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SRI LANKA CONVENTION BUREAU
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of 
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[bookmark: _Hlk147926026]
Section I - Instructions to Vendors ( ITV)
ITV shall be read in conjunction with the section II -Bidding Data Sheet (BDS)

	A: General

	1. Scope of Bid
	1.1 The Purchaser named in the Data Sheet invites you to submit a quotation for the supply of Goods as specified in Section III Schedule of Requirements. Upon receipt of this invitation, you are requested to acknowledge the receipt of this invitation and your intention to submit a quotation. The Purchaser may not consider you for inviting quotations in the future, if you failed to acknowledge the receipt of this invitation or not submitting a quotation after expressing the intention as above.

	B: Contents of Documents

	2. Contents of Documents
	2.1 The documents consist of the Sections indicated below.

· Section I. Instructions to Vendors (ITV)
· Section II. Data Sheet
· Section III. Schedule of Requirements
· Section IV. Technical Specification & Compliance with Specifications
· Section V. Quotation Submission form(s) 

	C: Preparation of Quotation

	3. Documents Comprising your Quotation
	3.1 The Quotation shall comprise the following:
(a) Quotation Submission Form and the Price Schedules;
(b) Technical Specifications & Compliance with Specifications

	4. Quotation Submission Form and Price Schedules
	4.1 The vendor shall submit the Quotation Submission Form using the form furnished in Section V. This form must be completed without any alterations to its format, and no substitutes shall be accepted. All blank spaces shall be filled in with the information requested.
4.2 Alternative offers shall not be considered. The vendors are advised not to quote different options for the same item but furnish the most competitive among the options available to the bidder.

	5. Prices and Discounts
	5.1 Unless specifically stated in Data Sheet, all items must be priced separately in the Price Schedules.
5.2 The price to be quoted in the Quotation Submission Form shall be the total price of the Quotation, including any discounts offered.
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	5.3 The applicable VAT shall be indicated separately.

5.4 Prices quoted by the vendor shall be fixed during the vendor’s performance of the Contract and not subject to variation on any account. A Quotation submitted with an adjustable price shall be treated as non-responsive and may be rejected.

	6. Currency
	6.1 The vendors shall quote only in Sri Lanka Rupees.

	7. Documents to Establish the Conformity of the Goods
	7.1 The vendor shall furnish as part of its quotation the documentary evidence that the Goods conform to the technical specifications and standards specified in Section IV, “Technical Specifications & Compliance with Specifications”.
7.2 	The documentary evidence may be in the form of literature, drawings or data, and shall consist of a detailed item by item description of the essential technical and performance characteristics of the Goods, demonstrating substantial responsiveness of the Goods to the technical specifications, and if applicable, a statement of deviations and exceptions to the provisions of the Technical Specifications given.
7.3 If stated in the Data Sheet the vendor shall submit a certificate from the manufacturer to demonstrate that it has been duly authorized by the manufacturer or producer of the Goods to supply these Goods in Sri Lanka.

	8. Period of Validity of quotation
	8.1 Quotations shall remain valid for the period of sixty (60) days after the quotation submission deadline date.

	9. Format and Signing of Quotation
	9.1 The quotation shall be typed or written in indelible ink and shall be signed by a person duly authorized to sign on behalf of the vendor.

	D: Submission and Opening of Quotation

	10. Submission of Quotation
	10.1 Vendors may submit their quotations by mail or by hand in sealed envelopes addressed to the Purchaser bear the specific identification of the contract number.
10.2 If the quotation is not sealed and marked as required, the Purchaser will assume no responsibility for the misplacement or premature opening of the quotation.

	11. Deadline for Submission of Quotation
	11.1 Quotation must be received by the Purchaser at the address set  out in Section II, “Data Sheet”, and no later than the date and time as specified in the Data Sheet.

	12. Late
	12.1 The Purchaser shall reject any quotation that arrives after the





	Quotation
	deadline for submission of quotations, in accordance with ITV
Clause 11.1 above.

	13. Opening of Quotations
	The Purchaser shall conduct the opening of quotation in public at the address, date and time specified in the Data Sheet.
A representative of the bidders may be present and mark its attendance.

	E: Evaluation and Comparison of Quotation

	14. Clarifications
	To assist in the examination, evaluation and comparison of the quotations, the Purchaser may, at its discretion, ask any vendor for a clarification of its quotation. Any clarification submitted by a vendor in respect to its quotation which is not in response to a request by the Purchaser shall not be considered.
The Purchaser’s request for clarification and the response shall be in writing.

	15.
Responsiveness of Quotations
	The Purchaser will determine the responsiveness of the quotation to the documents based on the contents of the quotation received.
If a quotation is evaluated as not substantially responsive to the documents issued, it may be rejected by the Purchaser.

	16. Evaluation of quotation
	The Purchaser shall evaluate each quotation that has been determined, to be substantially responsive.
To evaluate a quotation, the Purchaser may consider the following:
the Price as quoted;
price adjustment for correction of arithmetical errors;
(a)	price adjustment due to discounts offered.
16.3 The Purchaser’s evaluation of a quotation may require the consideration of other factors, in addition to the Price quoted if stated in Section II, Data Sheet. These factors may be related to the characteristics, performance, and terms and conditions of purchase of the Goods. .

	17. Purchaser’s Right to Accept any Quotation, and to Reject any or all Quotations
	17.1 The Purchaser reserves the right to accept or reject any quotation, and to annul the process and reject all quotations at any time prior to acceptance, without thereby incurring any liability to bidders.






	F: Award of Contract

	18. Acceptance of the Quotation
	18.1 The Purchaser will accept the quotation of the vendor whose offer has been determined to be the lowest evaluated bid and is substantially responsive to the documents issued.

	19. Notification of acceptance
	19.1 Prior to the expiration of the period of validity of quotation, the Purchaser will notify the successful vendor, in writing, that its quotation has been accepted.

	[bookmark: _Hlk147926007]20. Performance Guarantee	
	The selected company should be submitted 5 % performance guarantee from the awarded contract value. The guarantee is furnished without a critical departure to the format given in this document (Section VIII) with respect to the amount validity and payment of guaranteed amount upon receipt of first demand in writing.




Special Note for the Bidders:
 
Please note that the ITV is a Standard form of procurement and it cannot be subjected to any change. Therefore, the changes of the ITV relevant to this bid are mentioned in the Data Sheet (Section II)



























Section II: Bidding Data Sheet


	ITV
Clause Reference
	

	1.1
	The Purchaser is: 

Sri Lanka Convention Bureau 


	1.1
	Name of the contract:

[bookmark: _Hlk147924454]Appointing a Company for Social Media Marketing, Monitoring and Maintenance for 2026 & 2027

	1.1
	Identification No of the Contract

 SLCB/PROC/2025/DPC/Major/06


	2.1
	The documents consist of the Sections indicated below.

· Section I 	: Instructions to Vendors (ITV)
· Section II 	: Data Sheet
· Section III 	: Schedule of Requirements
· Section IV 	: Price Schedule (Annex 1 & 2)
· Section V 	: Quotation Submission Forms
· Section VI 	: Form of Contract 
· Section VII 	: Advance Payment Guarantee 
· Annex 3	: Rate Card
· Annex 4	: Bid Security Declaration 
· Annex 5	: Bid Submission Checklist

.

	3.1
	The quotation shall comprise the following:
a) Price Schedule
b) Quotation Submission Forms


	4.2                     
	Each bidder allows submitting one quotation only and options or alternative quotations may not be considered.


	8.1
	Quotations shall remain valid for the period of Ninety (90) days after the quotation submission deadline date.


	10.1
	Contract No: SLCB/PROC/2025/DPC/Major/06

Address for submission of Quotations is:
 
Bids shall be submitted by hand or deposited in the Tender Box at 

Sri Lanka Convention Bureau
No:78, 4th Floor, Hotel School Building,
Galle Road, Colombo 03

E mail submissions are not accepted.

	10.2
	Bidder required to submit 02 documents of the quotations which are “Original” and “Duplicate” of the bid. 
Documents should be sealed in separate envelops. Both sealed documents should be submitted in one sealed main envelop mark as:

Appointing a Company for Social Media Marketing, Monitoring and Maintenance for 2026 & 2027
SLCB/PROC/2025/DPC/Major/06
The envelops that in main envelop shall bear the following identification marks written as Original and Duplicate in the upper left-hand corner of the Envelope

Original Proposal: “ORIGINAL - Appointing a Company for Social Media Marketing, Monitoring and Maintenance for 2026 & 2027” 

Duplicate of the Original Proposal: “DUPLICATE - Appointing a Company for Social Media Marketing, Monitoring and Maintenance for 2026 & 2027”

	11.1
	Deadline of the submission is:

On 18th November 2025 at 02.00 p.m.
 
· Please submit your quotation on or before the deadline. Submission after deadline will not be accepted.


	13.1
	Bids will be opened at 

Sri Lanka Convention Bureau
No:78, 4th Floor, Hotel School Building,
Galle Road, Colombo 03.

At 2.00 p.m. on 18th November 2025

	15.1 &15.2
	ELIGIBILITY CRITERIA FOR BIDDERS
(Any bidder has not complied with SOR and the Eligibility criteria, that bid may be rejected).
· The company shall have an operational office in Colombo and/or Suburb. Duly registered Company in Sri Lanka as a legal entity. Joint ventures, Consortiums will not be accepted. 
· Having a minimum of 03 years of continuous in-house experience from 2021 to 2025 in social media marketing, monitoring, maintenance and content creation. (Submission Form 03)
· Conducted a minimum of three (03) social media marketing campaigns specifically focused on destination marketing or tourism related products, each with a minimum value of LKR 4,000,000/- during the period 2021–2025. The company shall provide all relevant documentary evidence upon request by SLCB. (Submission Form 4)
· The company shall provide one successful case study related to the tourism which demonstrate its best performance. The case study shall include the following key points. (Submission Form 5)
· Campaign Objectives
· Target Market Segmentation
· Creative Strategy & Campaign Creatives
· Media Strategy 
· Channel Strategy
· Media Buying Strategy 
· Achieved KPIs (people reached, video views, website visitors during campaign, etc.)
· Other Relevant Key Components.

· Bidders shall clearly address all the points under section 7 “Services Required – Technical Proposal”. The bidder shall fulfil all the proposed tasks under the section 7 within the given budget.

	
	
The Pre-Bid meeting will be held on 11th November 2025 at 10.00 a.m. at Sri Lanka Convention Bureau, No. 78, Galle Road, Colombo 03.

Interested Bidders are invited to join the pre-bid meeting in person. 







































Section III - Schedule of Requirements (SOR)
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1. [bookmark: _Toc48027674][bookmark: _Toc48114922][bookmark: _Toc48114978][bookmark: _Toc48027673][bookmark: _Toc48114921][bookmark: _Toc48114977]THE ORGANISATION
Sri Lanka Convention Bureau (SLCB) is a statutory body functioning under the Ministry of Foreign Affairs, Foreign Employment and Tourism, responsible for the development of MICE Tourism (Meetings, Incentive Travel, Conferences and Exhibitions) in Sri Lanka. The Bureau serves as the official Government contact point for meeting planners, incentive houses, associations and other institutions planning to conduct MICE activities in Sri Lanka.
In line with the mission outlined in the Tourism Act No 38 of 2005, SLCB is committed to position Sri Lanka internationally as a preferred destination for MICE activities and to maximizing revenue form MICE tourism in order to make a positive contribution to Sri Lanka’s economy through creation of employment thereby uplifting the living standards of those engaged directly and indirectly in the ‘MICE Industry’ in Sri Lanka.
	
2. BACKGROUND
MICE is a niche market segment, and its promotional strategies differ from those used in leisure tourism. The work carrying out by the Bureau can be broadly classified under four strategies, aligned with the objectives outlined in the Tourism Act. These strategies are namely, Research & Development, Training, Marketing and fourth strategy which encompasses SLCB’s role in the industry in advising, collaborating and coordinating. 
The four MICE tourism pillars are as follows.  
Meetings: Any number of people coming together in one place for a particular activity, which can be a one-time event or occur regularly. 
Incentive Travel: Typically given to employees as a reward. A non -business vacation with the aim of continued motivation for performance
Conferences: Have specific objectives and exchanges of information. Organizing itineraries, meetings and events for people from the same profession or field 
Exhibitions: Products or Services are displayed and are the primary focus of the event. Buyers and suppliers are meeting at one place
In line with the above pillars, SLCB launches their marketing campaign to position Sri Lanka as a preferred destination for MICE tourism (Business Events). Participation in MICE trade exhibitions, country specific MICE promotions, organization of familiarization tours, advertising in local and international magazines and platforms, as well as research & training, are among the key activities undertaken by SLCB. 
Digital marketing is becoming increasingly important within the tourism sector. A growing number of travellers now begin their holiday planning by exploring destinations, often prior to selecting airlines or accommodation. Social media plays a significant role during the travel research phase. In this context, it is essential for Sri Lanka to be part of the traveller’s consideration set and maintain a strong presence across multiple social media channels.
Facebook, X (formerly named Twitter), YouTube, Instagram and LinkedIn are among the most well-known and effective social media networks for marketing in tourism and hospitality industry. The impact and application of social media marketing strategies are crucial for inspiring and stimulating tourist demand in the global context.
3. [bookmark: _Toc48027681][bookmark: _Toc48114929][bookmark: _Toc48114985]SLCB SOCIAL MEDIA CAMPAIGN 
Sri Lanka Convention Bureau launched its Social Media Marketing Campaign in 2021. The primary SLCB social media platforms include Facebook, Twitter, YouTube, Instagram, and LinkedIn. The campaign aimed to establish a foundational presence across these platforms and to build dedicated audiences for each. As a result, SLCB currently maintains robust engagement and follower metrics across its various social media channels.
SLCB Social Media Platforms
[bookmark: _Hlk180441798]
	SLCB Social Media Platforms
	Link 

	Facebook
	https://www.facebook.com/SriLankaConventionBureau/

	X (former Twitter)
	https://twitter.com/MICE_Srilanka

	YouTube
	https://www.youtube.com/channel/UCP9aPwq9VqVwez1voaQ2Wvw

	Instagram
	https://instagram.com/slcbmice

	LinkedIn
	https://www.linkedin.com/company/sri-lanka-convention-bureau/


Table :1
SLCB intends to continue its Social Media Marketing Campaign through 2026 and 2027, with the goal of expanding the follower base on each platform as an effective means of promoting Sri Lanka as a premier destination for MICE tourism (Business Events). 
4. [bookmark: _Toc48027675][bookmark: _Toc48114923][bookmark: _Toc48114979]OVERALL OBJECTIVE
The expected goal of the program is to contribute towards achieving the objectives of the marketing plan by modifying perceptions and raising awareness of Sri Lanka as a MICE tourism destination in the target markets.  The company selected under this tender is required to work with the Sri Lanka Convention Bureau to achieve the marketing objectives across identified social media platforms, including Facebook, X (Twitter), YouTube, Instagram, and LinkedIn.
[bookmark: _Toc48027676][bookmark: _Toc48114924][bookmark: _Toc48114980]Target Markets

South Asia – India (New Delhi, Mumbai, Hyderabad, Bangalore, Ahmedabad, Chennai and Kolkata) and other South Asian countries such as Bangladesh and Pakistan 
Europe – United Kingdom, Germany, Spain and France
Middle East – UAE (Dubai & Abu Dhabi), Qatar, Oman
South East Asian Countries – Singapore, Malaysia, Indonesia, Vietnam

The SLCB Social media campaign needs to be organized in line with the SLCB event schedule.  

[bookmark: _Toc48027677][bookmark: _Toc48114925][bookmark: _Toc48114981]TARGET AUDIENCES
Meeting professionals (including planners and attendees), corporate business travellers, travel professionals (travel agents, cruise industry, bus tour operators), and group leisure segments (including weddings and reunions), journalists, bloggers, social media influencers. 
However, the messaging should not conflict with broader efforts to position Sri Lanka as an attractive destination for all visitors, including international travellers.
5. [bookmark: _Toc48027678][bookmark: _Toc48114926][bookmark: _Toc48114982][bookmark: _Hlk47961425]ELIGIBILITY CRITERIA FOR BIDDERS
5.1. [bookmark: _Hlk147924605]Company shall have an operational office in Colombo and/or Suburb. Duly registered Company in Sri Lanka as a legal entity. Joint ventures, Consortiums will not be accepted. 

5.2. Having a minimum of 03 years of continuous in-house experience from 2021 to 2025 in social media marketing, monitoring, maintenance and content creation. (Submission Form 03)
5.3. Conducted a minimum of three (03) social media marketing campaigns specifically focused on destination marketing or tourism related products, each with a minimum value of LKR 4,000,000/- during the period 2021–2025. The company shall provide all relevant documentary evidence upon request by SLCB. (Submission Form 4)
5.4. The company shall submit one successful case study related to the tourism industry that demonstrates its best performance. The case study shall address the following key points. (Submission Form 5)
5.4.1. Campaign Objectives
5.4.2. Target Market Segmentation
5.4.3. Creative Strategy & Campaign Creatives
5.4.4. Media Strategy 
5.4.5. Channel Strategy
5.4.6. Media Buying Strategy 
5.4.7. Achieved KPIs (people reached, video views, website visitors during campaign, etc.)
5.4.8. Other Relevant Key Components.

5.5. Bidders shall clearly address all points under section 7 “Services Required – Technical Proposal”. The bidder shall fulfil all proposed tasks outlined in Section 7 within the given budget. 
6. [bookmark: _Toc48027679][bookmark: _Toc48114927][bookmark: _Toc48114983][bookmark: _Hlk147924640]OBJECTIVES OF THE SLCB SOCIAL MEDIA CAMPAIGN 
6.1. [bookmark: _Hlk147924715]Develop a social media strategy to increase visibility, followership (page followers/ Subscribers) and increase website traffic across the platforms, particularly the target markets and action plan to guide its implementation. The campaign to be executed via Facebook, Instagram, X (former Twitter), YouTube and LinkedIn.  The selected company is required to obtain the verifications for each channel. Verification cost for 2 years commencing from the date of Letter of Award shall be obtained by the selected company and the relevant cost (actual without commission) shall be allocated from the paid media budgets of the respective channels. 
6.2. To position Sri Lanka as a top-of-mind destination for MICE travellers in target markets across South Asia, the Middle East, Europe, and Southeast Asia.
6.3. Enhance Sri Lanka’s online presence to increase the awareness and consideration as a MICE destination in target markets.
6.4. Increase the percentage of active online advocates for Sri Lanka, including growth in the number of active page followers during the specified time period. Priority will be given to bidders who present a clear strategy for increasing the follower base throughout the campaign.
6.5. [bookmark: _Toc48027680][bookmark: _Toc48114928][bookmark: _Toc48114984]The bidder who submits a paid social media campaign with KPI projections (Annex 1 – Year 1 and Year 2) that demonstrates the ability to achieve the maximum KPIs outlined under the campaign objectives for the target audience will receive the full allocated marks. Other bidders will be awarded marks proportionately. 
7. SERVICES REQUIRED – TECHNICAL PROPOSAL
The company shall clearly address the following service requirements outlined in the SOR and align the price schedule accordingly. Bidders who fail to address the listed points will be deemed non-responsive and will not be considered for evaluation.
7.1 Creative and Content Strategy – Proposed methodology to be followed in achieving the channel and content strategy. Quality of preliminary research/insights presented in channel strategy for target segment in target markets. Identification of sectors benchmarks, potential travellers and best practice to maximum achievements of campaign objectives. 
The bidder should produce creatives related to the suggested campaign plan based on the Annex 2 (Detailed cost breakdown for producing of creatives). Additional creatives could be suggested within the budget.

Selected Company shall provide all creative and social media content required for the campaign including, not limited to Creatives, Written content etc. Company shall able to provide any translated versions (within the languages of said target markets) according to the campaign strategy.
The creative strategy shall also need to be focused on the possibility of use, user generated contents and promote the available contents on the SLCB website – www.meetinsrilanka.com
Planning (Two years) - Design a comprehensive, holistic annual social media strategy that meets the overall marketing objectives for the MICE tourism industry, deliverables and timeframes of all activities and addresses the core needs of organization’s target audiences. The selected company shall provide the monthly social media posts scheduling plan prior to each month. 
6 
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7.1 
7.2 Media Buying Strategy - The digital media buying strategy has to be formulated to reach the target market segments of the countries specified in this SOR. The selected company shall provide viewing access to all Ad Accounts which will be allocated/created under the SLCB Social Media Campaign. 
7.3 Reputation Management – The bidder shall provide in-depth social media monitoring, along with proactive and reactive strategies to manage and improve public perception of the brand. In the event of an island-wide crisis or emergency (including, but not limited to, natural disasters, major crime events, or broader public health and safety issues), crisis-specific initiatives may be required. The company shall submit a comprehensive report detailing proposed actions, to be executed upon approval by the SLCB.
7.4 Campaign monitoring and Reporting – Company shall monitor and response, all feedbacks of each social media channels and separate reports should be presented based on request made by SLCB. (Company shall response to inquiries which will be generated through the social media platforms under the guidance of SLCB). Company will also deliver monthly reports to SLCB to review campaign performance to date and easily export reports based on mutually determined KPIs. Company shall also provide monthly summary reports to SLCB on all initiatives along with optimization recommendations via regular emails or in-person meetings as needed. The selected company shall share a real time accurate dashboard with Campaign performance for monitoring purpose.  
7.5 Target market segmentation – The company shall confirm the campaign’s reach to the target market each month, and include identification of demographics, geographic distribution, psychographics, market value, behaviours, etc., in the monthly reports accordingly.
7.6 Coordination and Staff allocation – The company shall work closely with SLCB and its industry partners to provide creative support for all social media efforts related to branded partner programs. An officer from the company with excellent communication skills in creative writing shall be assigned to carry out daily updates on the channels.
8 [bookmark: _Toc48027682][bookmark: _Toc48114930][bookmark: _Toc48114986]CAMPAIGN DURATION 
The duration of the contract is two years from the date of contract awarded.
9 [bookmark: _Toc48027683][bookmark: _Toc48114931][bookmark: _Toc48114987][bookmark: _Hlk147924746]BUDGET ALLOCATION AND COST DISTRIBUTION
	[bookmark: _Hlk141690289]Year
	Allocation of Budget inclusive of VAT

	2026
	9.9 Mn

	2027
	10.89 Mn



[bookmark: _Hlk147924798]50% of the annual budget shall be allocated for paid advertising. All social media Ad placements shall be on a net basis, with no commission applied. The company shall submit the necessary documentation and communication related to Ad purchase payments. 
Of the remaining 50%, 30% shall be allocated for content creation, and the remaining 20% shall be allocated for reporting and staff allocation.
10 [bookmark: _Toc48027684][bookmark: _Toc48114932][bookmark: _Toc48114988]PROPOSAL EVALUATION
10.1 [bookmark: _Toc48027685][bookmark: _Toc48114933][bookmark: _Toc48114989]Technical proposals will be judged on the following:

10.1.1 Bidders who are unable to meet the eligibility criteria outlined under SOR Point 5 (Eligibility Criteria) shall be deemed non-responsive and will not be considered for further evaluation)
10.1.2 [bookmark: _Toc48027687][bookmark: _Toc48114934][bookmark: _Toc48114990]Brief case studies (one high-performing successful case study) demonstrating direct experience in social media marketing for tourism-related projects. – 10 points (Refer Submission 5)
10.1.3 [bookmark: _Toc48027688][bookmark: _Toc48114935][bookmark: _Toc48114991]Proposed campaign KPIs by the bidder in accordance to the Annex 1. 
Owned media – 10 points 
Paid Media – 50 points (Follower Base - 10 points, Other KPIs – 40 points)
10.1.4 Capability to deliver the SERVICES REQUIRED – TECHNICAL PROPOSALS in a proper manner – 10 Points (Refer SOR point 7) 
10.1.5 Production of Creatives - Annex 2 (10 Points)
10.1.6 [bookmark: _Toc48027691][bookmark: _Toc48114938][bookmark: _Toc48114994]List of client references with contract information (past working experiences) - 10 points. (Refer submission forms 3 and 4) 
The final score received for each qualifying bidder will be calculated from the individual scores received on the bidder’s technical proposal.

11 [bookmark: _Toc48027692][bookmark: _Toc48114939][bookmark: _Toc48114995]BIDDER’S RESPONSIBILITIES AND SOR GUIDELINES
11.1 Ensure the deliverables as agreed.
11.2 Full Copyrights of the campaign material and the creatives of the productions should be reserved to SLCB. 
11.3 Prevention mechanisms to be followed during competitors’ activations must be suggested by the bidders. (Benchmark analysis with key competitors)
11.4 All proposals shall clearly demonstrate the bidder’s qualifications to perform the responsibilities outlined in the Section 7 “Services required – TECHNICAL PROPOSAL” of this SOR. The bidder shall fulfil all the proposed tasks under the section 7 within the given budget. 
11.5 Questions/ Clarifications regarding the bid document should be addressed to the Procurement Division via email malkanthislcb@srilanka.travel, slcbproc@srilanka.travel Please submit all questions no later than three days before the bid closing date. Contact +94777257103 or +94767182399 for any further inquiry.
11.6 Selection process – One bidder will be selected based on the evaluation marks. Only highest scored bidder will be called for an Interview to present the proposal.
11.7 Copyright of the content development
Intellectual property shall remain vested with SLCB upon payment for the respective materials (including creatives, artwork, videos, banners, flyers, autographs, GIFs, animations, etc.) developed by the company for SLCB. The company shall provide all final materials along with raw images and raw rushes for content originally produced exclusively for SLCB. The copyright assignment is provided as follows:
11.7.1.  If the Company purchases images or video clips from third parties, the universal usage rights shall be submitted with an unconditional written declaration confirming that due rights have been secured by the company for usage by SLCB for the respective materials.
11.7.2.  SLCB shall be deemed to be the sole owner (exclusive rights) of any material provided or sourced by SLCB and any original production material produced by the company exclusively for SLCB during the contract by the company. For such original productions, the company shall intern be confirmed by a copyright assignment as the case may be.




12 [bookmark: _Toc48027693][bookmark: _Toc48114940][bookmark: _Toc48114996]TIMELINE AND PAYMENT TERMS  
 
Option 01
No Advance Payment included, Monthly payments will be made on actual basis based on the delivery of the pre-agreed deliverables.
Proportionately payment deductions will be applied for the non-performed campaign deliverables
(Original invoice addressed to General Manager, Sri Lanka Convention Bureau, No. 78, Galle Road, Colombo 03.” giving breakdown of expenses as per the price schedule. The original invoice should be manually signed & stamped by the authorized person)
Option 02

	S/N
	Activity
	Payment Structure
	Time Period

	12.1
	Advance Payment
	20%
	20% of contract value on submission of an advance payment guarantee issued by a reputed commercial bank in Sri Lanka.

	12.2
	Payments on progress
	80%
	Monthly payments will be made in LKR equal to the Dollar (USD) payments made to each social media platform for boosting the contents by the selected Company in line with the agreed deliverables. 
The exchange rate on the date of the invoice issued by each social media platform will be used to calculate the payment. 
Recovery of the advance payment (12.1) will be made during the first 03 months of the campaign.  





Important Note:

Note 1: Payment will be made based on the achievement of the set KPIs. The selected bidder should provide a schedule of KPIs for each month, two weeks prior to the start of each campaign month. (This should be aligned to cumulative yearly KPIs proposed in the Annex 1). In a scenario, if the selected company failed to achieve the set KPIs during the respective month, the payment will be proportionately made based on the achievement of each KPI. 
Note 2: SLCB will make all the payments in Sri Lankan Rupees (LKR)

Section IV – Price Schedule 
Please follow the format below in submission of the price proposal
	Reference No. (SOR)
	Cost item
	Cost (LKR)

	7.1
	Production of Creatives – Refer Annex 2
	

	7.5
	Reporting   -
	

	7.8
	Staff allocation & Campaign Management  
	

	Refer Annex 1 
	Digital/social media buying

	
	Facebook 
	

	
	X (Twitter)
	

	
	YouTube
	

	
	Instagram
	

	Total before VAT
	

	VAT
	

	Grand Total
	


A 50% of the annual budget shall be allocated for paid advertising.  Any social media Ad placements will be on a net basis and no commission will be made. The Company shall submit the documentation/communication for payments for Ad purchases). 
A 30% of the balance 50% needs to be allocated for content creation and remaining (20%) needs to be allocated for reporting and staff allocation.
	
	Name 
	Company Seal

	
	Designation
	

	
	Date
	

	
	Signature
	



· Payment terms (please tick) 
You are requested to select option form.
I herewith agree with the following payment option.
1) Option 1   
2) Option 2 
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OWN MEDIA CAMPAIGN & PAID SOCIAL MEDIA CAMPAIGN						Annex 1 – 1st Year (2026)
Note: Please refer the current follower base provided on “SOR Point 3 (Table 1)” prior to fill the below table.
	Media platform
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	Month 8
	Month 9
	Month 10
	Month 11
	Month 12

	Facebook 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	LinkedIn
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	X (Twitter)
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	YouTube
	
	
	
	
	
	
	
	
	
	
	
	


Content Placement for Owned Media – Estimated posts per month. 
Paid Social Media Campaign (Per Year) 
	Media platform
	Cost (LKR)
	Cost (USD)
	Est. Total Page LIKEs, Number of followers, subscribers. 
	Est. Impressions
	Est. Reach 
	Est. Engagement
	Est. Total video views
	Est. Website (www.meetinsrilanka.com) visits (est. total conversions from social media) 

	Facebook 
	 
	
	
	
	 
	 
	
	

	X (Twitter)
	 
	
	 
	
	 
	 
	
	

	YouTube
	
	
	
	
	
	
	
	

	Instagram
	
	
	
	
	
	
	
	

	Paid Social Media Total (Before VAT)
	 
	


· Est. – Estimated.
· The company shall fill all relevant fields of the above tables and please use the format given above as a template.
· Note: The Company shall mention the USD conversion rate used for the preparation of the proposal. 
	
	Name 
	Company Seal

	
	Designation
	

	
	Date
	

	
	Signature
	



OWN MEDIA CAMPAIGN & PAID SOCIAL MEDIA CAMPAIGN						Annex 1 – 2nd Year (2027)
Note: Please refer the current follower base provided on “SOR Point 3 (Table 1)” prior to fill the below table.
	Media platform
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	Month 8
	Month 9
	Month 10
	Month 11
	Month 12

	Facebook 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	LinkedIn
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	X (Twitter)
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	YouTube
	
	
	
	
	
	
	
	
	
	
	
	


Content Placement for Owned Media – Estimated posts per month. 
Paid Social Media Campaign (Per Year) 
	Media platform
	Cost (LKR)
	Cost (USD)
	Est. Total Page LIKEs, Number of followers, subscribers. 
	Est. Impressions
	Est. Reach 
	Est. Engagement
	Est. Total video views
	Est. Website (www.meetinsrilanka.com) visits (est. total conversions from social media) 

	Facebook 
	 
	
	
	
	 
	 
	
	

	X (Twitter)
	 
	
	 
	
	 
	 
	
	

	YouTube
	
	
	
	
	
	
	
	

	Instagram
	
	
	
	
	
	
	
	

	Paid Social Media Total (Before VAT)
	 
	


· Est. – Estimated.
· The company shall fill all relevant fields of the above tables and please use the format given above as a template.
· Note: The company shall mention the USD conversion rate used for the preparation of the proposal. 
	
	Name 
	Company Seal

	
	Designation
	

	
	Date
	

	
	Signature
	




[bookmark: _Hlk147924933]Annex 2
Detailed Cost Breakdown - Production of Creatives for 2 years – 7.1 of Price Schedule
	 
	Item
	Proposed quantity for the 02 year
	Per unit Rate (Rs.)
	Total Cost (Rs.)

	 
	Content Placement for Owned and Paid Media

	1. 
	30 Sec video - Non-Shot videos
(Images/rushes already available can be used for the production of the videos)
	 
	 
	

	2. 
	30sec Animated video
	
	
	

	3. 
	Single Image with Caption
	
	
	

	4. 
	Infographics 
	
	
	

	5. 
	Photo Albums
	
	
	

	6. 
	Guest Posts / User Generated contents / Third party contents
	
	
	

	7. 
	Photo Galleries / Photo Albums 

Including the photographs to be captured in 10 different events mentioned in point No. 08. (MICE Event Coverage). Events will be notified by SLCB)
	05 events for each year (Total 10 events)
	
	

	8. 
	[bookmark: _Hlk147924975]Video Coverage of above 10 MICE Events – 60 Seconds Video per Event and Photographs
	05 events for each year (Total 10 events)
	
	

	9. 
	GIFS
	
	
	

	10. 
	Stories 
	
	
	

	11. 
	[bookmark: _Hlk147925000]News Releases (Minimum 12)
	
	
	

	12. 
	Polls
	
	
	

	13. 
	[bookmark: _Hlk147925232]Production of video documentary – MICE-related (minimum of 3 minutes)
(Bidder should carry out fresh production. Should get the prior approval for the storyboard from SLCB.)
	01 documentary for each two years (Toral 02)
	 
	

	14. 
	Creative designs for advertisements 
	
	 
	

	15. 
	Any other services (To be proposed by the Bidder)
	
	 
	

	Sub Total 01 (Before VAT)
	
	

	VAT
	 
	

	Total cost for production of creatives
	
	


According to the campaign strategy, the Company shall suggest any Content Placement for Owned and Paid Media for 2 years under Annex 2. 
Note: Marks (10 Points) will be given based on the proposed quantity of the contents and content types. 



Annex 3
Rate Card	
	No.
	Item
	Specification
	Measurements/ Unit
	Rate (Rs.)
	Cost (Rs.)

	1. 
	Video Production 
	Video quality – Full HD or Higher
	Edited 60 Seconds
	
	

	2. 
	Production of Animation 
	
	
	
	

	3. 
	Voiceover Recording
	
	
	
	

	4. 
	Post-Production for videos including video editing.
	
	
	
	

	5. 
	Live Video Coverage
	
	
	
	

	6. 
	Video Coverage
	
	Base Hourly Rate (Min. 2 Hours)
	
	

	7. 
	Composing Music tracks
	
	30 Seconds
	
	

	8. 
	Sub titling
	
	Per word
	
	

	9. 
	Photography Coverage (Event)
	
Image quality 24 megapixel

	Base Hourly Rate
	
	

	10. 
	[bookmark: _Hlk147925313]Still photographs/ Stock Photograph 
	
	Per Photographs
	
	

	11. 
	Photo Booth (Rental includes a photographer, printing services up to 4R size, supplies, logistics, setup and backdrop.)
	
	Base Hourly Rate (Min. 2 Hours)
	
	

	12. 
	Electronic Direct Mailer (EDM)/ 
	
	100 x 100 pixels
	
	

	13. 
	Web Banners 
	
	100 x 100 pixels
	
	

	14. 
	Graphic design 
	
	100 x 100 pixels
	
	

	15. 
	Design & Printing of Leaflet 

	150gsm, Four color, Art paper, Gloss laminate
	A5 size single side
	
	

	16. 
	Press releases 
	
	
	
	

	17. 
	Content Writing – Articles
	
	
	
	

	18. 
	E flyers (includes images, text, graphics…etc)
	
	A4 size single side 
	
	

	19. 
	Presentation (PPT) 
	
	
	
	

	20. 
	
	
	
	
	






[bookmark: _Toc48115000][bookmark: _Toc48114944][bookmark: _Toc48027697]Section V – Quotation Submission Forms

Appoint a Company for Social Media Marketing, Monitoring and Maintenance 2026 & 2027


Submission Form 1

[The Vendor shall fill in this Forms in accordance with the instructions indicated No
alterations to its format shall be permitted and no substitutions will be accepted.]

Date:

To: Sri Lanka Convention Bureau

We, the undersigned, declare that:

1. We have examined and have no reservations to the document issued;

1. We offer to supply in conformity with the documents issued and in accordance with the Delivery Schedules specified in the Schedule of Requirements the following Goods [insert a brief description of the Service]

1. The total price of our quotation including any discounts offered is: [insert the total quoted price in words and figure];

1. Our quotation shall be valid for the period of time specified in ITV Sub-Clause 8.1, from the date fixed for the quotation submission deadline in accordance with ITV Sub-Clause 11.1, and it shall remain binding upon us and may be accepted at any time before the expiration of that period;

1. We understand that this quotation, together with your written acceptance thereof included in your notification of award, shall constitute a binding contract between us.

1. We understand that you are not bound to accept the lowest evaluated quotation or any other quotation that you may receive.

Signed: [insert signature of person whose name and capacity are shown]

Name: [insert complete name of person signing the Bid Submission Form]


Dated:





Submission Form 2 

GENERAL INFORMATION 

	Name of the Company
	

	Address of the company
	

	Contact Person of the company
	

	                      Contact Number
	

	                       E-mail address 
	

	Website
	

	Field of Business (scope) 
	

	Business Registration Certificate number 
	

	 Year of incorporation  
	

	Authorized representative of the company (Full name and designation)
	



	
	Name 

	Company Seal

	
	Designation

	

	
	Date 

	

	
	Signature

	
















[bookmark: _Toc48027698][bookmark: _Toc48114945][bookmark: _Toc48115001]Submission Form 3
EXPERIENCE IN THE FIELD OF SOCIAL MEDIA MARKETING OR SOCIAL MEDIA ADVERTISING (RELEVANT CONTRACTS UNDERTAKEN IN THE PAST 3 YEARS) 

	 
No
	Name and Address of the Client 
	Name & Description of the Contract
	Value of the contract 
(LKR)
	Time and duration of the contract (M/Y to M/Y)
	Scope of work of the Contract
(Achieved targets, ROIs)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


The bidder can submit details up to 10 fields in line with the above table.  The number of submission fields will be considered during the evaluation. 
If the bidder wishes to provide more details of the contracts (e.g., portfolio of work), they are free to attach them as appendices.
Bidder shall submit 5 sample creatives developed for each working experience.
	
	Name 

	Company Seal

	
	Designation

	

	
	Date 

	

	
	Signature

	


[bookmark: _Hlk486500961]

[bookmark: _Toc48027699][bookmark: _Toc48114946][bookmark: _Toc48115002]
Submission Form 4
[bookmark: _Hlk141560580]LIST OF SIGNIFICANT DIGITAL PROMOTIONAL CAMPAIGNS DONE IN THE PAST 3 YEARS, CONTRACT VALUE NOT LESS THAN 4 MILLION. 
(Significant - destination marketing or tourism-related products)
	
	Name address and contact details of the client
	Sector
	Campaign Name
	Campaign Cost

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	




	
	Name 

	Company Seal

	
	Designation

	

	
	Date 

	

	
	Signature

	



[bookmark: _Toc48027700][bookmark: _Toc48114947][bookmark: _Toc48115003]Bidder shall submit 5 sample creatives developed for each Campaign.












Submission Form 5
CASE STUDIES - THREE (03) CASE STUDIES OF THE BEST PERFORMANCE OF THE COMPANY 
(Please provide details of the case studies mention under this section separately in addition to this Company can have demonstrate direct experience in social media marketing/ Please refer SOR 5.4 ELIGIBILITY CRITERIA FOR COMPANY)
*Company shall submit a detailed tourism related case study (which has the best performance of the company) along with this bid proposal.
	[bookmark: _Hlk47949631]
	Name address and contact details of the client
	Sector
	Campaign Name
	Campaign Cost
	Expected KPIs
	Reached KPIs

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	




	[bookmark: _Hlk47949686]
	Name 

	Company Seal

	
	Designation

	

	
	Date 

	

	
	Signature

	




Submission Form 6
[bookmark: _Toc48027701][bookmark: _Toc48114948][bookmark: _Toc48115004]COMPOSITION OF THE PROPOSED TEAM AND TASKS
Please list all team members who will be assigned to this project/campaign. Please specify his/her position in the team, the level of commitment and whether he/she will be present on site at SLCB during   working days.
Details of Dedicated Team Members (Based in Sri Lanka) 

	 
No#
	Full name of the member
	Position in the team (Accounts Manager/ Coordination Staff Member/ Creative Lead/ Design Lead)
	Level of commitment
  
	Tasks to be performed in the team

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	





	
	Name 

	Company Seal

	
	Designation

	

	
	Date 

	

	
	Signature

	




[bookmark: _Toc48027702][bookmark: _Toc48114949][bookmark: _Toc48115005]
Submission Form 7 
CVS OF THE TEAM MEMBERS  

This form is to be filled by each member of the team (mentioned in Submission Form 7). In addition, agencies are free to attach CVs covering aspects not covered in the following tables as appendices.
General Information about the members of the team 
	Proposed position in the work-team
	

	Name and Surname of the member of the work-team
	

	Professional qualifications/ occupation of the members of the work-team
	

	Date of birth
	

	Nationality
	

	Past experience on the similar   projects and brands 
	

	Role/Tasks/Assignments in the work-team
	



Educational qualifications of the team member  
State college and other specialized education, including names of educational establishments, dates of attendance and degrees/diplomas acquired. Fill for all applicable degrees).
	Institution of Higher Education
	

	Period of attendance: from (month/year) – to (month/year)
	

	Achieved level of education or diploma/ degree
	



	Institution of Higher Education
	

	Period of attendance: from (month/year) – to (month/year)
	

	Achieved level of education or diploma/ degree
	




Relevant work experience of the team member  
State past work experience, beginning with the most recent    including period of employment, names of companies and a short list of assignments.  
	Date: from (month/year) to (month/year)
	

	Name of the Company 
	

	Address of the company 
	

	Position in the company
	

	List of top projects/assignments done while in that company/  ( Can be elaborated in a table further below)
	

	Date: from (month/year) to (month/year)
	

	Name of the Company
	

	Address of the company 
	

	Position in the company
	

	List of top projects/assignments done while in that company/  ( Can be elaborated in a table further below)
	




	Date: from (month/year) to (month/year)

	

	Name of the Company

	

	Address of the company/  
	

	Position in the company/  
	

	List of top projects/assignments done while in that company/ ( Can be  elaborated in a table further below)
	



Knowledge of foreign languages of team members  
For each language state the level of knowledge (native, fluent, conversational, basic conversational) in reading, writing and speaking.[image: ][image: ][image: ][image: ][image: ]
	Language
	Reading
	Speaking
	Writing

	
	
	
	

	
	
	
	

	
	
	
	


[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]


List of the most important projects and assignments of the team members   in previous employments
	[image: ][image: ][image: ][image: ][image: ]Name of project
	Name of employer
	Contractor/ Client of the
project
	Relevant industry / sector
	Relevant countries
	Key tasks and responsibilities

	Period of work in the project


	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]
I certify that the information given in this Form is true and correct.  

	Signature of the team member 
	

	 Full name of the team member  
	



Authorized representative of the Consultant
	
	Name 

	Company Seal

	
	Designation

	

	
	Date 

	

	
	Signature

	









SECTION VI
Form of Contract 
This CONTRACT (hereinafter called the “Contract”) is made the [day] day of the month of [month], [year], between, on the one hand, [name of Employer] (hereinafter called the “Employer”) and, on the other hand, [name of Service Provider] (hereinafter called the “Service Provider”).
WHEREAS
a.	the Employer has requested the Service Provider to provide certain Services as defined in the schedule of requirement Data attached to this Contract (hereinafter called the “Services”);
b.	the Service Provider, having represented to the Employer that they have the required skills, and personnel and resources, have agreed to provide the Services on the terms and conditions set forth in this Contract at a contract price of……………………;
NOW THEREFORE the parties hereto hereby agree as follows:
1. The following documents attached hereto shall be deemed to form an integral part of this Contract:
a.	The Submission Form
b.	The Priced Activity Schedule
c.	The Schedule of Requirements
2. The mutual rights and obligations of the Employer and the Service Provider shall be as set forth in the Contract, in particular:
a.	The Service Provider shall carry out the Services in accordance with the provisions of the Contract; and
b.	The Employer shall make payments to the Service Provider in accordance with the provisions of the Contract.
 IN WITNESS WHEREOF, the Parties hereto have caused this Contract to be signed in their respective names as of the day and year first above written.
For and on behalf of [name of Employer]
[Authorized Representative]
For and on behalf of [name of Service Provider]
[Authorized Representative]
Section IV. Conditions of Contract










Section VII – Advance Payment
Guarantee for Advance Payment

------------------------- [ Name and address of The Company, and Address of Issuing Branch or
Office] ------

Beneficiary: ---------------------------- [Name and Address of Employer]

Date: ----------------------------------

ADVANCE PAYMENT GUARANTEE No.: ---------------------------

We have been informed that --------------- [name of Contractor/supplier] (hereinafter called “the Contractor”) has entered into Contract No. ------------- [reference number of the contract] dated ---------------- with you, for the ----------- Service of ----------------- [name of contract and brief description] (hereinafter called "the Contract").

Furthermore, we understand that, according to the conditions of the Contract, an advance payment in the sum ---------------- [amount in figures] ( ----------------) [amount in words] is to be made against an advance payment guarantee.

At the request of the Contractor, we --------------- [name of issuing Company] hereby irrevocably undertake to pay you any sum or sums not exceeding in total an amount of ----------- [amount in figures] (--------------) [amount in words]1 upon receipt by us of your first demand in writing accompanied by a written statement stating that the Contractor is in breach of its obligation under the Contract.

The maximum amount of this guarantee shall be progressively reduced by the amount of the advance payment repaid by the Contractor.

This guarantee shall expire, Insert the date, 28 days beyond the expected expiration date of the Contract 

Consequently, any demand for payment under this guarantee must be received by us at this office on or before that date.



……………….
Signature





[bookmark: _Toc48028580]Section VIII - FORMAT FOR PERFORMANCE GUARANTEE 

------------------------------- [Issuing Company’s Name, and Address of Issuing Branch or Office] Beneficiary: --------------------------- [Name and Address of Employer] ---------------------------------------
Date: ------------------------------
PERFORMANCE GUARANTEE No.: -------------------------
We have been informed that ----------------- [name of Contractor/Supplier] (hereinafter called "the Contractor") has entered into Contract No. --------------- [ reference number of the contract] dated ------------- with you, for the -------------- [insert “construction”/ “Supply”] of ------------------- [name of contract and brief description of Works] (hereinafter called "the Contract").

Furthermore, we understand that, according to the conditions of the Contract, a performance guarantee is required.

At the request of the Contractor, we ---------------- [name of The Company] hereby irrevocably undertake to pay you any sum or sums not exceeding in total an amount of ------------[amount in figures] (--------------) [amount in words], such sum being payable in the types and proportions of currencies in which the Contract Price is payable, upon receipt by us of your first demand in writing accompanied by a written statement stating that the Contractor is in breach of its obligation(s) under the Contract, without your needing to prove or to show grounds for your demand or the sum specified therein.

This guarantee shall expire, no later than the …. day of ……, 20.. [insert date, 28 days beyond the scheduled contract completion date] and any demand for payment under it must be received by us at this office on or before that date.
_____________________
[ signature(s)]







Annexure 4 [The Bidder shall fill in this Form and compulsory to submit signature.]

	                              Format for Bid Security Declaration 

	[If required, the Bidder shall fill in this form in accordance with the instructions indicated in brackets]    
                                                           Date:…………………[insert date by bidder]
                                                           Name of Contract:………[insert name by PE]
                                                           Contract Identification No:…….. [insert name by PE]
                                                           Invitation for Bid No:……….[insert number by PE]
To:……………………………..[insert the name of the Employer/ Purchaser preferably PE to fill before issuing the bidding document]

1.We understand that, according to Instructions to Vendors (hereinafter “the ITV”), bids must be supported by a bid-securing declaration;

2.We accept that we shall be suspended from being eligible for contract award in any contract where bids have been invited by any of the Procuring Entity as defined in the Procurement Guidelines published by National Procurement Agency of Sri Lanka, for the period of time of three years starting on the latest date set for closing of bids of this bid, if we:

a)	withdraw our Bid during the period of bid validity period specified; or
(b)	do not accept the correction of errors in accordance with the Instructions to Vendors of the Bidding Documents; or
(c)	having been notified of the acceptance of our Bid by you, during the period of bid validity, 
( i.)fail or refuse to execute the Contract Form, if required, or (ii.) fail or refuse to furnish the performance security, in accordance with the ITV.
3.We understand this bid securing shall expire if we are not the successful bidder, upon the earlier of (i.) our receipt of a copy of your notification to the Bidder that the bidder was unsuccessful; or 
(ii.) twenty-eight days after the expiration of our bid.
4.We understand that if we are a JV, the Bid Securing Declaration must be in the name of the JV that submits the bid. If the JV has not been legally constituted at the time of bidding, the Bid Securing Declaration shall be in the names of all future partners as named in the letter of intent.
 
Signed [insert signature(s) of authorized representative] in the Capacity of [insert title]

Name [insert printed or typed name]

Duly authorized to sign the bid for and on behalf of [insert authorizing entity]

Dated on [insert day] day of [insert month], [insert year]



Bid Submission Check List

	S/N
	Item
	Submitted (Yes / No)


	1
	Section IV – Price Schedule – Including Annex 1 & 2 for two years
	

	2
	Section V - Bid Submission Form dully filled & signed – Submission Form 1 
	

	3
	General Information – Submission Form 2
	

	4
	Experience in the field of social media marketing or social media advertising (relevant contracts undertaken in the past 3 years) – Submission Form 3
	

	5
	List of significant digital promotional campaigns done in the past 3 years, contract value not less than 4 million – Submission Form 4
	

	6
	Case studies - three (03) case studies of the best performance of the company – Submission form 5
	

	7
	Composition of the proposed team and tasks – Submission Form 6
	

	8
	CVs of the team members   - Submission form 7
	

	9
	Detailed Submission of Case Study  
	

	10
	Business Registration Certificate.
	

	11
	Annex 3 - Rate Card 
	

	12
	Bid Security Declaration (Annexure 4)
	


	13
	Assignment Agreement -Exclusive Rights (Annexure 5)
	














Annexure 5
Assignment Agreement -Exclusive Rights
(PHOTOGRAPHS / IMAGES, VIDEOS AND OTHER PROMOTIONAL MATERIALS).

THIS AGREEMENT is made and entered on this ………. day of ………………………. 202…… by and between;

Alternative A (When the Assignor is a Company / Legal Person) 
……………………………………………… (Name of the Company) (Carrying Business Registration No. PV ………….) a Company duly incorporated under the provisions of the Companies Act and having its registered office at No. …………………………………………….. (Registered address of the Company) (hereinafter called and referred to as "THE ASSIGNOR" which term shall where the context so requires or admits mean and include the said  ………………………………………… (Name of the Company) its successors and assigns) of the ONE PART.

                                                                              AND

SRI LANKA CONVENTION BUREAU, a body corporate established by and under the Tourism Act No 38 of 2005 and having its principal office at 78, Galle Road, Colombo 3, in the said Republic of Sri Lanka (hereinafter called and referred to as “THE ASSIGNEE” which term or expression shall where the contexts or requires or admits mean and include the said SRI LANKA CONVENTION BUREAU (SLCB) its successors and permitted assigns) of the OTHER PART, and on the other hand, hereinafter collectively referred to as the Parties, have concluded this Agreement as follows:

WHEREAS The assignor has undertaken to create, supply, provide and sell photographs/images, Videos and other promotional materials related to the contract of “Appointing an Company ……………………………………….………..” bearing contract No. ……………………..…………………. 
to execute a  …………………………………………………………. connected to Sri Lanka Convention Bureau for the venture of the assignee to be carried out in or around …………………..……” 



Obligation of Parties
1) The Assignor hereby irrevocably represents and warrants to undertake with the Assignee that the Assignor has the capacity and power to enter into, exercise its rights and perform and comply with its obligations under this Agreement. 
 
2) The assignor warrants and affirms that the Assignor is the sole owner and proprietor of the photographs images, videos and other promotional materials morefully described in the Schedule of Requirement (SOR). 

3) The assignor hereby agrees to transfer and assign all exclusive rights, title, interest, moral rights (If applicable) and such other rights of the said Photographs / Images, Videos and other promotional materials to the assignee, and the assignee shall at its full discretion use wholly or partly the Photographs / Images, Videos and other promotional materials that are designed at the requirement of the Assignee described in the SOR on any medium of communication as and when required.

4)  The assignor certifies and confirms that the due consideration of Rupees  ……………………………………….. (Rs……./-) of lawful money of Sri Lanka was paid as agreed upon for the creation and sale of the said Photographs / Images, Videos and other promotional materials morefully described in the SOR.

5) The assignor hereby relinquishes and renounces all author’s rights and such other rights that the assignor shall possesses with regard to the Photographs / Images, Videos and other promotional materials sold described in the SOR.

6) The assignor hereby keeps the assignee freed and indemnified from any claim, demand, damage whatsoever arising from any 03rd party therefrom and this Assignment Agreement shall be effective as the date set first forth above. 

PARTY OF THE 1ST PART.                                                         PARTY OF THE OTHER PART (SLCB. 

01. …………………………………..                                       01. ………………………………………
(Signature)	                                                                               (Signature)
……………………………………………                                      ……………………………………………
(Name) 	                                                                       		       (Name)

02. …………………………………..
(Signature)	
…………………………………………… 
(Name) 	

……………………………………………
· Company seal to be affixed.
If company is party 2 directors have to sign the Agreement.


WITNESSES OF THE PARTY OF 1ST PART 		       WITNESSES OF THE PARTY OF OTHER PART 	01. Signature: ………………………………………
Name: ……………………………………………
NIC / Passport No: ……………………………..
Address: …………………………………………
……………………………………………………
01. Signature:………………………………………
Name: ……………………………………………
NIC / Passport No: ……………………………..
Address: …………………………………………
……………………………………………………






02. Signature:………………………………………
Name: ……………………………………………
NIC / Passport No: ……………………………..
Address: …………………………………………
……………………………………………………

02. Signature:………………………………………
Name: ……………………………………………
NIC / Passport No: ……………………………..
Address: …………………………………………
……………………………………………………
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