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TERMS OF REFERENCE (TOR) FOR INSTITUTIONAL CONTRACTORS 
International Institutional Consultancy for conducting training for Government professionals on effective 

communication with media and the public 
 

  
1. Background and Context  

During the last three years, and based on regular monitoring of trends in knowledge, attitudes and practices on 
COVID-19 and vaccine-preventable diseases as well as on various public perception surveys, UNICEF 
Montenegro country office has continuously supported and improved capacities of key institutions in 
Montenegro in risk communication and community engagement (RCCE) activities related to ongoing 
pandemics, communicable diseases and other public health risks and events.  

Maintaining population’s trust in the capacity of the public health system to safely meet essential needs and to 
mitigate infection risk in various settings as well as impact of other public health emergencies and crises, is key 
to ensuring appropriate care-seeking behaviour and adherence to public health advice. Furthermore, when 
health systems are overwhelmed and people fail to access needed care, both direct mortality from an outbreak 
and indirect mortality from preventable and treatable conditions, such as vaccine-preventable diseases, 
increase dramatically and communication is key component and intervention in maintaining public trust and 
guarding people’s lives and health. 

Due to highly complex political situation in the country in the last three years, along with personal overturn in 
the Government and all ministries, many new civil servants and experts were appointed on various positions 
related to COVID-19 response, public communication and other public health risks. Many of newly appointed 
civil servants are health experts with little or almost none previous training, expertise or experience in effective 
communication with the media and public. Therefore, it is crucial and in clear public (especially public health) 
interest, that these people receive the best possible training on media apparencies and communication.  

In that light UNICEF Montenegro will support a high-quality training on effective communication with media 
for a group of at least 12 spokespersons and professionals, from various health institutions in the country, 
nominated by the Ministry of Health. This activity should result in strengthening national health system 
response to current and future public health emergencies and various crisis situations and emergencies related 
to daily work and response of Ministry of Health and health institutions in the country.   

2. Objectives, Purpose & Expected Results 
 

The purpose of the consultancy is to provide technical assistance and organize a 3-day training for up to 12 
Government professionals coming from health sector with the aim of strengthening their capacities for clear and 
effective delivery our key objectives and messages in media interviews (live and recorded), public appearances,   
written media statements and press releases as well as in different situations including crisis communication.. 
 
To this end, suitably qualified and experienced consulting agency / institution specialized in media training will need 
to develop and implement a 3-day on-site training program for Government of Montenegro professionals and 
officials. The training will be interactive and participatory, while the agenda will fit the needs of the 
government professionals and officials. 
 
The training, among other things, should include: 

• Key issues to consider when preparing to speak in public 
• Tips for public speaking/media interviews/media statements/press conferences/participating in 

live media shows 
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• Considerations when drafting a speech/media statement/media interview 
• Tips and considerations for crisis communication 
• Simulation of media interview  
• provision of one-on-one feedback to practice and improve speaking for media and speech/media 

statements/interviews writing. 
 

3. Description of the Assignment 
 
The training will take place in Podgorica, Montenegro’s capital city, and necessary office equipment will be 
made available for it.  
Consulting agency is responsible for development, preparation, and localization of course content, delivering 
the training and organizing transport and accommodation for the trainers. 
The consulting agency will work closely with the UNICEF country team, namely Social and Behavior Change 
Officer, who will provide inputs needed for organizing a training fit to the needs of the Government 
professionals.  
 
A detailed work plan with time frame, training agenda, participants profiles and list of participants will be 
developed and agreed with UNICEF Social and Behavior Change Officer. A teleconference meeting may be held 
between the vendor and the UNICEF team to agree on a timelines and other specificities related to the production of 
these services 
 
The training methodology should be highly interactive with consistent “learning by doing” approach to 
maximize individual engagement and learning while practicing: 

- Presentation skills 
- Key skills that apply to all interview types (maintain control of messaging in tough interviews) 
- Face to face interviews, telephone interviews 
- TV interviews (training on camera) 
- Crisis communication  

Defining and developing key messages  
Training contents should address effectively the following questions: 

• What are the key challenges for speaking to media in different situations and how to handle them 
effectively? 

• What are the key tips for effective speaking to media in different situations? 
• What is a good structure and what kind of information is needed for effective public 

speaking/media statements/media interviews? 
• How to prepare for a participating in a popular live media show? 
• How to handle a crisis communication situation effectively – what are the key challenges and tips? 
• Digital media – key challenges and tips for speaking up through digital media 
• The importance of engagement on social media 
• Role of internal communication for effective external communication in different situations, 

including crisis communication 
• Feedback and recommendations to be shared with individual participants for further improvement 

and practice after the training. 
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4. Deliverables, timelines, and payment schedule  
 

Deliverables Timeline Schedule of Payment 
Based on inputs received from and 
together with UNICEF Montenegro CO 
team and national experts, 
develop,prepare, and finalize course 
content ,a 3-day training outline, agenda 
and training handouts which include 
practice exercises 

June 16th, 2023 

The payments will be made upon 
successful completion of the training. 

facilitate a 3-day training on speaking to 
media and handling media effectively in 
different contexts, including crisis 
communication, for a group of up to 12 
Government of Montenegro professionals 

June 19th – 21st, 2023 

To deliver a short report after the 
training with recommendations for 
potential further activities for 
strengthening Government professionals’ 
capacities for speaking to media and 
effective media handling in future 

July 12th, 2023 

 
 
5. Travel 
 
Bidder shall be required to include the estimate cost of travel in the financial proposal. Travel cost shall be 
calculated based on economy class travel, regardless of the length of travel and ii) costs for accommodation, 
meals and incidentals shall not exceed applicable daily subsistence allowance (DSA) rates, as promulgated by 
the International Civil Service Commission (ICSC) 
 
6. Management and Organisation   
 
Organization: International Institutional consultancy is required for this consultancy.  
 
Schedule: This assignment will commence on June 12th, 2023. 
 
Payment schedule: The payments will be made upon successful completion of the training. 
 
The consultant organization will be supervised by the UNICEF Social and Behavior Change Officer. 
 
UNICEF reserves the right to withhold all or a portion of payment if performance is unsatisfactory, if 
work/outputs is incomplete, not delivered or for failure to meet deadlines. 
 
Duration: 1 month (June 12th – July 12th, 2023) 
 
7. Qualification Requirements 
 

• More than 15 years of international experience in delivering trainings on dealing with media 
(experience in Europe and other developed and middle and high-income countries is mandatory) 
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• Experts with more than 15 years of experience in the field of media to be engaged as trainers – CVs 
of trainers and information on their work and experience in delivering this kind of trainings should 
be included in the technical proposal 

• Availability and ability of trainers to provide feedback during and after the training for strengthening 
capacities of Government of Montenegro professionals for dealing with media effectively in a variety 
of situations, including crisis communication 

• Previous engagement by UNICEF on a similar consultancy is an asset 
 
8. Application procedure  

 
The potential contractor is expected to submit a proposal based on these Terms of Reference. The proposal will 
be evaluated against the following criteria: (1) relevant experience in similar type of work (2) organizational and 
technical capacity of the applicant; (3) efficiency and effectiveness of proposed methodology and technical 
approach; and (4) budget.  
 
The evaluation of submitted proposals against these criteria will be used as a basis for the selection of the 
contractor. 
 
The proposal should contain: 
 
1. Technical Proposal should contain: 
 

• Profile of the organization/institution/agency and experience with similar projects and clients - more 
than 15 years of international experience in delivering trainings on dealing with media (experience 
in Europe and other developed and middle and high-income countries is mandatory);  

• Structure of the team - qualifications and experience of the potential trainers: 
• Experts with more than 15 years of experience in the field of media to be engaged as trainers  
• CVs of trainers and information on their work and experience in delivering this kind of trainings 

should be included in the technical proposal; 
• Detailed description of the methodology and technical approach; 
• Tentative work plan with timeframe and deadlines for deliverables; 
• Reference contacts from other clients. 
• LRPS Form signed 

 
2. Financial Proposal (Budget) should contain: 
 

• Daily fee rates for each team member as applicable, as well as total cost per professional. 
• Estimated travel costs - all travel will be based on most direct and economy class ticket irrespective of 

the duration of the flight.   
• Daily subsistence allowance (DSA) will, where applicable, be paid up to a maximum of the official UN 

rate, as promulgated by the International Civil Service Commission (ICSC). 
• Other costs if applicable. 

 
UNICEF and national partners, namely Ministry of Health, will take care of the provision of the venue and office 
equipment / stationary for all training participants. These costs should not be included in the financial proposal. 
 
The financial proposal shall indicate budget estimated in EUR. 
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8.  Evaluation   
 
Each proposal will be evaluated against a weight allocation of 70 for the technical proposal and 30 for the 
financial proposal. The total maximum obtainable points is 100. 
 

1) Technical components (total of 70 points) 
 
 

Item Technical Evaluation Criteria  MAX 
Obtainable 
Points 

1 Completeness of response 5 
1.1 All requested docs are submitted  5 
2 Relevant experience in similar type of work 15 
2.1 Number of customers, objectives and effects of similar trainings held in the past 10 
2.2 Previous experience with UNICEF on media trainings 5 
3 Organisational and technical capacity of the applicant 30 
3.1 Key personnel:  

relevant experience and qualifications of the proposed trainers 
13 

3.2 Flexibility on the training dates and ability to respond UNICEF Montenegro needs 5 
3.3 Client references 5 
3.4 Company policy on Child labor, Safeguarding and Prevention of Sexual Exploitation 

and Abuse (articulate policies for the protection & safeguarding of children and 
prevention of PSEA)  

3 

3.5 Gender component: At least 1 female in the management structure or ownership of 
the company  

2 

3.6 Workplace policies on disabilities 2 
4 Proposed methodology and technical approach 20 
4.1 Efficiency and effectiveness of proposed methodology and technical approach in 

relation to the ToR requirements 
20 

 Total  70 points 
 
 
Minimum technical score: 70% of 70 points = 49 points 
 
2)  Financial component (total of 30 points)1 

 
- Technical proposal evaluation. Proposals passing the minimum technical pass score (49 points-70% of 

the maximum points obtainable for technical proposal) will continue into the Financial proposal 
evaluation.  

- Financial proposal evaluation. The lowest price proposal will be awarded the full score assigned to the 
commercial proposal.  

- Recommendation. The recommendation for award of contract will be based on best combination of 
technical and financial score.  

- Final award and contracts. Based on verified nominations and final scores, contract negotiations could 
be initiated with one or more successful Proposers.  

- The UNICEF evaluation team will select the Proposal which is of high quality, clear and meets the stated 
requirements and offers the best combination of technical and financial score. 

 

 
1 Financial offer will be reviewed only if Technical proposal meets minimum required quality standards. 


