
 
 

 
Your data will be included in a file owned by UCLG for tax and accounting regulation compliance and for sending information about its activities and events. You may 

exercise your rights by submitting a request addressed to UCLG (Carrer Avinyó 15, 08002, Barcelona, Spain) attaching a photocopy of your ID or Passport. 

 

 
 

 

The Secretary General 
 

                   Barcelona, 8th April 2016 

 

Subject: CALL FOR TENDERS  

 

 
Dear Tenderer, 

 
United Cities and Local Governments, the world local and regional government 

organization based in Barcelona, is looking for a partner to offer an independent 

reporting service providing daily coverage of the UCLG World Congress and Second 

World Assembly and produce written online reports on the main thematic areas, 

complemented and photos from the event.  

 
We are pleased to publish an open call to provide event reporting services for 

UCLG’s World Congress with ref. 001-2016. All the information related to the 

purchasing procedure is contained in Annexes 1 and 2. We kindly recommend you 

read it carefully and follow the instructions contained in these documents. 

 
UCLG is the world organization representing local and regional governments and the 

contracting party in this tender will be the UCLG World Secretariat, based in 

Barcelona (Spain). The contract will be governed by Spanish law and the courts of 

Barcelona. 

 
The principles of transparency, publication and dissemination, free access, equality, 

competition, economy and fairness will be respected by UCLG in this tender. 

 
Yours sincerely, 

Documents attached: 

• Annex 1: Technical Terms of Reference 

• Annex 2: Contractual References 
 

 

 
Yours sincerely, 

 
                                                      
 
                                                                             
        Josep Roig 

Secretary General 
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Ref. 001-2016 - Annex 1 

 

 
Terms of reference for Reporting Services 

 
 

The World Summit of Local and Regional Leaders, organized by United Cities and Local 

Governments (UCLG), is the largest, most influential, global gathering of mayors, councillors, 

local governments, and our partners. 

  

The 2016 edition of this triennial Summit, “Local Voices for a Better World”, will be held on 12-15 

October in Bogotá, Colombia, back-to-back with the Habitat III Conference.  

 

The Summit will see the celebration of the 5th World Congress of UCLG as well as plenaries, 

policy fora and networking activities open to the over 3,000 locally elected leaders and 

practitioners in attendance.  

 

It will be an opportunity for local governments to discuss the major social, environmental, 

economic and cultural trends that are affecting our day-to-day work on the ground, as well as to 

define the Key Recommendations of Local and Regional Governments to Habitat III. 

 

But the World Summit of Local and Regional Leaders is not just about policy. It’s also the ideal 

place to reinvigorate the international municipal movement and strengthen the global 

network of local and regional leaders by allowing us to meet face-to-face, share our 

experiences, and learn from one another. 

 

UCLG wishes to award a contract to an independent reporting service to provide daily 

coverage of the World Summit and Second World Assembly and produce written online 

reports on the main thematic areas, complemented with photos from the event.  

 

 

1. REQUIREMENTS AND WORK METHODOLOGY 

 

The onsite reporting contractor will report on events and announcements made at both the 

World Summit and the Second World Assembly, Bogota (12-15) October and Quito (One 

day between 16-18 October TBC). The contractor will provide daily written reporting and a 

summary of the events at the end of the Congress. The daily and post-Congress summary 

reports should be made available in digital form, hosted by the contractor, with an option 

for users to print a cleanly-formatted version from the website. All contents could be used 

by UCLG for any further communication. 

 

 The World Summit of Local and Regional Leaders, the 5th Congress 

 

Information can be found on dedicated website of the World Summit of Local and Regional 

Leaders, the 5th Congress of our World Organization: www.bogota2016.uclg.org/en/welcome  

 

Sessions to be covered: 

 

Preliminary schedule of Summit events: The Summit will see the celebration of the 

5th World Congress of UCLG as well as plenaries, policy fora and networking activities 

open to the over 3,000 locally elected leaders and practitioners in attendance.  

http://www.bogota2016.uclg.org/en/welcome
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During the Summit, the onsite-reporting contractor will cover the debates and motions 

related to the 3 plenaries and all policy dialogues scheduled that will be based on the 

cornerstones of the Global Agenda of Local and Regional Governments for the 21st 

Century. These sessions will see mayors, governors, high-level representatives of national 

governments, intergovernmental organizations, civil society, academia, development agencies, 

finance institutions and the private sector come together to discuss the Agenda and present it to 

the world.  
 

 Plenaries (including Opening and Closing) 

 Policy Dialogues  

 UCLG Community Forums  

 Guide/Publication Launch  

 Learning Forum  

 Partners Session  

 Second World Assembly of Local and Regional Governments  

 3 Award Ceremonies 

 

 

Plenaries on the Policy Agenda 

 

 The Era of Strong Local Government: Recalling the Spirit of Habitat II 

Strong local governments are crucial for the wellbeing of all. The UN Member States gathering at 

Habitat III will need to remember the spirit of Habitat II, which acknowledged local governments 

as “the closest partner” of UN Habitat and “essential” in the implementation of the Urban 

Agenda.  

 

 Linking up the 2030 Agenda and the New Urban Agenda 

In order to ensure that no one is left behind, local and regional governments need to be directly 

involved in the monitoring, implementation and financing of both the 2030 Development Agenda 

and New Urban Agenda. 

 

 From Bogotá to Quito: A Seat at the Global Table 

The local and regional leaders gathered in Bogotá will present our key recommendations for 

Habitat III. We will propose concrete mechanisms for a global governance architecture to ensure 

that the implementation of the New Urban Agenda involves all local and regional governments. 

 

 

Policy Dialogues on the Cornerstones of the New Urban Agenda as the basis for Global 

Development 

 

 Stronger, More Accountable Local and Regional Governments 

 The Right to the City at the Heart of the New Urban Agenda 

 Territories for Sustainable Local Economic and Environmental Policies 

 Drive Bottom-up National Development 

 Building the Spirit of Solidarity 

 Financing the New Urban Agenda 

 The Future of Cities 

There will also be three meeting places for the different local government communities that 

make up the broad UCLG family. This will allow each local government community to discuss the 

issues relevant to its own perspective, as well as its contribution to the network as a whole. 
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Community Forums 

 

 Constituencies: Metropolitan and Peripheral Cities; Intermediary Cities; Territories (small 

municipalities and rural areas); Locally Elected Women. 

 Local Government Associations 

 Regional Governments 

 

 

The 2016 World Summit will produce four major outputs: 

 

The Global Agenda of Local and Regional Governments for the 21st Century 

 

The Global Agenda of Local and Regional Governments for the 21st Century will reflect the vision 

and legacy of local and regional authorities on the main challenges of the global development 

agendas (SDGs, Habitat III) and voice priorities that are not currently included in the global 

negotiations.  

 

The Fourth Global Report on Local Democracy and Decentralization (GOLD IV)  

 

The Global Agenda will be accompanied by the 4th Global Report on Local Democracy and 

Decentralization (GOLD IV). This report will provide analysis, examples of local government 

innovation, and case studies from across the world to support the recommendations of the 

Global Agenda. 

 

The Bogota Statements   

 

The Bogota Statements, concise and politically-driven, will reflect the major challenges that local 

and regional governments have identified over the course of the Summit, as well as its major 

outcomes.  

 

The Key Recommendations of Local and Regional Governments to Habitat III  

 

The Key Recommendations, based on the outcomes of the Second World Assembly of Local and 

Regional Governments, are the main proposals that the constituency will take from Bogotá to the 

Habitat III Conference in Quito.  

 

 

 The sessions of the World Assembly October (tbc) 

 

Second World Assembly of Local and Regional Governments in Bogotá (14 October) and in 

Quito (either 16 or 17 or 18 October tbc) 
 

The 2016 World Summit will also see the celebration of the Second World Assembly of Local and 

Regional Governments. 

 

The Second World Assembly is an initiative of the Global Taskforce of Local and Regional 

Governments (GTF), facilitated by UCLG. It is the inheritor of the First World Assembly of Cities 

and Local Authorities, which took place in Istanbul just before Habitat II in 1996.  

 

The Second World Assembly has been officially recognized by the United Nations General 

Assembly in recognition of the role local authorities and communities play in sustainable urban 

development and in the implementation of the New Urban Agenda. 

 

The Second World Assembly is the mechanism through which the local and regional government 

constituency will make its joint inputs to the Habitat III process. 
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The contractor will also report on major announcements made at the 2nd World Assembly 

as well as on the highlights of the debates on the assigned motions and on the decisions 

taken. 
 
 

Specific sessions may change between now and the World Summit. UCLG will provide 

contractor advance notice of any changes to this list that occur after the signing of the 

reporting contract. 
 

 

 

2. SPECIFIC TASKS 

 

The contractor will be required to conduct the following specific tasks: 

 

 Be well-versed in advance of the Summit in the issues to be covered listed in the 

programme;  

 

 Attend daily assignment meetings during the Congress with the UCLG 

communications team to verify and update the list of events to be covered that 

day; 

 

 Report on the topics and other assignments with written and photographic content; 

 

 Host daily and post-Congress summary reports online and photos; 

 

 Distribute daily and post-Congress summary reports with photos to an established 

audience relevant to UCLG but beyond UCLG’s established reach, including through 

website, non UCLG social media accounts, email and other electronic means; 

 

 Conduct follow-up interviews with key experts as specified by UCLG, speakers or 

others to ensure accurate and robust coverage of each topic; 

 

 Work with UCLG to develop strategies for covering the most relevant events and 

announcements related to each issue. 

 

 Provide advice to UCLG on how to best reach its targeted audiences with this 

information. 

 

 

3. EXPECTED DELIVERABLES 

 

The contractor will be required to deliver the following results and products in close 

coordination with the Congress communications, World Summit and World Assembly 

teams: 

 

 Provide personnel to attend the meeting 

 

 Summary reports written in English, Spanish and French including photographs, on 

each issue to be covered, posted online and made available for print, email and 

social media distribution at the end of each day of the Congress; 

 

 Create a unique webpage that includes links to the official Summit website and 

information for participants and other websites as requested; 
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 Distribution of daily and summary reports via email, social media and other 

channels, which can be photocopied and distributed to each of the participants and 

distributed through electronic mail networks; Post daily digital photos from the event; 

 

 Updates at the end of each meeting for the website 

 

 Social media updates and posts throughout each day 

 

 Final summary report of approx. 4 pages drawing from and synthesizing reports on 

decisions taken and major announcements from the Congress to be provided in a 

well-designed and easy to read PDF document 

 

 Copies of all photos for UCLG 

 

 Translations of all reports and summaries into French and Spanish 

 

 Distribute copies of the summary report  policy makers and stakeholders, and post the 

report on social media; 

 

 Create a prominent link to coverage of this meeting 

 

 

 

4. PREFERRED COMPETENCIES 

 

In addition to the above requirements, UCLG prefers candidates which are: 

 

 Able to cover the topics with adequate but not excessive numbers of on-site 

reporting staff; 

 

 Credible sources of reporting for UCLG´s audiences, including demonstrated prior 

knowledge of the issues to be covered; 

 

 Able to host and the daily and post-Congress summary reports online; 

 

 Able to distribute the daily and post-Congress summary reports to an established 

audience relevant to UCLG but beyond UCLG’s established reach, including through 

social media, email and other electronic means; 

 

 Able to drive web traffic to the reports; and 

 

 Able to capture photographs to augment the written daily and post-Congress 

summary reports. 

 

 

 

5. DURATION OF THE ASSIGNMENT 

 

The duration of the reporting assignment is estimated over the period of 12 to 15 October 

2016 in Bogotá and one day in Quito between 16-18 October, TBC. The assignment also 

includes working days for meetings with the Congress Communications Team and other 

stakeholders to discuss background on the topics to be covered and to discuss specific 

editorial assignments and to complete the deliverables. 
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6. TRAVEL TO AND FROM MEETINGS 

 

All related travel, lodging and subsistence costs to, from and during the stay in Bogota and 

Quito will be covered by the project as described in the Pricing Information section  of this 

document. 

 

 

7. LANGUAGE 

 

All materials shall be produced in English, and the contractor will be responsible for 

translating them into French and Spanish. English will be the working language during the 

consultation meetings. 

 

 

8. ADDITIONAL SERVICES 

 

Additional,  related  services  offered  by  the  contractor  that  would  enhance  the  

overall  presentation  and distribution of the reporting will be considered at UCLG’s 

discretion upon receipt of Proposals. 

 

 

9. LOGO PLACEMENT 

 

The contractor will be required to allow UCLG´s logo visibility on the web space created to 

house the reports from the UCLG Congress. 

 
 

10.   INFORMATION TO BE PROVIDED BY PROPOSERS 

 

By participating in this Tender, Proposers are indicating their acceptance to be bound by the 

conditions set out in this Tender. 

 

This Part details all the information Proposers are required to provide to UCLG. Submitted 

information will be used in the evaluation of Proposals. Proposers are discouraged from sending 

additional information, such as sales brochures, that are not specifically requested. 

 

11.   TECHNICAL INFORMATION/SERVICE PROPOSAL 

 

Proposers are required to submit the following details in their technical proposal: 

 

 Website of the Proposer; 

 

 General approach to reporting on international political or global development events, 

including relevant examples of past experience, an assessment of anticipated challenges 

and potential solutions, and an outline of the team the contractor will send to the event 

including the number of people, total anticipated number of work days, hotel nights and 

rest days in New York, Bogota and Quito. Please note that the last session of the Second 

World Assembly portion of the Congress in Quito may require fewer reporters since there 

are no parallel events to cover; 

 

 Relevant examples demonstrating the capacity of the Proposer to produce quality digital 
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reports and communications tools that are comparable to what it would provide for the 

UCLG Congress. Please note any differences between the examples and what the 

Proposer would provide for UCLG; 

 

 One relevant example or description demonstrating the online distribution capacity of the 

Proposer and a description of the type of distribution UCLG can expect for the reporting 

from the UCLG Congress event; 

 

 Additional Services – details of additional, related services that the Proposer considers 

would enhance the overall presentation and distribution of the reporting. Please note that 

these will not form part of the evaluation of Proposals and will only be used in the final 

contract negotiations with the selected Proposer. 

 

 

12.   PRICING INFORMATION 

 

Proposers are required to submit a fixed and firm price for the core services. Please provide 

separate fixed and firm prices for each additional service relating to section specific tasks and 

expected deliverables of this document. 

 

Prices include all costs. 

 

Submitted rates and prices are deemed to include all costs, insurances, taxes, fees, expenses, 

liabilities, obligations, risk and other things necessary for the performance of the Requirement, 

including charges for any rest and travel days. Any charge not stated in the Proposal as being 

additional, will not be allowed as a charge under the resultant Contract. 

 

Currency of proposed rates and prices 

 

Unless otherwise indicated, all rates and prices submitted by Proposers shall be in dollars. 
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ANNEX 2 CONTRACTUAL BINDING CONDITIONS 
 

 
 

Ref. Tender: 001 -2016 
 

 

Publication date: 11/04/2016 Deadline for submitting 

tenders: 

09/05/2016 18:00

 

Document: Contract notice. Reporting services for UCLG’s World Congress  
 

Name and address of 

the Contracting 

Authority: 

ORGANIZACION MUNDIAL DE CIUDADES Y GOBIERNOS LOCALES 

UNIDOS (UCLG) 

Avinyó 15 

08002 Barcelona (Spain) 

Tel: +34 933428750 

Fax.: +34933428760 

e-mail: tender@uclg.org 
 

Short Description: To provide event reporting services for 5th UCLG’s World Congress    
 

More information included in Annex 1 
 

  

Contract type: Service Contract 
 

Duration of the 

contract: 

6 months

 

Procedure type: Open procedure 
 

Budget: Not defined. Please, see selection criteria 
 

Language of the 

services and 

communication: 

 

 
English, French, Spanish 

 

Language submission 

(preference) 

 

English, French, Spanish 

 

Status: Open 
 

Notification of award 

to the successful 

tenderer: 

 

 
15 days after deadline for tenders 

 
 
 
 

1) The contractor is responsible for implementing the task entrusted to it in the Terms of 

Reference (see Annex 1) 

 

2) Legal aspects: 

• UCLG may require information on the Tenderer to be in compliance with their 

obligations relating to the payment of social security contributions or the payment of 

taxes in accordance with the legal provisions of its country. 

• Following the notification of award, tenderer(s) to which the contract is to be 

awarded, must supply evidence about fiscal residence in its country. 

mailto:tender@uclg.org
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• The Tenderer and its staff must comply with human rights and undertake not to 

offend the political, cultural and religious mores of the country(ies) where the 

action is implemented. In particular and in accordance with the applicable basic act, 

tenderers who have been awarded contracts must comply with core labour 

standards as applicable and as defined in the relevant International Labour 

Organisation conventions. 

• Intellectual property originated by the awarded tenderer shall be the sole and exclusive 

property of UCLG.  

 

 

3) Drafting and content of the tender documents to be submitted by the tenderer. Tender 

documents must contain the following provisions and information: 

 

• Description of the Tenderer (Organization, Expert, Consultant, Company…) and the 

persons having powers of representation, decision making or control. 

• Key experts and CVs, in case individuals involved. 

• Technical offer according to Annex 1 requirements. 

• Financial offer including indirect tax if applicable. 

• All the financial identification information including the financial identification number. 

In a later phase of the contract drafting, the bank account details will be provided to 

UCLG. 

 

4) The Tender set of documents need to be sent to UCLG no later than the date and time 

indicated at the deadline set up above by e-mail to: tender@uclg.org. It will not be 

accepted any tender beyond the submission date, except that otherwise informed in the web 

site. 

 

5) In case additional information is required to submit the proposal, we kindly invite you to 

contact UCLG in the e-mail address tender@uclg.org. Only relevant questions in writing 

concerning clarifications of the Tender will be answered. 

 

6) Tenderers are entitled to withdraw their offer at any time. 

 

7) UCLG might request additional information of the proposal in case unclear concepts 

raised to UCLG. If this is the case, the tenderers whose submissions require clarification, will 

be asked to reply within a reasonable deadline set by the assessment team. If the tenderer 

submits a self-declaration/statement as documentary proof, the contracting authority 

reserves the right to ask for further documentary evidence. 

 

8) If UCLG suspects that a candidate, tenderer or applicant does not comply with the rules, it 

must ask the candidate/tenderer/applicant to provide evidence demonstrating actual 

compliance with the applicable rules. 

 

9) Evaluation Criteria: UCLG will take care that the awarded tenderer does not have a 

potential conflict of interest with the organization and will decide whether or not the 

submitted proposals: 

 

• Comply with the essential requirements of the tender dossier: technical, 

administrative and financial. 

• Satisfy the requirements set in the tender dossier 

• Contains the complete documentation 

• Language required by the tender dossier has been used 

mailto:tender@uclg.org
mailto:tender@uclg.org
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The selection criteria concern the tenderer’s capacity to execute the contract. The 

successful tenderer will be the one submitting the least expensive tender classified as 

‘technically compliant’ during the evaluation. 

 

10) The tenders will be assessed according to the eligibility and the financial, economic, 

technical and professional capacity of the tenderers. Tenders will be compared and the 

contract awarded. The decision of who is the successful tenderer will be final. 

 

11) Choice of contractor: 

 

As a result of its deliberations, UCLG will decide on the following recommendations: 

 

• Award the contract to the tenderer which has submitted the least expensive offer and 

complies with the formal, technical, administrative and financial requirements 

• Cancel the tender procedure: 

 

Once award of the contract the successful tenderer will be notified. 

 

12) Once the tenders have been analysed, they are compared and the successful tenderer is 

chosen. No negotiation is allowed. 

 

13) UCLG must ensure equal treatment of tenderers and keep the tenders confidential. 


