
Request for Price Offer (PR9998760)  

  

Embassy of the United States of America, Dhaka, Bangladesh takes pleasure to invite your price 
offer for the following services as per scope of work.  Your price quotation should reach our 
office through E-mail at DhakaProc@state.gov on or before August 08, 2021 

Statement of Work (SoW) 
for 

Public Affairs Section Graphic Service Contract 
 
B.1.0.  GENERAL INFORMATION 
 
The primary purpose of this contract is to design and produce visual content/graphics to be 
used for digital and/or general outreach in the full range of publicity and promotional print 
and digital materials, including for social media, website, and video usage, and any other 
purpose determined by the Public Affairs Section (PAS) and the U.S. Embassy for the period 
of 12 months.  At the end of the first six months, based on vendor performance and PAS’ and 
Embassy needs, PAS retains the option to extend or renew the contract for further months 
or years on an annual basis.  
 
B.2.0.  PROJECT REQUIREMENTS 
 
B.2.1.  Budget Allocation 
 
TBD 
 
B.2.2.  Time frame of contract 
 
Period of performance will be 12-months starting from September 01, 2021.  At the end of 
the first six months, based on vendor performance and PAS’ and Embassy needs, PAS retains 
the option to extend or renew the contract for further months or years on an annual basis. 
 
B.2.3.  Target Audiences 
 
The primary audience will be Bangladeshi people.  Secondary audiences may include the 
Bangladesh diaspora, certain foreign nationals residing in Bangladesh, and American 
citizens living in Bangladesh.  Each project/assignment will have a target audience(s) to be 
determined by PAS/U.S. Embassy at the time each respective project/assignment is made.   
 
B.2.4.  Description of Project 
 
The vendor will create and deliver graphics (including infographics) based on project 
themes, ideas, and requirements provided by U.S. Embassy Dhaka to raise awareness and 
disseminate information about Embassy initiatives and activities under any of the U.S. 
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Embassy Dhaka, Public Diplomacy priorities and other special program or events supporting 
U.S. government initiatives in Bangladesh. 
 
U.S. Embassy Dhaka, Public Diplomacy priorities include but are not limited to:  
 
Raising awareness of U.S.-Bangladesh relations and the importance of our bilateral 
partnership, including leading up to and throughout the celebration of 50 years of U.S.-
Bangladeshi diplomatic ties in 2022. 
 

1. Promoting pluralism, democratic principles and good governance, and inclusiveness, 
including tolerance and dialogue, and preventing violent extremism, respect for 
human rights for all, freedoms of the press, expression, and religion, and youth 
leadership development; strengthening civil society and the rule of law; and 
combatting trafficking in persons. 

 

2. Increasing access to quality, student-centered secondary and higher education and 
English language teaching and learning, including with marginalized groups, 
including those with disabilities; promoting study in the United States, and expanding 
U.S. - Bangladesh educational linkages. 

 

3. Promoting inclusive economic growth and prosperity, including entrepreneurship, 
implementation and enforcement of environmentally friendly business practices; 
reducing barriers to trade; strengthening intellectual property rights, and improving 
opportunities for U.S. businesses and promoting U.S. products and American business 
values. 

 

4. Promoting gender equality and women’s and girls’ empowerment and combating all 
forms of gender-based violence. 

 

5. Strengthening networking opportunities and contributions to Bangladeshi society 
and to U.S.-Bangladeshi relations of Bangladeshi alumni of U.S. government exchange 
programs to achieve long-term U.S. government objectives in Bangladesh.  

 
B.2.5.  Detail of the Work Tasks 
 
Under this SoW, graphic assignments will have different programmatic themes and 
audiences with varying deliverable formats.   
 



For each assignment, an Embassy PAS POC will hold a briefing/assignment meeting with the 
vendor to discuss the assignment and outline assignment deliverables and a project work 
plan, including timeline and deadline for delivery of final product.  The meeting will be an 
opportunity for the vendor and the Embassy team to mutually refine the understanding of 
the style and format for and any sensitivities related to the deliverables.   
 
For most assignments, the vendor will be required to create and submit draft content for 
review by the PAS POC within two business days of the briefing/assignment meeting.  For 
most projects, the PAS POC will provide a brief written description of the concept and 
specifications of the format of the deliverables and the period of delivery within one business 
day of the briefing/assignment meeting.  For more complicated assignments, the PAS POC 
will provide the concept description and specifications of the project within three business 
days of the briefing/assignment meeting.    
 
The PAS POC commits to providing verbal and written feedback on the initial content 
submission within two business days of receiving the initial draft content to allow the vendor 
to proceed with his/her assignment in a timely manner.  The PAS team will continue to 
provide feedback on the content as needed until the deliverable is completed, turned into 
the Embassy/PAS POC, and the Embassy acknowledges receipt of the services.   
 
For deliverables requiring an expedited timeline, shorter than described above, PAS and the 
vendor will come up to a work plan, including turnaround date and time for requested 
deliverables.  (Note:  An expedited timeline may require turn around on services of less than 
24 hours.  End note.)  The vendor will incorporate feedback and suggested edits from the 
PAS POC on the draft content and edit accordingly. 
 
The vendor is the sole author/creator of the content; content must be original work and free 
of plagiarism.  If any elements are used from a third party, it must be a public domain work 
or vendor must have secured proper usage rights for reuse.  Vendor will be solely 
responsible for any intellectual property rights contents used in the product or any violation.  
 
The Embassy shall receive exclusive rights to all content produced across all mediums, 
digital and print alike under this contract.  
 
Changes:  In order to avoid errors, any requests for changes to graphics/visual content/text 
and other corrections/changes to a product/deliverable must be provided in writing 
electronically.  Any text with extensive changes must also be provided as marked up hard 
copy, indicating the requested revised graphic/text. 
 
Approvals:  The Embassy PAS POC, in consultation with PAS American officer supervisors 
and other PAS and Embassy staff as deemed necessary, will have primary responsibility for 
reviewing, proofreading, and clearing all final graphics, designs, type, press proofs, test sites, 
etc.  
 
Schedule:  The work outlined in this agreement will be turned around within a reasonable, 
non-rush schedule in accordance with the specific project work plan and final deadline to be 



established by a PAS POC in consultation with the vendor at the beginning of each respective 
assignment.  For most projects, the initial scope of an assignment from PAS to vendor and 
draft concept from vendor to PAS and PAS initial feedback on concept will follow the timeline 
established under B.2.5.  Detail of the Work Tasks.   
 
Payment:  The vendor must bill for each project and may not exceed the established ceiling 
amount per project without prior consultation and approval from PAS POC and contracting 
officer.  The Embassy Procurement section will negotiate to determine the rate for regular 
work delivery and for rushed/compressed turnaround delivery.  The total value of the 
contract should not exceed $8,000 for a year.   Any unused funds obligated for the contract 
will be de-obligated and contract will be closed after consultation between PAS and the 
Embassy contracting officer.  
 
Vendor Responsibility:  Vendor will commit to provide accurate, original, complete, and 
timely information and content to PAS.  Vendor guarantees it has all the necessary rights and 
ownership of content and materials used and produced to permit the U. S. Embassy/PAS to 
use them exclusively.  All designs created must be in accordance with the style guide 
provided by PAS and other Department of State regulations, policies, and procedures.   
 
Confidentiality:  The Vendor agrees to protect all the above information and keep any 
information obtained confidential. 
 
 
B.2.6.  Deliverables 
 
The vendor agrees to provide visual/graphic content services as listed in below. 

1. Design branding and logos (good for use across multiple promotional materials and 
formats (digital, print, video, etc.) 

2. Design x-banners and design and layouts and content for unique poster-shows 
3. Design backdrops, step and repeat backdrops & free-standing/hanging banners with 

logos and other images and graphics and requested. 
4. Develop and produce picture quotes and infographics. 
5. Develop and produce other graphic content for digital media posts, including cover 

photos/images, posts, GIFs, photo posts with captions, etc. (including but not limited 
to Facebook, Instagram, Twitter, LinkedIn, & Embassy websites, etc.). 

6. Develop and produce content in requested dimensions (e.g. same graphic used in 
cover image for Facebook or Twitter and as logo for a program invitation, posters, 
advertisements, and programs, etc.). 

7. Develop/produce any other visual/graphic content required by PAS. 
8. Provide editable files to be used by the vendor may include Adobe’s Photoshop, 

Illustrator, Indesign, Premiere pro and After Effects.  These files must be provided to 
PAS in formats that can be printed/rendered and otherwise produced in scalable 
versions of the design as deemed fit.  Content may be provided digitally and/or 
CD/DVD format.  

 



B.2.7    Qualifications of the Offeror: 
 
The vendor must be able to demonstrate prior experience designing and producing visual 
content/materials that will be used for digital and/or general outreach in the full range of 
publicity and promotional print and digital materials, including for social media, website, 
and video usage, and any other purpose determined by the Public Affairs Section (PAS) and 
the U.S. Embassy.  While it is preferred that the vendor has prior experience working for the 
U.S. Embassy or other U.S. government entities to produce similar visual/graphic materials 
and content, production of similar deliverables for a foreign government’s equivalent of the 
Embassy’s Public Affairs Section (PAS) or American Center like the British Council or Alliance 
Française, an international non-governmental organization (INGO) or U.S. NGO, or a private 
or public sector entity in Bangladesh, preferably focused on culture, education, corporate 
social responsibility, civic engagement, and/or development, is also acceptable. 
 
History of on-time delivery of finished content and open communication with project 
funders. 
 
PAS Points of Contact (POCs):  Principal POCs will be Amena Islam (Embassy Webmaster) 
and Assistant Information Officer (AIO) (Sarah Moore); Information Team Administrative 
Assistant Tazrian Chowdhury will have primary responsibility for maintaining records of 
project assignments, meetings between PAS and vendor, and expenditures for visual content 
services under this contract.  Information Team Admin Assistant’s duties include keeping the 
Webmaster, the AIO, and PAS Financial Analyst up to date on PAS expenditures under the 
contract, notifying them well ahead of time when PAS is approaching the limit of the total 
obligated amount for the contract, and coordinating with PAS Financial Analyst, the Public 
Affairs Officer, and GSO Procurement as directed, to modify the order before additional funds 
are spent to ensure PAS avoids any unauthorized commitments.  
 
Bid Submission Timetable & Guidelines:  
 
Submission Deadline:  Bid proposals must be submitted in English on or before August 8, 
2021 by 4:30 pm through E-mail to DhakaPROC@state.gov. 

 
Pre-Bid Meeting:  GSO Procurement will hold a virtual pre-bid offeror meeting via Zoom to 
allow prospective offerors/vendors to discuss this SOW with key PAS POCs ahead of 
submitting a proposal.  Details of the pre-bid meeting will be available from GSO 
Procurement.  
 
Guidelines for Financial Offer: 
 

A) Bidder may propose separate service rate for task submission deadline with general 
delivery time and for short delivery time against each category of the task. 

B)  Bidder may also propose per assignment cost based on the different volume size of 
the individual task mentioned in the B.2.5.  Detail of the Work Tasks.  

C)  As a Diplomatic Mission, U. S. Embassy, Dhaka is exempted from all kinds of Tax, VAT 
and levies, therefore, no need to include any such amount in your financial proposal. 
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References: 
 
Vendor must provide its existing client list for similar services. 
 


