC 23.2, from the time of proposal opening to the
time of Contract Award, if any consultant wishes to contact the
procuring entity on any matter related to the bidding process, it should
do so in writing.

24, Right to 24.1 The consultant has a right to complain in accordance with the
complain Procurement Complaints Review Procedure (Instructions K9).

242 A potential or actual consultant in procurement proceedings who
claims to have suffered, or to be likely to suffer harm due to a breach
of a duty imposed on a procuring entity by or under the Instructions,

i may complain to a procuring entity.

243  Such complaint must be made in writing -

{a) within 10 days of when the consultant submitting it became aware
of the circumstances giving rise to the complaint or when the
consultant should have become aware of those circumstances,
whichever is earlier; or

(b) in any event within 5 days of the date of notification of the
proposed award of the contract.

244  The consultant should submit its complaint in accordance with the
procedures to the address specified in the Data Sheet.
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24.5 A complaint shall not be entertained unless the complainant has
identified the specific act or omission alleged to constitute a breach of
duty on the part of the procuring entity.
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Data Sheet

[Comments in brackets provide guidance for the preparation of the Data Sheet, they should not
appear on the final RFP to be delivered to the shortlisted consultants)

Paragraph
Reference
2.1 Name of the procuring entity: [Samoa Tourism Authority]
21 Method of selection: [QBS]
22 Financial Proposal to be submitted together with Technical Proposal:
[YES, but must be sealed in a separate envelope]
22 Name of the assignment is: [Media Planning, Buying and Placement Services in
Australia]
RFP No; [STA 26/27-AUSMED]
2.5 A pre-Proposal conference will be held: [No]
[If “Yes", fill in the following:]
Date of pre-Proposal conference:
Time:
Address:
Telephone:
Facsimile:
' E-mail:
Contact person/conference coordinator: [Losa Maiai Wallwork: Manager, Sales &
Marketing Division]
2.6 The procuring entity will provide the following inputs and facilities: [N/A]
5.1 Maximum number of members in the I'V shall be: [N/A]
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7.1

The Proposal validity period shall be [minimum 60 days] calendar days after the
Proposal submission date ie until [31 December 2025].

8.1

Clarifications may be requested no later than [5] days before the submission date.
Attention: Losa Maiai Wallwork, Sales & Marketing Manager

Procuring entity: [Samoa Tourism Authority]

Address: [Ground Floor, FMFMII Building]

City: fApia]

Country: SAMOA

Facsimile number: [N/4]

Electronic mail address: [losa@samoa.travel]

10.5 (a)

Shortlisted Consultants may associate with
(a) non-shortlisted Consultant(s): Yes or No
Or

(b) other shortlisted Consultants: Yes or No

10.5 (b)

[Select one of the following twe sentences or of not used stat ‘Not applicable ')

The estimated number of professional staff-months required for the assignment is:
[insert number]

or:
For estimated total cost of this assignment is: [insert currency and amount]
[In the case of Selection under SFB select the following sentence]

The Financial Proposal shall not exceed the available budget of: [insert budget]

10.5 (c)

The total available budget for this assignment is; [Not Specified] (exclusive of
taxes) per annum. Proposals exceeding the total available budget will be rejected.

11.1

The format of the Technical Proposal to be submitted is:
E'TP
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or STP [ YES]

11.1 (g)

Training is a specific component of this assignment: /NO]

[If ves, provide appropriate information ............cccveeveeeiernssiernsisnsesssenns ]

12.1

[List the applicable Reimbursable expenses in foreign and in local currency. A
sample list is provided below for guidance: items that are not applicable should be
deleted, others may be added. If the procuring entity wants to define ceilings for
unit prices of certain Reimbursable expenses, such ceilings should be indicated in
this SC 3.6]

(1) a per diem allowance in respect of Personnel of the consultant for every day in
which the Personnel shall be absent from the home office and, as applicable,
travel ouiside Samoa for purposes of the services;

(2) cost of necessary iravel, including domestic air and ground itransportation and
specified baggage weight allowance, of the Personnel by the most appropriate
means of transport and the most direct practicable route;

(3) cost of office accommodation, investigations and surveys;

(4) cost of applicable international or local communications such as the use of
telephone and facsimile required for the purpose of the services;

(5) cost, rental and freight of any instruments or equipment required to be provided
by the consultants for the purposes of the services;

(6) cost of printing and dispatching of the reports to be produced for the services;
(7)  other allowances where applicable and provisional or fixed sums (if any); and

(8) cost of such further items required for purposes of the services not covered in
the foregoing.

11.2

The costs in the Financial Proposal [shall] be broken down by activity and foreign
and local expenditure.

Amounts payable by the procuring entity to the consultant under the contract are
subject to all applicable local taxation, duty, fee or other levy as required by law:
[NOJ

14.2

Consultant to state local cost in the national currency: [YES]
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153

Consultant must submit the original and [3] copies of the Technical Proposal, and
the original of the Financial Proposal.

15.7

For bid submission purposes, the procuring entity’s address 1s:
Attention: The Secretary, Tenders Board

Floor-Room number: 4th Floor

Address: Central Bank Building of Samoa, Beach Road

City: APIA

Country: SAMOA

The deadline for the submission of bids is:

Date: [ 3@ November 2025)]

Time: 11:00am

16.1

The bid opening shall take place at:

Ministry of Finance

Floor-Room number: 4th Floor

Street Address: Central Bank of Samoa Building, Beach Road
City: APIA

Country: SAMOA

Date: [3™ November 2025

Time: 11:30am
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18.1
Criteria, sub criteria, and point system for the evaluation of Simplified Technical
| Proposals are:
Points
(i) Adequacy of the proposed technical approach, methodology
and work plan in responding to the Terms of Reference’: | 60]
a) Overall technical completeness of the proposal (10)
b} Quality and appropriateness of the technical approach and methodology
(20)
¢) Workplan (20)
d) Organization and staffing (10)
(i1) Key professional staff qualifications and competence for the assignment:
a) Team Leader [Insert points]
The Agency must have over five years of experience in media advertising and
media buying and provide evidence of relevant experience and past
performances in the field.

(h) Must possess a valid business license in Australia;

(i) Demonstrate a solid knowledge in developing a strategic
offline/online media plan;

() Staff assigned to the client’s account possess relevant tertiary
qualifications in media advertising and destination tourism
marketing.

Total points for criterion (ii):  [40]
The number of points to be assigned to each of the above positions or
disciplines shall be determined considering the following three sub-criteria and
relevant percentage weights:
1) General qualifications [30%)]
2) Adequacy for the assignment [60%]
3) Experience in region and language [70%)
Total weight: 100%
Total points for the two criteria: 100
The minimum technical score St required to pass is: /70 points]
points
20.6 The single currency for price conversions is: [SA4T]
The source of official selling rates is: [N/A]
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7 Consideration may also be given to the number of pages submitted as compared to the number

recommended under paragraph 3.4 (c) (ii) of these Instructions.

The date of exchange rates is; [N/4]

20.7

The formula for determining the financial scores is the following:
[N/A]

Sf= 100 x FM / F, in which Sf is the financial score, FM is the lowest price and F
the price of the proposal under consideration.

The weights given to the Technical (T) and Financial (P) Proposals are:
T Ssnasarasnsasanis [nsert weight: normally 0.8], and
P =i [Insert weight: normally 0.2]

Proposals are ranked according to their combined technical (St) and financial (Sf)
scores using the weights (T = the weight given to the Technical Proposal; P = the
weight given to the Financial Proposal; T + P = 1) as following: §=Stx T% + Sfx
P%.

21.1

Expected date and address for contract negotiations: [ 14" November 2025, STA
Boardroom]

22.2

The number of days for standstill shall be [15] days.

[Note: the minimum allowed by the Instructions is fifteen (15) davs.]

22.6

Expected date for commencement of, and location of, consulting services:

[01 January 2026] 1/ Australia]

24.4

Any complaint should be sent to the following address:
For the attention of: [Niumata Kitiona Pogi]

[Samoa Tourism Authority]

Address: [Ground Floor FMFMII, Matagialalua]

City: [Apia]

Country: SAMOA
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Section 3: Technical Proposal - Standard Forms

[Caomments in brackets | | provide guidance to the shortlisted consultants for the preparation of their
Technical Proposals; they should not appear on the Technical Proposals te be submitted.)

Form TECH-1: Technical Proposal Submission Form...........c.ccovvevieninennn R 34
Form TECH-2: consultant’s Organization and EXPerience ..........ccocvieviiiiiniiniccinesiononseienens 37

A~ Ot SR IS N RRIRTRRIIIRL v cmsnniasssiinsas S o A R A A R R P AR R R 37

F-onisrItant 5 PRDBTIBIOR. i it s e s 37
Form TECH-3: Comments and Suggestions on the Terms of Reference and

on Counterpart Staff and Facilities to be Provided by the procuring entity.........cccceervnnn.. 38

A 0nthe Terms BT BBIERENEE . oo sommn i s s s s e 38

B - On Counterpart Stafl and FACIIItIES. ....c..viviciriiriiieiseisisississeissisiesinsssissesssssssssssasssenns 38
Form TECH-4 Description of Approach, Methodology and Work Plan

for Performing the ASSIGNMENL.....c...ciiiieieie i eeiiie e e eeieeesaaesetesensessesaseeeraseeesnsesrnannns 39
Form TECH-5: Team Composition and Task ASSIGNMENLS .......c.ciivesrssisrrssssssasrsssesrsssasssssnines 40
Form TECH-6: Curriculum Vitae (CV) for Proposed Professional Staff...........cccceveevneenen 41
Fori TRCE T SR BEHBEUID. ..ccumissn e minmsmss s st s s eSS SIS 43

Foitn TECH-8 "Work SeRetiale s i i i i s it i dnsid 44
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Form TECH-1: Technical Proposal Submission Form

[Prepare using consulting firm stationery with its letterhead clearly showing business name,
address and contact details]

To: [Name and address of procuring entity]

Dear Sirs

We, the undersigned, offer to provide without reservations the consulting services for [Insert title of
assignment] in accordance with your Request for Proposal (RFP) No. [Insert RP No.] dated [Insert
Date], our Proposal (s) and the following attestations

We are hereby submitting our Proposal, which: /delete non-applicable]
includes this Technical Proposal, and a Financial Proposal sealed under a separate envelope.
includes this Technical Proposal only.

Our Proposal shall be valid for a period of [insert number of days from Data Sheet] calendar days from
the date fixed for proposal submission deadline in accordance with the RFP documents and it shall
remain binding on us and may be accepted at any time before expiration of that period.

If negotiations are held during the period of validity of the Proposal, i.e., before the date indicated in
Paragraph Reference 15.7 of the Data Sheet, we undertake to negotiate on the hasis of the proposed
staff. Our Proposal is binding upon us and subject to the modifications resulting from Contract
negoliations.

[Select] We are submitting our Proposal in association/ as a consortium/as a joint venture with: [Jnsert
a list with full name and address of each associated consultant and indicate the lead member]. We have
attached a copy [insert: “of our letter of intent to form a joint venture™ or, if a JV is already formed, “of
the JV agreement”] signed by every participating member, which details the likely legal structure of
and the confirmation of joint and severable liability of the members of the said joint venture.

[Or If the Consultant’s Proposal includes Sub-consultants, insert the following:] We are submitling our
Proposal with the following firms as Sub-consultants: [Tnsert a list with full name and address of each
Sub-consultant.]

QOur firm and all associated consultants:

* have satisfied all the legal requirements to carry on business in Samoa and, if our headquarters
are outside Samoa, of our entitlement to carry on business in Samoa;

= are not subject to or anticipate being subject to legal proceedings, either in Samoa or another
Jjurisdiction, that would materially affect our ability or legal capacity to carry out the confract;

= meel the eligibility requirements as stated in ITC 5, and we confirm our understanding of our
obligation to abide by the Governmenti’s policy in regard (o prohibited practices as per I'TC 4.
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* are participating as a consultant in only one proposal in accordance with ITC 6.1,
notwithstanding that sub-consultants including individual consultants may participate in more
than one proposal

= do not have any conflict of interest in accordance with ITC 3

= have not been subject to insolvency or bankruptcy or receivership or liquidation proceedings
during the immediate past twelve (12) months;

® has not been declared ineligible by the Government of Samoa or the procuring entity under the
laws of the Independent State of Samoa;

= are not a government owned entity/ We are a government owned entity but comply with the
requirements of ITC 3.8 [delete non-applicable statement,]

= and its principals including any director, officer, manager or supervisor, currently and in the
past three years, have not committed criminal offenses involving fraud, corruption or other
misconduct signifying unsuitability for participation in any way in the procurement and
contracting process;

* and its principals including any director, officer, manager or supervisor, currently and in the
past three years, have not been suspended or disbarred by administrative or judicial proceedings
from participating in procurements, whether in Samoa or elsewhere.

We certify that we are in good standing with the Government and have paid all taxes, duties, fees and
other impositions as may be levied in Samoa prior to the award of contract. We also understand evidence
of such certification may be required from the successful consultant prior to award of contract.

We undertake, if our Proposal is accepted, to initiate the consulting services related to the assignment
not later than the date indicated in Paragraph 22.6 of the Data Sheet.

We hereby declare that all the information and statements made in this Proposal are true and accept that
any misinterpretation contained in it may lead to our disqualification

‘We understand that you are not bound to accept the lowest responsive Proposal or any other Proposal
that you may receive. We understand that the procuring entity may cancel a procurement at any time
prior to the acceptance of the successful Proposal or after the successful Proposal is accepted if

(1) the consultant presenting the proposal is suspended or debarred;
(i1) the procurement is cancelled;

(111) the consultant presenting the successful Proposal is excluded on the grounds of corruption, unfair
competition or conflict of interest; or

(iv) the procurement, the Proposal or the consultant contravenes or is otherwise not compliant with the
provisions of the laws of the Independent State of Samoa.

We understand you are not bound to accept any Proposal vou receive.
We remain,

Yours sincerely,
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Authorized Signature [In full and initials]:
Name and Title of Signatory:
Name of Firm:

Address:

1 [In cose Paragroph Reference 2.2 of the Dota Sheet requires to submit a Technical Proposal only, replace
this sentence with: “We are hereby submitting our Proposal, which includes this Techniczl Proposal only.”]
2 |Delete in case no associgtion is foreseen. |
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Form TECH-2: Consultant’s Organisation and Experience

A - Consultant’s Organisation

[Provide here a brief (two pages) description of the background and organisation of your firm or entity
and each associate for this assignment.]

B - Consultant’s Experience

1. List only previous similar assignments successfully completed in the last [insert number of
years] years.

2. Using the format below, provide information on each assignment for which your firm, and each
associate for this assignment, was legally contracted either individually as a corporate entity or as one
of the major companies within an association, for carrying out consulting services similar to the ones
requested under this assignment. Assignments completed by the consultant’s professional staff working
privately or through other consulting firms cannot be claimed as the relevant experience of the
consultant, or that of the consultant’s partners or sub-consultants, but can be claimed by the professional
staff themselves in their CVs. The consultant should be prepared to substantiate the claimed experience
by presenting copies of relevant documents and references if so requested by the procuring entity.

Assignment name: Approx. value of the contract (in any currency):

Country: Duration of assignment (months):
Location within country:

Name of Client: Total N2 of staff-months of the assignment:

Address: Approx. value of the services provided by your firm
under the contract (in current US$ or Euro):

Start date (month/year): Ne of professional staff-months provided by associated
Completion date (month/year): consultants:

Name of associated consultants, if any:

Name of senior professional staff of your firm involved
and functions performed (indicate most significan
profiles such as Project Director/Coordinator, Team
Leader):

Narrative description of Project:

Description of actual services provided by your staff within the assignment:

Firm’s Name:
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Form TECH-3: Comments and Suggestions on the Terms of
Reference and on Counterpart Staff and Facilities to be Provided by
the procuring entity

A - On the Terms of Reference

[Present and justify here any modifications or improvement to the Terms of Reference you are
proposing to improve performance in carrying out the assignment (such as deleting some activity you
consider unnecessary, or adding another, or proposing a different phasing of the activities). Such
suggestions should be concise and to the point and incorporated in your Proposal.]

B - On Counterpart Staff and Facilities

[Comment here on counterpart staff and facilities to be provided by the procuring entity according to
Paragraph Reference 2.6 of the Data Sheet including: administrative support, office space, local
transportation, equipment, data, etc.]
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Form TECH-4: Description of Approach, Methodology and Work
Plan for Performing the Assignment

Technical approach, methodology and work plan are key components of the Technical Proposal. You
are suggested to present your Technical Proposal (inclusive of charts and diagrams) and the
Proposal must be divided into the following three chapters:

a) Technical Approach and Methodology,
b) Work Plan, and
¢) Organization and Staffing,

a) Technical Approach and Methodology. In this chapter you should explain your understanding of

the objectives of the assignment, approach to the services, methodology for carrying out the activities
and obtaining the expected output, and the degree of detail of such output. You should highlight the
problems being addressed and their importance and explain the technical approach you would adopt
to address them. You should also explain the methodologies you propose to adopt and highlight the
compatibility of those methodologies with the proposed approach. Please do not just repeat/copy the
TOR here.

b) Work Plan. In this chapter you should propose the main activities of the assignment, their content
and duration, phasing and interrelations, milestones (including interim approvals by the procuring
entity), and delivery dates of the reports. The proposed work plan should be consistent with the
technical approach and methodology, showing understanding of the TOR and ability to translate them
into a feasible working plan. A list of the final documents, including reports, drawings, and tables to
be delivered as final output, should be included here. The work plan should be consistent with the Work
Schedule of Form TECH-8.

¢) Organisation and Staffing. In this chapter vou should propose the structurve and composition of

vour team. You should list the main disciplines of the assignment, the key expert responsible, and
proposed technical and support staff.

For STP Proposals only you should also include:

d) Comments in the TOR and counterpart staff and facilities.
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Form TECH-6: Curriculum Vitae (CV) for Proposed Professional Staff

1. Proposed Position [only one candidate shall be nominated for each position):

2. Name of Firm [Insert name of firm proposing the staff]:

3. Name of Staff [Insert full name:

4. Date of Birth: Nationality:

5. Education [Indicate college/university and other specialized education of staff member, giving names of
institutions, degrees obtained, and dates of obtainment):

6. Membership of Professional Associations:

7. Other Training [Indicate significant training since degrees under 5 - Education were obtained):

8. Countries of Work Experience: [List countries where staff has worked in the last ten years):

9. Languages [For each language indicate proficiency: good, fair, or poor in speaking, reading, and
writing]:

10. Employment Record [Starting with present position, list in reverse order every employment held by
staff member since graduation, giving for each employment (see format here below): dates of employment,
name of employing organisation, positions held.]:

From [Year]: To [Year]:
Employer:

Positions held:
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11. Detailed Tasks | 12. Work Undertaken that Best Illustrates Capability to

Assigned Handle the Tasks Assigned
[Among the assignments in which the staff have been involved, indicate the
[List all tasks to be Jollowing information for those assignments that best illustrate staff’
performed under this capability to handle the tasks listed under point 11.]
assignment]

Name of assignment or project:

Year:

Location:

Client:

Main project features:

Positions held:
Activities performed:

13. Certification:

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly
describes me, my qualifications, and my experience. I understand that any wilful misstatement
described in the CV may lead to my disqualification or dismissal, if engaged. I certify that I
have been informed by the firm that it is including my CV in the Proposal for the /name of project
and contract]. 1 confirm that I will be available to carry out the assignment for which my CV
has been submitted in accordance with the implementation arrangements and schedule set out in
the Proposal.

OR
[If CVis signed by the firm’s authorized representative and the written agreement attached]

I, as the authorized representative of the firm submitting this Proposal for the /name of project
and contract], certify that I have obtained the consent of the named expert to submit his’her CV,
and that I have obtained a written representation from the expert that s/he will be available to
carry out the assignment in accordance with the implementation arrangements and schedule set
out in the Proposal.

Date:

[Signature of staff member or authorised representative of the staff] Day/Month/Year

Full name of authorized representative:
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Section 4. Financial Proposal - Standard Forms

[Comments in brackets [ ] provide guidance to the shortlisted consultants for the preparation
of their Financial Proposals; they should not appear on the Financial Proposals to be
submitted.]

[The Appendix “Financial Negotiations - Breakdown of Remuneration Rates” is to be only used
for financial negotiations when Quality-Based Selection method is adopted, according to the
indications provided under paragraph 19 of Section 2.]

Form FIN-1: Financial Proposal Submission FOrm ..........ccocoociiiiiiiiiiiiiiiccciiieee e 46
Foris: FIN-2: SO O OB v suumumnsiico s ot souahasve svens s S R s P s R S e 47
Form FIN-3: Breakdown of Costy Dy ACtVIIY . ..o sl ssisicssassssonssassrs sassassnssnssassnss 48
Form FIN-4A: Breakdown of Remuneration (Time-Based).........ccoovvvevmimeeiieiceceeeee 49
Form FIN-4B: Breakdown of Remuneration (Lump-Sum).......ccccocovriiimiiiiiiinieoeiciecieeinnns 50
Form FIN-5A: Breakdown of Reimbursable Expenses (Time-Based).........cccocveieeviereieenennees 51
Form FIN-5B: Breakdown of Reimbursable Expenses (Lump-Sum)........cccoevvnvivnninieeinennn 52

Appendix: Financial Negotiations - Breakdown of Remuneration Rates ..................ccoceovee. 53
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Form FIN-1: Financial Proposal Submission Form

[Location, Date]

To: [Name and address of procuring entity]

Dear Sirs

We, the undersigned, offer to provide the consulting services for [Insert title of assignment] in
accordance with your Request for Proposal dated [/nserr Date] and our Technical Proposal. Qur attached
Financial Proposal is for the sum of [/nsert amount(s) in words and figures']. This amount is exclusive
of the local taxes, which shall be identified by the procuring entity and relevant local authorities during
negotiations or at any time prior finalisation and signing of a Contract and shall be added to the above
amount.

Our Financial Proposal shall be binding upon us subject to the modifications resulting from
Contract negotiations, up to expiration of the validity period of the Proposal. i.e. before the date indicated
in Paragraph Reference 15.7 of the Data Sheet.

Commissions and gratuities paid or to be paid by us to agents relating to this Proposal and
Contract execution, if we are awarded the Contract, are listed below?:

Name and Address Amount and Purpose of Commission

of Agents Currency or Gratuity

We understand you are not bound to accept any Proposal you receive.
We remain,
Yours sincerely,

Authorised Signature [/n fiell and initials]:

Name and Title of Signatory:

Name of Firm:

Address:

I Amounts must coincide with the ones indicated under Total Cost of Financial proposal in Form FIN-2.
2 If applicable, replace this paragraph with: *“No commissions or gratuities have been or are to be paid by us to
agents relating to this Proposal and Contract execution.”
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Form FIN-4B: Breakdown of Remuneration® (Lump-Sum)

(This Form FIN-4 shall only be used when the Lump-Sum Form of Contract has been included
in the RFP. Information to be provided in this Form shall only be used to establish payments
to the consultant for possible additional services requested by the procuring entity)

Name? Position® Staff-month Rate’

Foreign Staff

[Home]
[Field)

Local Staff

[Home}
[Field]

1 Form FIN-4 shall be filled in for the same professional and support staff listed in Form TECH-7.

2 Professional staff should be indicated individually; support staff should be indicated per category (e.g.:
draftsmen, clerical staff).

Positions of the professional staff shall coincide with the ones indicated in Form TECH-5.

4 indicate separately staff-month rate and currency for home and field work.

w



“YOL @Y1 Ut Yons se pauyap uswudisse ay) jo Juauodwiod Jofew e st Suiures1ayl i AUQ g ‘shem-om) 10 -auo si dily 943 i pue 143y yoea Jo anos 21edipu; g
-AJIuBNYD X 1507 JUf) = 15070 AIUBLIND JUBABIRI DY) JO UWIN|OI BY] Ul WdY

9|qeSINQLUIRI YJES JO 150D 3Y] S1BIPU| “g~Nid W04 JO S3DUBLIND PUB SUWN|0I dWES 9Y) 3sM) "AdUB.LINd UBI940J 84] JO dUIBU U] SIYIBIG USaMIB] 318DIPUY|
‘ADUB.IN3 pue 1502 11UN d3ed|pul

199Ys e1ed 241 JO 9°'¢ 93uB1949Y ydeiSeied 03 Bujpaodoe SWwall J9UI0 ppe Jo ajqedijdde Jou aJe eyl sWali 919|2Q

"papaau Ji ‘papiacid €-NId SWI04 8Y3 JO Yo 10j Pa||lj 3G PINOYS G-N|j W04

et N M <

$1500) (2301

Buiuien
o [Buuosiad s Alnua Sutndold

BOURISISSE [BILIB|D ‘IUBI IO

51500 UolielIodsuely [B207

spenuoaigng

"$3591 Alojeloqer

94eMY0S ‘S1a1ndwiod Jo asn

5109449 jeuossad Jo Juswidiys
0312 ‘sayjddns ‘sjelalew
‘syupwinuisul Juswdinbl

40 uonnpoddad ‘Builjelq

[8201d Juasuj] pue [a201d J4asuj)
U33aM13( $1500 UO[1BDILUNWIWIOD

duy sasuadxa |aARI} SNODUER|[BISIA

dug mmEmE |euoileutaiu)

Aeq S9IUBMO}je WIIP J3d

plAouaLInD
[p207 2102ip U]

vl

€ #Aousarin)

ubiai04
a1021puf]

LN%\G:mtzu

ubraio4
a1021puy]

vl

T # Aouatiny

ubiai04
a102ipuj]

Amuenp

mumOU Hun

Hun

N:o_pn__ummn_ N

:(aseud) setuady jo dnoun

(d4Y @Y1 Ul papn|oul Ud3q Sey 19.JIUOD) JO WI04 paseg-awl] 3yl uaym pasn aq Ajuo |jeys g-N|4 waod siyl)

(paseg-awi]) ;sasuadx3 a|qesinquiay Jo umopyjealq :\yS-Nid wio4

TS

-

] suuog piepue)s — [esodold |BIDUBUL] — i UO{IIDS



Section 4 - Financial Proposal — Standard Forms 52

Form FIN-5B: Breakdown of Reimbursable Expenses (Lump-Sum)

(This Form FIN-5 shall only be used when the Lump-Sum Form of Contract has been included
in the RFP. Information to be provided in this Form shall only be used to establish payments
to the consultant for possible additional services requested by the procuring entity)

N° Description? Unit Unit Cost?
Per diem allowances Day
International ﬂights3 Trip
Miscellaneous travel expenses Trip

Communication costs between [Insert
place] and [insert place)

Drafting, reproduction of reports

Equipment, instruments, materials,
supplies, etc.

Shipment of personal effects Trip

Use of computers, software

Laboratory tests.

Subcontracts

Local transportation costs

Office rent, clerical assistance

Training of the procuring entity’s
personnel ¢

1 Deleteitems that are not applicable or add other items according to Paragraph Reference 3.6 of the Data
Sheet.

2 Indicate unit cost and currency.

Indicate route of each flight, and if the trip is one- or two-ways.

4 Only if the training is @ major component of the assignment, defined as such in the TOR.

w
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Appendix: Financial Negotiations - Breakdown of Remuneration

Rates

1.1

1:2

[To be deleted unless the method of selection is QBS]

Review of Remuneration Rates

The remuneration rates for staff are made up of salary, social costs, overheads, fee that is profit,
and any premium or allowance paid for assignments away from headquarters. To assist the firm
in preparing financial negotiations, a Sample Form giving a breakdown of rates is attached (no
financial information should be included in the Technical Proposal). Agreed breakdown sheets
shall form part of the negotiated contract.

The procuring entity is charged with the custody of government funds and is expected to exercise
prudence in the expenditure of these funds. The procuring entity is, therefore, concerned with
the reasonableness of the firm’s Financial Proposal, and, during negotiations, it expects to be
able to review audited financial statements in support of the firm’s remuneration rates, certified
by an independent auditor. The firm shall be prepared to disclose such audited financial
statements for the last three years, to substantiate its rates, and accept that its proposed rates
and other financial matters are subject to scrutiny. Rate details are discussed below.

(i) Salary

This is the gross regular cash salary paid to the individual in the firm’s home office. It
shall not contain any premium for work away from headquarters or bonus (except
where these are included by law or Government regulations).

(i) Bonus

Bonuses are narmally paid out of profits. Given that the procuring entity does not wish
to make double payments for the same item, staff bonuses shall not be included in the
rates. Where the consultant’s accounting system is such that the percentages of social
costs and overheads are based on total revenue, including bonuses, those percentages
shall be adjusted downward accordingly. Where national policy requires that 13 months’
pay be given for 12 months’ work, the profit element need not be adjusted downward.
Any discussions on bonuses shall be supported by audited documentation, which shall
be treated as confidential.

(iii) Social Costs

Social costs are the costs to the firm of staff's non-monetary benefits. These items
include, inter alia, sacial security including pension, medical and life insurance costs, and
the cost of a staff member being sick or on vacation. In this regard, the cost of leave for
public holidays is not an acceptable social cost nor is the cost of leave taken during an
assignment if no additional staff replacement has been provided. Additional leave taken
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(vi)

{vii)

at the end of an assignment in accordance with the firm’s leave policy is acceptable as a
social cost.

Cost of Leave

The principles of calculating the cost of total days leave per annum as a percentage of
basic salary shall normally be as follows:

total days leave x 100

Leave cost as percentage of salary ! =
[365 -w - ph-v-s]

It is important to note that leave can be considered a social cost only if the procuring
entity is not charged for the leave taken.

Overheads

Overhead expenses are the firm’s business costs that are not directly related to the
execution of the assignment and shall not be reimbursed as separate items under the
contract. Typical items are home office costs {partner’s time, no billable time, time of
senior staff monitoring the project, rent, support staff, research, staff training,
marketing, etc.), the cost of staff not currently employed on revenue-earning projects,
taxes on business activities and business promotion costs. During negotiations, audited
financial statements, certified as correct by an independent auditor and supporting the
last three years’ overheads, shail be available for discussion, together with detailed lists
of items making up the overheads and the percentage by which each relates to basic
salary. The procuring entity does not accept an add-on margin for social charges,
overhead expenses, etc., for staff who are not permanent employees of the firm. In such
case, the firm shall be entitled only to administrative costs and fee on the monthly
payments charged for subcontracted staff.

Fee or Profit

The fee or profit shall be based on the sum of the salary, social costs, and overhead. If
any bonuses paid on a regular basis are listed, a corresponding reduction in the profit
element shall be expected. Fee or profit shall not be allowed on travel or other
reimbursable expenses, unless in the latter case an unusually large amount of
procurement of equipment is required. The firm shall note that payments shall be made
against an agreed estimated payment schedule as described in the draft form of the
contract.

Away from Headquarters Allowance or Premium

Some consultants pay allowances to staff working away from headquarters. Such
allowances are calculated as a percentage of salary and shall not draw overheads or
profit. Sometimes, by law, such allowances may draw social costs. in this case, the

! Where w = weekends, ph = public holidays, v = vacation, and s = sick leave.
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2.1

3.1

amount of this social cost shall still be shown under social costs, with the net allowance
shown separately. For concerned staff, this allowance, where paid, shall cover home
education, etc.; these and similar items shall not be considered as reimbursable costs.

{viii)  Subsistence Allowances (per diems & living allowances)

Subsistence allowances are not included in the rates but are paid separately and in local
currency. No additional subsistence is payable for dependents—the subsistence rate
shall be the same for married and single team members.

Per diems and living allowances shall be in accordance with those established approved
by the Government of Samoa Ministry of Finance, unless otherwise established by
particular donor policies

In the absence of the above, UNDP standard rates for the particular country may
be used as reference to determine subsistence allowances.

Reimbursable expenses

The financial negotiations shall further focus on such items as out-of-pocket expenses and
other reimbursable expenses. These costs may include, but are not restricted to, cost of
surveys, equipment, office rent, supplies, international and local travel, computer rental,
mobilisation and demobilisation, insurance, and printing. These costs may be either unit rates
or reimbursable on the presentation of invoices, in foreign or local currency.

Advance Payment Bank Guarantee

Payments to the firm, including payment of any advance based on cash flow projections
covered by a bank guarantee, shall be made according to an agreed estimated schedule
ensuring the firm regular payments in local and foreign currency, as long as the services
proceed as planned.
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Sample Form

Consulting Firm: Country:
Assignment: Date:

Consultant’s Representations Regarding Costs and Charges

We confirm that:

(a)

the basic salaries indicated in the attached table are taken from the firm’s payroll records
and reflect the current salaries of the staff members listed which have not been raised
other than within the normal annual salary increase policy as applied to all the firm's staff;

attached are true copies of the latest salary slips of the staff members listed;

the away from headquarters allowances indicated below are those that the consultants
have agreed to pay for this assignment to the staff members listed;

(d) the factors listed in the attached table for social charges and overhead are based on the
firm’s average cost experiences for the latest three years as represented by the firm’s
financial statements; and

(e) said factors for overhead and social charges do not include any bonuses or other means
of profit-sharing.

[Name of Consulting Firm]

Signature of Authorized Representative Date

Name:

Title:
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Section 5. Terms of Reference

[OVERVIEW

Tourism is a key pillar of Samoa's economy. In 2019, Samoa welcomed approximately
180,000 wisitors. Total revenue from tourism in the same year was approximately $548
million Tala (up from $494 million in 2018). The main purposes of travel are holiday (38%)
and visit-family-and-friends (37%). Samoa's core source-markets are New Zealand
(approximately 43%) and Australia (22%). America Samoa, North America, Europe and
Asia account for 27% of visitor arrivals.

The Samoa Tourism Authority (STA) is the lead Government Agency responsible for
Destination Marketing, Policy and Sector Coordination, Planning and Development,
Research and Statistics.

[ MARKETING

The Samoa Destination Marketing Strategy 2020-2025 sets out the marketing goals and
strategies for the next five years to achieve all-encompassing positive growth by the end of
FY2024/25 from the downtums caused by the measles epidemic and coronavirus pandemic.

Samoa'’s recovery efforts post-covid19 is tracking well since borders reopen in August 2022.
New Zealand and Australia are Samoa’s largest visitor markets, contributing 66% of visitor
arrivals and 72% of visitor spend prior to 2020.

Samoa’s marketing initiatives will focus on the following audiences:
* \Visiting Friends and Relatives (VFR)

Families

Active retirees

Couples and honeymooners

Young adventurers

Business events and weddings

General leisure sector

. " 8 8 8 @

Two core marketing goals have been identified for the Financial Years 2020/21-2024/25, to
provide Samoa's marketing initiatives with a clearly defined focus for recovery over the next
five years.

FY2018/19 is used as a baseline measure, as it was a complete year which was not
impacted by travel restrictions.
» GOAL 1: INCREASE VISITOR ARRIVALS TO 78% (138,500 visitors) OF FY2018-19
RESULT BY JUNE 2025
» GOAL 2: INCREASE VISITOR SPEND TO 79% ($405.4m tala) OF FY2018-19
RESULT BY JUNE 2025

Online marketing remains a major focus with technology playing a major role in tourism
development and marketing. The Samoa.travel website continues to be enhanced to

improve the overall user-experience and investment in social media continues to be
maintained.

AUSTRALIA

Australia accounted for 21% of all visitor arrivals between 2015-2019 — an average of
33,692 per year. The market is also the most profitable, with the highest average
spend per visitor of any market — $SAT3,308 per visitor.
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While Australia is Samoa’'s second-largest market its potential remains largely
untapped, with limited direct services from most main ggntres (excluding Sydney and
Brisbane) prior to the measles outbreak in 2019 and COVID-19. Direct flight
connectivity is undoubtedly Samoa's core issue with the Australian market, with
Samoa Airways withdrawing services when borders closed from 2020 to 2022
However, the capacity to grow the route has recently been boosted with the
introduction of weekly flights by Qantas and the resumption of Virgin Australia direct
services Brisbane. The other alternatives for Australians to get to Samoa are via Fiji
with Fiji Airways or Auckland New Zealand with Air New Zealand.

This presents a mammoth opportunity for Samoa to gain a stronger foothold in the
Australian market as a compelling, safe and authentic island destination.

With about 24,000 Samoans residing in Australia, the market doesn't have as high a
population of Samoans as New Zealand, however VFR will remain a key audience.

| DESTINATION BRANDING AND POSITIONING

The Beautiful Samoa brand will undergo an extensive overhaul this year. Past Brand
research identified that {ravellers to Samoa wanted to depart feeling:

they had a better understanding of £3'a Samoa;

relaxed, and as if they had been very welcome in Samoa;

they had experienced happiness and joy;

uplifted and ready to go back to their homes reinvigorated,

that they had experienced Samoan culture, and the intrinsic link between faith and
culture and everyday life, and the peace it brings;

» the hymour and laughter of the Samoan people, and the joy they find in family and faith;
+ loved, welcomed and touched by their experience in Samoa; and

+ that they had seen and felt the golour and vibrancy of Samoa.

These factors distilled to provide the meaning to what is beautiful... the simplicity that is the
essence of the Pacific, and led to the current brand positioning statement:

Behold the beauty of simplicity, reconnect with the essence of the Pacific, naturally
rejuvenating with a warm, welcoming community to uplift your spirits and bring joy to your
day.

[SCOPE

The Samoa Tourism Authority is requesting proposals from reputable media planning,
buying and placement agencies for the period January 2026 — December 2027

STA seeks to partner with a qualified media buying agency that will provide best in class
strategic media planning, purchasing, creative, analysis services and reporting to further
compliment the marketing and promotional goals for this fiscal year.

STA seeks a strong, market leading media buying partner to serve as its on-linefoff-line
media planning resource - inclusive of strategic digital/non-digital media direction, market
analysis; media neqgotiation and purchasing; budget management: creative services: ongoing
& post-buy analysis and reporting.

The selected agency will need to provide the following services: |
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+ Evaluate organizational marketing, public relations and sales plan, including the
digital recommendations given for this period;

+ Develop and implement a digital advertising and promotions program that will
achieve the overall organizational objectives;

+ Identify and recommend the optimum use of advertising media to maximize the
impact of a specified budget;
Work with internal and external teams to place advertising in approved mediums;
Track and report on the success and impact of all campaigns on a regular basis
agreed upon by both parties;

« Others as determined from time to time.

Objective
The objective of the overall STA media advertising campaign is to:

.

Maintain brand awareness among the key target markets (Queensland, New South
Wales, Victoria and South Australia (Adelaide) to drive interest and preference for the
destination:

Compliment general marketing, public relations, sales and outreach;

Increase social engagement with the market;

Achieve at least 100% growth in unique visitors to the Samoa travel website for the
Financial Year

Agencies Capabilities and Requirements
To be considered for this partnership, responding agencies should have at a minimum the
following:

+ Relevant experience in working with destination marketing organizations or tourism-
related businesses;

« Strong research and planning capabilities;

» Good budget stewardship.

Proposal Content
Please provide the following information in your proposal to better provide us with insight into
the capabilities, capacity and philosophy of your agency.

YOUR AGENCY
Please provide a brief description and/or outline of your agency and team including:

= Where are your corporate offices located?

= What is the size and structure of your agency?

= Who is on your leadership team?

= Who wil be a part of the STA account team? Please share their individual
backgrounds and history.

= How many years of related experience does your agency have working with
destination marketing organizations and/or tourism-related businesses?

SCOPE OF SERVICES

- Bnefly describe your agency philosophy, specifically your planning and buying
approach
= Brefly describe your agency's entire capabilities
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« Do you plan to outsource any of your work? If so, how do you keep outsourced work
in touch with the account?

YOUR APPROACH

Describe your approach to creating a strategic media plan:

How do you solicit input from the client?

What role would STA play as the campaign unfolds?

Can you describe how you manage typical agency to client communication?
Describe how your agency evaluates the success of a campaign.

- & & #

Describe your approach to recapping and analyzing a media plan:
= How do you determine the success of a campaign?
= Are you able to work with the media pariners to ensure a quick turnaround of
invoices and proof of performance?
* What tools do you use to track performance? How is that relayed to the client?
«  What would your approach be to dealing with areas such as publisher
performance transparency, brand safety, ad-blockers?

YOUR PRICING

Please outline your specific billing structure, including any pro-bono work or concessions
that you are willing to provide. Proposals will need to include a cost breakdown of the
partnership, including commissions and any additional fees.

TERMINATION OF CONTRACT
STA will require standard termination clause language in the proposal. Please provide this
information in the final proposal.

REFERENCES
« Please include a relevant client list related to destination marketing and/or tourism-
related businesses and the number of years you have worked with them.
= Please provide three relevant references that can speak to your media planning and

buying services.

[ EVALUATION OF PROPOSALS

Proposals will be evaluated on the following criteria:

Insight and approach to developing a strategic off-line/on-line media plan
Examples of agency experience, relationships and staff that have
resulted in successful, results-oriented campaigns

Demonstrated ability to develop smart digital media campaigns that
ylilise a unique mix of digital media to engage audiences and achieve

Technical results for a destination marketing grganisation and/or tourism-related
business
* Understanding the dynamics involved with and an approach to working
with an g[gﬂmﬁﬂm with multiple stakeholders, as well as a
demonstration of passion and commitment to the STA mission
* Qualifications and experience of staff that would be assigned to STA
¢ Cost structure
+ Concessions
Financial » Consideration will be given to partners that are willing to participate in a

reciprocal business agreement, for example: sponsorship, advertising,
purchase of tickets, trades of services, reduction in price, etc.
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Section 6. Standard Forms of Contract

Foreword

1

This Section includes two types of standard contract forms for consulting services {(a Time-
Based Contract and a Lump-Sum Contract.

Time-Based Contract. This type of contract is appropriate when it is difficult to define or fix
the scope and the duration of the consulting services, either because they are related to
activities carried out by others for which the completion period may vary, or because the input
of the consultants required for attaining the objectives of the assignment is difficult to assess.
In time-based contracts the consultant provides consulting services on a timed basis according
to quality specifications, and consultant’s remuneration is determined on the basis of the time
actually spent by the consultant in carrying out the Services and is based on (i) agreed upon
unit rates for the consultant’s experts multiplied by the actual time spent by the experts in
executing the assignment, and (ii) reimbursable expenses using actual expenses and/or
agreed unit prices. This type of contract requires the procuring entity to closely supervise the
consultant and to be involved in the daily execution of the assignment.

Lump-Sum Contract. This type of contract is used mainly for assignments in which the scope
and the duration of the consulting services and the required output of the consultant are
clearly defined. Payments are linked to outputs {deliverables) such as reports, drawings, bill
of quantities, bidding documents, or software programs. Lump-sum contracts are easier to
administer because they operate on the principle of a fixed price for a fixed scope, and
payments are due on clearly specified outputs and milestones. Nevertheless, quality control
of the consultant’s outputs by the procuring entity is paramount.



