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Terms of Reference – Printing Services 

 

Assignment Long Term Arrangement for Printing Services 

Duration 36 months with the possibility for extension for 12 
additional months 

 

Start date 15 April 2023 

End date 14 April 2026 

Reporting to Communication and Partnerships Officer  

 

PROJECT/ASSIGNMENT TITLE: 

 
Printing Services for UNICEF Kosovo - Long Term Arrangement (LTAs) 

1. Background: 
 

UNICEF is mandated by the United Nations General Assembly to advocate for the protection of 

the children’s rights, to help meet their basic needs and to expand their opportunities to reach their 

full potential. UNICEF in Kosovo aims to ensure that all children, irrespective of their socio-

economic or ethnic background, have access to quality and friendly services and opportunities to 

help them survive, develop, enrich their potential and become active and responsible citizens in 

their communities. 

 

UNICEF Kosovo requires printing services to produce high quality communication and visibility 

materials that can be widely distributed or displayed for the different purposing including advocacy, 

communications material, donor recognition and branding, awareness raising of the public and 

media about children and work of UNICEF Kosovo. 

 

2. Objectives: 
 

To establish Long-Term Agreement/s (LTA) for the provision of printing services as per the 

requirements and deliverables mentioned in Sections 3 and 4. 

 

To deliver high quality product/s and/or related services as per the timeline and requirements 
specified by UNICEF. 

 

3. Purpose of Assignment and Scope of work: 

 

The Contractor shall carry out one or all the following tasks as per the authorized instructions from 

UNICEF: 

- Printing and production of publications, visibility and communication materials, documents, 

fabric and materials specified on the financial offer template, and their delivery to specified 
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locations 

- Installation in agreed locations (where applicable) 
 
For tasks/assignments which are not specified on the financial template, the contractor will 
provide a quote for the request, and only after written/email agreement by UNICEF on the price will 
the contractor commence work. 
 

5. Deliverables: 

 
The service provider is to deliver printing services that include several products as follows: 

 
a. High-level offset or laser printing services 

 

High-level printing services for publications where the presentation of the product(s) to internal 

and external audiences. Example: Storybooks, notebooks, folders, reports, booklets.  

 
b. Visibility Items 

 

Various shape, size, and material. Examples: t-shirts, vests, USBs (plastic or metal), tote 

bags, mugs, rollups banners, banners, resin sticker, PVC sticker, PVC Foil. 

 

c. Standard Printing 

 

Examples: A4 and A5 Leaflets, simple brochures, large posters and billboards. 

 
The contractor would deliver products on the following procedures: 
 

- Each product to be discussed and draft samples to be provided (upon request) to 

UNICEF for comments and inputs during the production phase. 

- High quality products developed and delivered on time according to specifications 

and instructions provided by UNICEF. 

- Based on a request from UNICEF, the contractor to deliver and install the products 

to the assigned location. 

 

6. Performance Reviews and Evaluations 

 

To be conducted annually.  

 

7. Required qualifications  

 

-  At least 3 years of experience in the commercial printing industry. 

-  Staff: At least three permanent employees with 3 years of experience in design/layout and 
offset printing. 

-  Relevant work experience with international organizations (experience with UN agencies will 
be an asset). 

 
8. Minimum technical requirements: 

a. Profile of the company; copy of company registration.  

b. List your equipment. 
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c. CVs of the key personnel. At minimum three CVs of the regular staff are expected.  

d. Provide reference letters from companies you have worked with.  

e. Previous experience with UN organizations and other international organizations.  

 
Samples: 
 

Submit physical samples of: 

- Assorted sizes including A4, A5 publications (between 10-15 pages). 

- Notebooks  

- Posters (Gloss and recycled paper)  

- Vests and T-shirts with printed logo and text. 

- Roll up banner [any size] 

- PVC Stickers 

 
UNICEF reserves the right to evaluate each area mentioned in section (5) separately and 

select the best vendor for each area. Therefore, UNICEF may sign a Long-Term Agreement 

(LTA) with more than one vendor based on their competencies and strengths in each given 

area of specialty. 

 
Bidders are requested to send two envelopes: one envelope with general info of the company, with 

documents described under a, b, c, d and e above as well as samples of previous work done. Please 

make sure to select the most relevant samples based on the description provided. Second 

enveloper is for the financial proposal, and it is mandatory to use the UNICEF provided template.   

 

9. Evaluation Process and Method 
 

Pass / fail review 

 

Each proposal will be first assessed weather are meeting the minimal technical requirements.  

 

Screening of documents will be desk review process. UNICEF evaluators will assess all 
supporting documents provided by offerors. The minimal criteria that have to be fulfilled by 
companies in order to pass the technical requirements are as follows: 

 

-  At least 3 years of experience in the commercial printing industry. Companies are to 
provide their business registration certificate.  

-  Staff: At least three permanent employees with 3 years of experience in design/layout and 
offset printing. Companies are to provide the list of staff and CV.  

-  Relevant work experience with international organizations (experience with UN agencies 
will be an asset). Companies are to submit a minimum of 5 reference letters out of which 
two must be from international organizations  

- Own pre-press, press equipment, binding & finishing and/or other specialty equipment list 
provided. 

- Quality of the provided samples. Companies are to submit samples in accordance to point 
8 of the ToR. 

 
Only the offerors that fulfill all of the above requirements will be evaluated financially.  
 

Financial Evaluation 
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Bids that are found to be technically acceptable shall be evaluated based on price and UNICEF 
will award the contract as per the lowest priced, most technically acceptable offer evaluation 
methodology. 

 

At any time during the evaluation process UNICEF may request clarification or further information 
in writing from Bidders. 

 

The Bidder’s responses shall not contain any changes regarding the substance, including the 
technical and financial part of their offer. 

 

 

10. Application and submission of the technical and financial proposal 

 

Interested Local companies are requested to apply with technical and financial proposal, as per 
details presented above.   

 

Offers to be submitted in the separate sealed envelopes for technical (including samples) and 
financial components, latest by 27 March 2023, before 15:00h with the remark “Printing Services 
for UNICEF Kosovo” at address “Ramiz Sadiku” building, Ukshin Hoti Street, C3/21 Prishtina. 

 


