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0. List of abbreviations 

AVB General Terms and Conditions of Contract (AVB) for supplying services 
and work 2017 

ToRs Terms of reference 
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1. Context 

Climate change is recognised as a key global and national challenge by the Government of 
India - as evident in the National Action Plan on Climate Change (NAPCC), the State Action 
Plans on Climate change (SAPCC), as well as Nationally Determined Contributions (NDCs). 
With the submission of the NDCs to the United Nations Framework Convention on Climate 
Change (UNFCCC) in 2015, there is an increased need to develop the necessary capacities 
to implement these commitments.  

The project “Supporting the Institutionalisation of Capacities on Climate Change Studies and 
Actions” (ICCC), implemented by the MoEFCC and GIZ, aims to develop capacities in the 
areas of climate protection, resilience and NDC implementation as well as transdisciplinary 
issues. Development of capacities of government officers in technical aspects of climate 
change science and actions is also a key component of the project. Government officers 
spearhead implementation of programs and schemes in diverse sectors, and it is imperative 
to understand the risks from climate change posed to schemes and activities.  

The ICCC project promotes dialogue and knowledge exchange  among governments, research 
institutes, academia, and civil society to coordinate actions on climate change. It proposes to 
create a hub or an institutional mechanism to act as an interface between science, policy and 
practice. Under the project, a Climate Change Knowledge Portal (CCKP) has also been 
established for serving as a repository of information and knowledge on different aspects of 
climate change science, policy, governance and implementation, with a view towards 
strengthening understanding of climate change and promoting sustainable lifestyles.  

 
In view of the growing climate impacts and India’s commitments to meeting climate goals, there 

is a heightened need to further develop and enhance capacities via communication of climate 

science, evolution of climate policy landscape, state of scientific-technical and socio-economic 

knowledge, impacts and future risks, and options for reducing the rate at which climate change 

is taking place. One way to implement this is to promote an active social media campaign and 

outreach activities.  

Against this backdrop, the project aims to hire a social media agency to support and strengthen 
social media work of the climate change division of the MOEFCC. The social media agency 
will be responsible for the outreach of key messages of the initiatives and actions of the 
MoEFCC and capacity development of the key stakeholders including line ministries, 
businesses, academics, NGOs, as well as creating climate awareness amongst the general 
public.  
 
The underlying idea is to support the MoEFCC in amplifying their work, initiatives and 
messages for the public through powerful visual storytelling campaigns. The Ministry releases 
event-specific information in a calendar year around important events related to climate 
change, which would be used by the agency as a base for the development of the tasks to be 
performed. The agency would also be responsible for activities, including releasing posts and 
other digital material for social media platforms on non-event days. This would help ensure the 
engagement is retained across the year and the agency acts as a bridge between the Ministry 
and the users. In addition to this, the contractor would develop non-digital contextual material 
for the Ministry based on the studies, reports, and other knowledge material released for 
dissemination to the public. 
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The agency would also be responsible for updating and strengthening the already established 
CCKP and present ideas, proposals and action plans regarding the same.  

2. Tasks to be performed by the contractor 

 
Within the above context, the consultant would perform the following tasks, including but 
not limited to: 

WP 1: Social Media Strategy Design 

- Event day specific tasks: 

● Understand the event line-up as per the calendar list of the MoEFCC Climate 

Change Division and understand the agenda topics under climate change. 

Examples of this include the annual climate change conferences or the COPs, 

intersessionals, World Environment Day, World Ocean Day, Earth Day etc. A 

tentative list of the MoEFCC events is mentioned in the Annexure I. 

● Design a comprehensive social media strategy as per the event list/ schedule 

for all the MoEFCC Climate Change Division social media platforms which are 

twitter, linkedin and facebook. The strategy would include individual plans 

around each important calendar event focusing on the basic agenda and the 

theme of the event. 

● The individual plans should be designed and implemented targeting different 

audiences including line ministries, youth, academics, civil society, etc. The 

plans should be innovative and engaging to garner engagement around posts 

and activities. 

● Prepare an individual/ event-specific execution plan for the online campaigns 

as per the calendar of events. 

- Non-event day tasks: 

● Propose and devise new ways of engagement through existing platforms and 

maximising potential and reach. Also suggest new/ additional ways of marketing 

and PR, which could include new channels of dissemination, engagement with 

stakeholders, workshops, live events, etc.  

● Conceptualize, research and advise on the latest trends in new technology, as 

well as new emerging digital platforms (Clubhouse, YouTube, Hootsuite, etc) to 

maximize strategic digital engagement.  

● Continually engage with the nodal point of contact from the MoEFCC to 

understand the requirements and other processes, and to ensure a consistent 

and coherent approach to produce digital and non-digital content and maintain 

engagement by keeping track of efforts and activities. 

● Support in organizing events conducted/organized by the Ministry and develop 

communication material for its outreach and outcomes 

● Initiate and develop relationships with external partners and social media 

influencers to produce digital products, explore new content approaches 

(including design and messaging) on priority themes and initiatives and raise 

the profile of the campaign. 
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● Propose, develop and advise on the best available metrics to measure the 
Ministry’s online performance to continuously enhance engagement. 

Deliverables: 

● One inception meeting  

● A broad comprehensive social media strategy document and its presentation to 

MoEFCC and GIZ for feedback and inputs  

● Presentation of individual plans around each important calendar event 

● Propose monitoring system with metrics  

 

WP 2: Content Creation 

● The agency would be responsible for development of posts, communication 

messages and communication products in different formats targeted for 

different stakeholders around event and non-event days.  

● The agency would be responsible for all the content creation to be released as 

a part of the social media strategy. This can include brochures, videos, posters, 

press releases, standees, photographs, articles, blogs and other digital and 

non-digital products, as would be required in consultation with the Ministry. 

● The social media content should be compelling enough to systematically grow 

and deepen engagement across all digital platforms. Content should be in the 

following formats: Multimedia (photos, videos, GIFs), visual presentation of 

messages, infographics, facts and figures, etc. 

● The agency would be responsible for the technicality as well as the creative 

aspects of the content. The contractor would also be responsible for the quality 

check and adherence to official guidelines. This would be done in consultation 

and support from MoEFCC.and technical experts at GIZ. 

● Use the existing knowledge material such as technical reports, assessment 

reports, policy briefs, etc. to develop briefing content such as infographics, 

posts, articles, etc for outreach of Ministry’s work on climate change 

 

Deliverables: 

● At least 3-5 communication products around each important calendar event. These 

must including one video for each event 

● At least 10-15 posts around the calendar events for different social media channels 

such as Twitter, LinkedIn and others 

● 20 posts and 3 communication products on each topic for non-event days. 

● Outreach of events, workshops conducted/supported by Ministry and the proceedings  

● Any other tasks as per the Ministry’s requirement including inception report, quarterly 

or half yearly update reports  

 

WP 3: Climate Change Knowledge Portal (CCKP) Management and Updation 

● The agency would be responsible for handling, managing and updating the 

CCKP portal as per the needs of the Ministry. 
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● The agency would be required to give creative and technical inputs to make the 

portal more user friendly, attractive and interactive and present proposals for 

the same.  

● Suggest and devise new design elements to make the portal more accessible, 

more attractive, interactive and user-friendly. 

● The agency would be responsible for incorporating the new approved 

material/information developed by the MOEFCC and GIZ .  

● Develop an outreach plan for the portal and its content, to increase its 

engagement and visibility. 

Deliverables: 

● Outreach plan 

● Presentation and document on the design, content and accessibility of the portal 

 

WP 4: Other tasks 

● Organise consultations with different stakeholders, both internal and external, 

to understand their requirements and maintain consistency 

● Organize regular meetings to update on the developments, gather feedback 

and discuss further steps. 

● Steering role of social media engagement  

● The contractor should support in increasing the outreach of the knowledge 

materials generated in the project on media channels (print & online), for both 

event and non-event days 

● Support GIZ and MoEFCC in promoting events, webinars, trainings conducted 

during the period of this assignment on media channels (print & online) 

● As per the request of the MoEFCC, develop engagement material in short time 

frames. 

● Quality check and quality assurance; adherence to official guidelines and 

protocols 

● Expert crisis management and communication against unwanted challenges 

and threats and protect the goodwill and identity of the Ministry  

 

Deliverables: 

● Ad-hoc tasks as needed 

 

The communications agency/consult can discuss with GIZ and suggest additional deliverables 

more conducive to meet the project goals after their initial assessment of indicators and 

objectives of the project.  

Milestone Deadline 

Inception meeting and Report November 

Draft document for social media strategy and 
design 

December 

Specific plan and  Outreach Strategy around 
the event and non event days including 
communication products to be brought out 

Regular 
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Management and updation plan of CCKP 
including making the portal user friendly and 
interactive 

January 2022 

Management and Updation of CCKP Regular 

 

Period of assignment: From  November 2021 to 31st October 2022  
 

3. Concept  

In the bid, the bidder is required to show how the objectives defined in Chapter 2 are to be 
achieved, if applicable under consideration of further specific method-related requirements 
(technical-methodological concept). In addition, the bidder must describe the project 
management system for service provision.  

Technical-methodological concept 

Strategy: The bidder is required to consider the tasks to be performed with reference to the 
objectives of the services put out to tender (see Chapter 1). Following this, the bidder presents 
and justifies the strategy with which it intends to provide the services for which it is responsible 
(see Chapter 2). 

The bidder is required to present the actors relevant for the services for which it is responsible 
and describe the cooperation with them.  

The bidder is required to present and explain its approach to steering the measures with the 
project partners and its contribution to the results-based monitoring system.  

The bidder is required to describe the key processes for the services for which it is responsible 
and create a schedule that describes how the services according to Chapter 2 are to be 
provided. In particular, the bidder is required to describe the necessary work steps and, if 
applicable, take account of the milestones and contributions of other actors in accordance with 
Chapter 2. 

The bidder is required to describe its contribution to knowledge management for the partner 
and GIZ and promote scaling-up effects (learning and innovation).  

Project management of the contractor: 

The bidder is required to explain its approach for coordination with the GIZ project. 

● The contractor is responsible for selecting, preparing, training and steering the experts 
(international and national, short and long term) assigned to perform the advisory tasks. 

● The contractor manages costs and expenditures, accounting processes and invoicing in 
line with the requirements of GIZ. 
The contractor reports regularly to GIZ in accordance with the AVB of the Deutsche 
Gesellschaft für Internationale Zusammenarbeit (GIZ) GmbH from 2017 

The bidder is required to draw up a personnel assignment plan with explanatory notes that 
lists all the experts proposed in the bid; the plan includes information on assignment dates 
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(duration and expert days) and locations of the individual members of the team complete with 
the allocation of work steps as set out in the schedule. 

The bidder is required to describe its backstopping concept. The following services are part of 
the standard backstopping package, which (like ancillary personnel costs) must be factored 
into the fee schedules of the staff listed in the bid in accordance with section 10.2 of the AVB:  

● Service-delivery control 
● Managing adaptations to changing conditions  
● Ensuring the flow of information between GIZ and field staff 
● Contractor’s responsibility for seconded personnel 
● Process-oriented technical-conceptual steering of the consultancy inputs 
● Securing the administrative conclusion of the project 
● Ensuring compliance with reporting requirements 
● Providing specialist support for the on-site team by staff at company headquarters 
● Sharing the lessons learned by the contractor and leveraging the value of lessons learned 

on site 

4. Criteria for Eligibility of firms  

The bidders have to submit the documentary evidence for the criteria’s specified below. 

• Be a registered as national organization or entity 

• Average annual turnover for the last three financial years should be at least 80,000 
Euros 

• The agency should have minimum 10 employees as on the previous year. 

• The agency must have handled at least 3 projects content creation /outreach 
strategy/ social media influencing and 1 reference projects in India in the last three 
years with minimum commission value of Euro 15,000. 

• 08 years of experience and understanding in the field of social media  engagement 

• Wide experience of engaging with government agencies and departments and 
liasoning with social media influencers and stakeholders, and handling public 
relations for organisations 

• Experience of producing content and key messages related to social media 
outreach in different formats, both digital and non-digital, catering to difference 
audiences and stakeholders 

• Excellent creative skills in designing and implementing strategies including 
experience in managing technical portals   

• The agency should have regional experience in India 

• The agency should have experience of development projects (ODA financed) 

5. Personnel concept. 

The bidder is required to provide personnel who are suited to filling the positions described, on 
the basis of their CVs (see Chapter 6), the range of tasks involved and the required 
qualifications. 

The below specified qualifications represent the requirements to reach the maximum number 
of points. 
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Tasks of the team leader 
- Overall responsibility for the advisory packages of the contractor (quality and 

deadlines) 
- Coordinating and ensuring communication with GIZ, partners and others involved in 

the project 
- Personnel management, in particular identifying the need for short-term assignments 

within the available budget, as well as planning and steering assignments and 
supporting local and international short-term experts 

- Regular reporting in accordance with deadlines 

Team leader  

- Education/training (2.1.1): University qualification (Master) in mass communications, 
management  or related disciplines 

- Language (2.1.2): Good business language skills in English & Hindi 
- General professional experience (2.1.3): A minimum of 10 years of relevant work 

experience  
- Specific professional experience (2.1.4): 10 years in communication, strategy 

development, mass media; Good interpersonal and leadership skills, with the ability to 
comprehend adaptation component within the development processes 

- Leadership/management experience (2.1.5): 6 years of management/leadership 
experience as project team leader or manager in a company 

- Regional experience (2.1.6): Good experience of at least 5 years in India, especially 
around government campaigns, social media accounts or related work 

- Development Cooperation (DC) experience (2.1.7): 3 years of experience in DC 
projects 
 
 

A. Expert 1: Content writer (one) 
 

- Education/training (2.2.1): Bachelors/Master’s Degree in communications/journalism or 
related discipline 

- Language (2.2.2): Excellent written communication skills in English and Hindi  
- General professional experience (2.2.3): A minimum of 5 years of relevant work 

experience 
- Specific professional experience (2.2.4): Experience in generating content on climate 

change, such as managing the social media accounts for government entities, or 
related. 

- Regional experience (2.2.6): Experience of working on climate change projects and 
experience in India 

- Other (2.2.8): Good interpersonal skills, with the ability to comprehend adaptation 
component within the development processes 
 
 

B. Expert 2: Graphic Designer (one) 
 

- Education/training (2.3.1): Bachelor's/Master’s Degree in graphic designing or related 
discipline  

- Language (2.3.2): Excellent written communication skills, both in English, Hindi 
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- General professional experience (2.3.3): A minimum of 5 years of relevant work 
experience 

- Specific professional experience (2.3.4): Knowledge of prominent graphic design 
software is essential. Experience in generating content on climate change, such as 
managing the social media accounts for government entities, or related. 

- Regional experience (2.3.6): Experience of working on climate change projects and 
experience in India 

- Other (2.3.8): Good interpersonal skills, with the ability to comprehend adaptation 
component within the development processes 
 

C. Expert 3: Communication Expert  
 

- Education/training (2.4.1): Bachelors/Master’s Degree in mass 
communications/journalism or related discipline  

- Language (2.4.2): Excellent written communication skills, both in English and Hindi 
- General professional experience (2.4.3): A minimum of 3 years of relevant work 

experience 
- Specific professional experience (2.4.4): Knowledge of prominent graphic design 

software is essential. Experience in generating content on climate change, such as 
managing the social media accounts for government entities, or related. 

- Regional experience (2.4.6): Experience of working on climate change projects and 
experience in India 

- Other (2.4.8): Good interpersonal skills, with the ability to comprehend adaptation 
component within the development processes 

6. Costing requirements 

Assignment of personnel 

Team leader: On-site assignment for 45 expert days 

Expert 1: Assignment in country of assignment for 150 days  
Expert 2: Assignment in country of assignment for 100 expert days 
Expert 3: Assignment in country of assignment for 120 expert days 

 

7. Requirements on the format of the bid 

The structure of the bid must correspond to the structure of the ToRs. In particular, the detailed 
structure of the concept (Chapter 3) is to be organised in accordance with the positively 
weighted criteria in the assessment grid (not with zero). It must be legible (font size 11 or 
larger) and clearly formulated. The bid is drawn up in English (language). 

The complete bid shall not exceed 30 pages (excluding CVs and other supporting company 
documents).  

The CVs of the personnel proposed in accordance with Chapter 4 of the ToRs. The CVs shall 
not exceed 4 pages. The CVs must clearly show the position and job the proposed person held 
in the reference project and for how long. The CVs can also be submitted in English (language). 
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Please calculate your price bid based exactly on the aforementioned costing requirements. In 
the contract the contractor has no claim to fully exhaust the days/travel/workshops/ budgets. 
The number of days/travel/workshops and the budget amount shall be agreed in the contract 
as ‘up to’ amounts. The specifications for pricing are defined in the price schedule. 

 

8. ANNEXURE I 

List of MoEFCC events (October 2021 - October 2022) 

 

DATE EVENT 

October 1-7 Wildlife Week 

October 1st Monday World Habitat Day  

October 2nd Wednesday International Day for Natural Disaster 

October 24th  Reduction United Nations Day 

November 1- 12th COP26 

December 2nd National Pollution Prevention Day 

December 3rd Bhopal Gas Tragedy Day 

December 5th World Soil Day 

December 11th International Mountain Day 

December 14th National Energy Conservation Day 

February 2nd World Wetlands Day 

February 28th National Science Day 

March 3rd World Wildlife Day 

March 20th World Sparrow Day 

March 21st  International Day of Forests 

March 22nd World Water Day 

March last Saturday Earth hour day 

April 18th World Heritage Day 

April 22nd  International Mother Earth Day 

May 22nd International Biodiversity Day 

May 23rd World Turtle Day 
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June 5th World Environment Day 

June 8th World Ocean day 

June 17th World Day to Combat Desertification 

July 28th World Nature Conservation Day 

July 29th International Tiger Day 

August 10th International Biodiesel Day 

August 12th World Elephant Day 

August 20th Akhshay Urja Diwas  

September 16th International Ozone day 

September 18th  International Coastal Clean Up Day 

September 28th Green Consumer Day 

 


