Invitation to Quote Reference # LAOOX097_MSC for the delivery of
Consultancy for Video Documentary Using Most Significant Change (VDMSC)
Methodology
0. Introduction
Oxfam, non-governmental organisation for humanitarian assistance and development aid,
launches an Invitation to Quote (IQ) for the delivery of Consultancy for Video Documentary
Using Most Significant Change (VDMSC) Methodology.
The Invitation to Quote (IQ) is structured as follows
1. Terms of reference, the delivery delay, penalties, legal disputes, payment conditions
2. Submission procedure: how, when and where to submit, clarifications and contact;
3. Decision procedure: Exclusion, evaluation of quotes and award.
The quote must arrive at latest on 15 July 2020 at 5 pm Laos time and stay valid until 30
July 2020 at 5 pm Laos time
Your quote could form the basis for a contract between your company and OS. However, this
invitation to quote does not oblige OS to proceed with the actual act of purchasing. No
compensation can be claimed in case of non-acceptance of a quote or non-award of a contract.
1. Terms of reference
Tile
Location
Duration

Consultancy for Video Documentary Using Most Significant Change (VDMSC)
Methodology
Vientiane capital with travel to select provinces
Jul 2020 - May 2021

1.1.
Background
Oxfam is an international confederation of more than 20 organizations working together with
partners and local communities in more than 90 countries. Oxfam has a long and rich
presence in Lao PDR, working on numerous initiatives covering a large number of themes
and areas. These have included among others: support to CSO capacity building, community
development, social protection, gender justice, support to small farmers and organic
agriculture, private sector engagement, disaster risk management, and natural resource
management. This has entailed working at different levels, from the community to the
national level. Currently, Oxfam in Laos has approximately 30 partners including Ministries,
the National Assembly, Mass organizations, INGOs, NPA/CSOs, Universities/Research
Institutes, UN agencies, and the private sector. Visit https://laos.oxfam.org/ for more
information.
With support from the EU, OXFAM is implementing the Partnership for Citizen Engagement
(PACE) project. The overall objective of the project is to contribute to good governance and
the rule of law as a basis for equitable and inclusive growth and development in Lao PDR.
The specific objectives of the project are: (1) The role and capacity of Lao Civil Society
Organizations (CSOs) has been strengthened to promote and protect the rights of Lao
citizens through policy dialogue and accountability processes at local and national level, and
(2): The capacity of the People's Provincial Assemblies (PPAs) has been enhanced to
perform oversight of government agencies, programs, activities, policies, and laws
implemented at constituency level. The project has four results: (1) CSOs have improved
capacity to empower Lao citizens (constituents) and to facilitate dialogue with PPA Members
(representatives); (2) PPA Members have the capacity to engage and represent Lao citizens
and respond to their concerns; (3) PPA Members have technical capacity to inform
government policy and practice; and (4) PPA Members have improved interaction with
constituents through grassroots initiatives and volunteering.

Oxfam is seeking a consultant to train provincial youth volunteers and CSOs on developing
video documentaries using the Most Significant Change (MSC) methodology and video
monitoring. The MSC approach is typically used for monitoring and evaluation. It is an
iterative process, whereby communities use video to document innovations and ideas or
focus on issues affecting their environment and community. The methodology will be used to
prepare case studies and best practice examples to present to PPA Members during policy
dialogue and outreach mission. The activity will include a practical workshop at the national
level to learn the technique, followed by implementation at the community level in target
provinces. Coaching will be provided remotely to support implementation. The video will be
shared with the wider community and then with PPA Members during outreach missions.
1.2. Objectives of the assignment
− To build capacity of youth volunteers and CSOs on Video Documentary techniques using the
Most Significant Change (VDMSC) methodology
− To conduct video monitoring to capture related community issues and the most significant
change through youth volunteers’ and CSOs’ initiatives in target provinces.
1.3. Key contents
The consultant will lead on the following key elements of the assignment:
− An inception workshop (3days) to introduce the participatory video making, monitoring &
evaluation, the Most Significant Change concept and approaches; and planning for next steps
for field work
− Coaching to youth and CSOs for their MSC video documentation
− Produce four MSC videos related to the youth volunteers and CSO’s initiatives
− Screenings or video reporting
1.4. Methods and approach
The consultant will facilitate a first inception workshop in Vientiane Capital for youth volunteers
and CSOs then provide distance and face to face coaching to youth volunteers and CSOs to
practice their MSC video documentation.
The consultant will travel to provinces and engage with the project’s partners and stakeholders
to collect the four MSC videos.
1.5. Expected results
1) Youths and CSOs have increased understanding of the MSC concept, participatory video
approach.
2) Youths and CSOs become more skillful on Participatory Video process and techniques
including video shooting, editing, setting up questions, writing storylines, questioning, and
interviewing.
3) A guideline on PVMSC processes is produced for trainees; and
4) four MSC videos on the youth volunteers and CSO initiatives are produced
1.6. Timeline, Key Activities, and Deliverables
It is anticipated that this initiative will take approximately 45 working days starting from July
2020 to May 2021 on an intermittent basis. A tentative plan of action is as follows:
Time
Key Activities
Contract and Inception phase
Jul 2020
✓ Contract preparation
✓ Consultation with the project team
✓ Prepare a detailed workplan and design the
methodology for the Inception workshop
Design and develop the workshop and PVMSC guidelines

Deliverable
✓ A draft agenda on inception
workshop, and
✓ other support materials and
methodology

Mid July 2020

✓ Design of the workshop program
✓ Present the inception workshop content, flow
and methodology to relevant OXFAM staff and
key stakeholders to ensure a successful
outcome.
✓ Develop a guideline on PVMSC process

✓ Finalize workshop agenda at least
1 week before the conduct of the
inception workshop.
✓ Prepare PowerPoint presentation
on the PVMSC process in at least
1 week before the conduct of the
workshop. And
✓ Workshops hand out
✓ A guideline on PVMSC for
publication if available

Facilitate the workshop
End July 2020
✓ facilitate a inception workshop.
✓ Facilitate PVMSC inception
✓ Lead a debrief session at the end of every day
workshop
with OXFAM staff.
✓ Workshop minutes
✓ Present summaries, highlighting conclusions
and recommendations at the end of every
presentation.
✓ Provide the workshop synthesis at the end of
every day.
Coaching and following up on the PVMSC practices in four provinces (Bokeo, Vientiane province,
Savanakhet, and Saravan province )
August ✓ Assist and support the youth volunteers and
✓ Field story boar and field
September 2020
CSO team to design their story board and
workplan in each province
workplan for story gathering
✓ A field story collection plan
✓ Facilitate and coach the CSOs and youth
developed
volunteers to conduct story gathering
✓ Prepare for the field data collection
October –
December 2020

January - May
2021

✓ Conduct data in the field
✓ Produce the two videos on related community
issues, and the most significant changes of the
youth volunteers and CSO initiatives in target
provinces

✓

✓ Conduct data in the field
✓ Produce the two videos on related community
issues and the most significant changes of
youth volunteer and CSOs initiatives in target
provinces
✓ Write the final report

✓

✓

✓
✓

Data collection transcript
produced
Two videos of the most significant
changes with English subtitle are
finalized
Data collection transcript
produced
Two videos of the most significant
changes and English subtitle
Final report summited to OXFAM

1.7. Qualifications
The consultant can be individual or team from Lao civil society organizations. The private
company, INGO, and individual consultants are not eligible to apply. The desired specification
and qualities of the CSO are the following:
- Legal registration in Lao PDR.
− At least 3 years of experience in conducting the PVMSC.
− Advanced experience in gender, ethnicity, disability, and good governance
− Experience of using participatory methods for data collection and analysis in
program/project evaluation.
− Strong interpersonal and analytical skills.
− Experience of effective interaction with local and national government institutions and
marginalized communities.
− Good spoken and written communication skills in English and Lao. Knowledge of the ethnic
language of the local communities is an asset.
− Familiarity with the Lao system and context.

1.8. Travel expenses, accommodation and other workshop costs
The activities will take place in provinces as well. So all travel expenses, accommodation and
other workshop costs that take place in Laos will be paid directly by Oxfam.
1.9. Oxfam General Purchase Conditions (see annex 1)
Oxfam General Purchase conditions apply to all Oxfam purchases. If there is an
inconsistency between any of the provisions of these Conditions and a particular provision in
the contract then the provision in the contract will prevail.
1.10. Responsibility, Social Security And Medical Coverage
In no instance can Oxfam be held liable for material or moral damage (including bodily) that
can be caused by third parties to the service provider in the activities to be carried out by her
and subject of this contract. Also, the service provider will sign up for all insurance policies
necessary for the conduct of activities that can be undertaken by service providers as part of
the execution of this contract.
Oxfam is released from any responsibility for social and medical insurance of service
providers. Service providers will make it their responsibility to ensure all the steps necessary
to guarantee their social security and medical coverage.
1.11. Security Measures
Oxfam will send the security measures to the service provider, who undertakes to follow
them at all times. Non-compliance removes any liability of Oxfam regarding the safety of the
person or persons concerned and will immediately lead to the termination of this contract.
1.12. Confidentiality And Use Of Information
The service provider undertakes to refuse any advertising, commercial or outside profits for
his own account. He undertakes not to make any statement to the media in connection with
the mission/support without the agreement of Oxfam, or use at any time the information,
funds and equipment at their disposal of either Oxfam or of the partner or local institutions for
purposes other than those outlined in the contract.
1.13. Ethical and Professional Conduct
The service providers cannot be in one of the following situations:
− be bankrupt or being wound up, be insolvent, having their affairs administered by the
courts, have entered into an arrangement with creditors, have suspended business
activities, bee the subject of proceedings concerning those matters, or be in any analogous
situation arising from a similar procedure provided for in national legislation or regulations;
− have been convicted of an offence concerning their professional conduct by a judgment that
has the force of res judicata;
− have been guilty of practices of collusion;
− have been the subject of a judgment that has the force of res judicata for fraud, corruption,
involvement in a criminal organization or any other illegal activity.
− have not fulfilled obligations relating to the payment of social security contributions or the
payment of taxes in accordance with the legal provisions of the country in which they are
established or those of the country where the contract is to be executed;
− do not respect basics social rights and working conditions, and the labour legislation of the
country in which they are established or in the country where the contract is to be
performed;
− employ child labour;
− have been guilty, in the framework of another purchase process, of grave professional
misconduct proven by any means that Oxfam can justify;
− be subject to a conflict of interests;
− be guilty of misrepresentation in supplying the information required by Oxfam;

− make gifts to personnel of Oxfam and/or the partner organisation.
− make threats to the personnel of Oxfam and/or the partner organization
− be involved in the production of tobacco
− be involved in the production and sale of arms
− be involved in acts of piracy or terrorism
The service providers
− will ensure that their conduct is consistent with the human rights framework to which Oxfam
subscribes.
− will contribute to preventing all forms of criminal or unethical activities.
− will comply with local security management guidelines of Oxfam and will act on appropriate
risk assessments of Oxfam.
− will behave in such a way as to avoid any unnecessary risk to the safety, health and welfare
of themselves and others, including partner organizations and beneficiaries.
− will use their discretion when handling sensitive or confidential information during the
execution of their contract with Oxfam.
− will seek authorization where necessary before communicating externally in Oxfam’s name
and will be cautious to avoid any unintended detrimental repercussions for Oxfam.
− will make every effort to protect the environment (nature) and work sustainably.
− will be sensitive and respectful of local customs and cultures
− will contribute to a work environment characterized by mutual respect, integrity, dignity and
non-discrimination.
− will not work under the influence of alcohol and will not use or be in possession of illegal
substances in Oxfam's premises, vehicles or accommodation.
− will not engage in relationships or behaviour based on exploitation, abuse or corruption.
− respect the rights of others, including the rights of children, and will not engage in the abuse
or sexual exploitation of children, or any other person of any age.
− will never trade money, job offers, jobs, goods or services for sexual acts or any other
humiliating, degrading or exploitative behaviour.
The service provider must sign a statement accordingly. Oxfam reserves the right to enquire.
Non-respect of one or more ethical and professional clauses may result in
− Dissolving the contract
− Excluding the service provider from future IQ’s from Oxfam
− Informing the donor
1.14. Penalties
Oxfam expects to receive the deliverables as per schedule under 1.6. If the service provider
fails to submit the deliverables on time, the service provider has to pay a penalty fee for
every week delay (2% per week of total contract up to two weeks, then increases to 3% for
the next two weeks). Beyond a delay of one month, this will be considered as a unilateral
termination of the contract by the service provider.
Would the delay be independent of the service provider due to force majeure and proof
thereof provided by neutral instances, the service provider will inform Oxfam ahead of time. If
Oxfam accepts the case of force majeure, the contract may be terminated or a mutual
agreed revised schedule can be defined, which will replace the one under 1.6. .

1.15. Modification of contract
Any modification of the contract requires the prior written agreement of both parties.
1.16. Cancellation Of Contract
The contract may be terminated by either party in case of force majeure as defined in article
1.17. Termination for force majeure must be announced by the party asserting it, in writing
with a motivation and written proof provided by neutral instances. The other party shall notify
its acceptance or refusal in writing, with a motivation.
In case of unilateral termination of the contract by the service provider without any motive
able to be considered as one of force majeure, no incurred costs will be refunded, and
eventual advance payments will have to be repaid to Oxfam.
The contract may be terminated by Oxfam in case of non-compliance by the service provider
with the security measures (1.11), the clause on confidentiality and use of information (article
1.12) or the ethical and professional conduct (article 1.13). The contract will be automatically
terminated upon the sending by Oxfam of a registered letter, stating the termination as well
as the causes thereof. No incurred costs fees will be refunded eventual advance payments
will have to be repaid to Oxfam.
1.17. Force Majeure
Force majeure means any situation or event which is unforeseeable and exceptional,
independent of the will of the parties and not due to the fault or negligence of any of them (or
any of its subcontractors, agents or employees) which prevents either party to perform any of
its contractual obligations and which could not be overcome despite all due diligence (e.g.
evacuation).
A case of force majeure must always be notified immediately when it occurs, in writing,
providing motive and proof by neutral instances.
In case of force majeure resulting in a disruption in the field, the actual costs incurred and
already spent by the service provider will be reimbursed on the basis of supporting
documentation (transport, hotel). The fees will be paid in proportion to the number of days of
actual execution of the contract. The eventual continuation of the mission will be the object of
an addendum to this contract (1.14)..
1.18. Legal Disputes
The Parties agree to attempt initially to solve all claims, disputes or controversies arising
under, out of or in connection with this Agreement by conducting good faith negotiations. If
the Parties are unable to settle the matter between themselves, the matter shall thereafter be
resolved by alternative dispute resolution, starting with mediation and including, if necessary,
a final and binding arbitration.
In the event of the mediation not being successful, the arbitration proceedings will be
conducted according to the Lao Law and following the local court jurisdiction of Sikkothabong
district, Vientiane Capital.
1.19. Payment Conditions
− 50% of total amount upon completion, submission and approval by Oxfam of the following
deliverables: Design and development of the workshop and PVMSC guidelines and
facilitation of the inception workshop
− 30% of the total amount upon completing the coaching and follow-up on the PVMSC practices
in four provinces
− 20% of total amount upon submission and approval by Oxfam of the final report

Oxfam can only pay on an account number belonging to the legal entity (enterprise or moral
person) with which the contract has been signed and only on an account number in the country
where this entity is established.
2. Submission procedure
2.1. How to submit
Documents must be in English. Respect the instruction below. Documents must not be signed,
excepted the declaration on ethical and professional conduct.
2.1.1. Administrative details
- Name of the enterprise and the responsible;
- address;
- telephone, fax and e-mail;
- legal status
- VAT-number and/or chamber of commerce reference (if applicable).
- Name and address of the bank, account number, IBAN and SWIFT code. Oxfam can only
pay on an account number belonging to the legal entity (enterprise or moral person) with
which the contract has been signed and only on an account number in the country where this
entity is established.
Join a copy of your register of commerce or other proof of legal existence. Join proof of legal
registration in Lao PDR..
2.1.2. Financial quote (in Euro) (in Excel)
The quote must include:
− Consultancy fees: unit price, number of days, total price
− VAT. If you are exempted please provide proof thereof.
− Grand total
2.1.3. Technical proposal (also consult 1 and 1.7)
− Letter of interest stating relevant experience and qualifications
− CV/company profile with contact details for 3 references
− Proposed approach/methodology for data collection and analysis during the assignment
− Sample of previous work.
− Team composition
2.1.4. Time schedule
2.1.5. Signed declaration on ethical and professional conduct
Suppliers have to sign a declaration on ethical and professional conduct. See annex 2.
2.2. Deadline for submission and validity of the quote
The quote must be received no later than 15 July 2020 at 5PM Laos time. Any quotes coming
after this deadline can be rejected. The quote has to stay valid until 30 July 2020 at 5 pm
Laos time
2.3. Where to submit (address for submission of the quote)
You can submit your quote by sending an e-mail to: Procurement.Laos@oxfam.org. If you
experience e-mail problems please contract HR at +856 20 555 69632.
Quotes should mention the reference of the IQ.
2.4. Clarifications and contact
You can contact Oxfam before the date for submission quotes to seek clarification.
Oxfam can contact you
- to inform you of errors, lack of accuracy, omissions or other faults in the IQ.

- to ask you to complete your file.
- to negotiate the price.
All communication has to be in writing (e-mail )
3. Award procedure
Oxfam will appoint a selection committee of at least three (3) persons, which will
- check whether the bidders meet the exclusion criteria
- assess each quote which has passed the exclusion stage.
3.1. Exclusion
- Any quotes that arrive after the deadline date can be excluded;
- Any quote that exceeds the budget may be excluded
- Any quote that is not in Euro will be excluded.
- Any quote without proof of legal existence will be excluded
- Any quote without proof of legal registration in Lao PDR will be excluded.
- Any quote without signed declaration of compliance with the ethical and professional code of
conduct will be excluded
3.2. Award
Oxfam awards the contract to the bidder offering the best value for money. Oxfam is not under
any obligation to choose the quote with the lowest price.
Oxfam will use a point system. The proposal with the highest number of points will be selected.
Award Criteria

Maximum points

Quality and relevance of the proposal
Experience record
Team Composition
Time schedule
Price

20
15
20
15
30

Total number of points

100

(the quote with the lowest price shall be awarded the highest score for the price criterion)
3.3. No obligation to award
Please note that Oxfam is not bound to select any of the proposals submitted.
3.4. Communication of award and signing of contract
The unsuccessful bidder will receive a no award notification, which will contain the reasons
for the non-selection. The successful bidder will receive a notification of award. This
notification shall be accompanied by the contract.
If the successful bidder makes changes to the contract without the prior consent of Oxfam,
Oxfam will not countersign and the contract may then be awarded to the candidate in second
place or Oxfam can decide not to proceed to a purchase..
The contract will enter into force after signature by the supplier and Oxfam, copy received by
e-mail being proof.

