
 

 

 

 

 

CALL FOR EXPRESSIONS OF INTEREST 

------------------------ 

RECRUITMENT OF A COMMUNICATION FIRM OR AGENCY                                                          

IN CHARGE OF ORGANIZING TARSPRO PROJECT EVENTS 

------------- 

Opening date: December 28, 2021  

Closing date: January 18, 2022 

-------- 

CEI No. 40-2021 
 

The West and Central African Council for Agricultural Research and Development (CORAF) was 
created in 1987 as the Conference of Heads of African and French Agricultural Research. 
Membership in CORAF was expanded in 1995 to include 23 National Agricultural Research Systems 
(NARS) from the following West and Central African (WCA) countries; Benin, Burkina Faso, 
Cameroon, Cape Verde, Central African Republic, Chad, Congo, Côte d'Ivoire, Democratic Republic of 
Congo, Gabon, Gambia, Ghana, Guinea, Guinea Bissau, Liberia, Mali, Mauritania, Niger, Nigeria, Sao 
Tomé & Principe, Senegal, Sierra Leone and Togo. 

The primary objective of CORAF is to improve livelihoods in West and Central Africa through 
sustainable increases in agricultural production and productivity, promoting competitiveness and 
markets.. This objective is achieved by tackling the critical problems related to food and nutritional 
insecurity, chronic poverty and youth unemployment within the framework of the following 
essential functions: (i) Coordination and capacity building, (ii) Updating the scale of technologies 
and innovations, (iii) Creation of an enabling environment at the regional level for technological 
flows and increased trade, and (iv) knowledge management and learning. To find out more about 
CORAF's mission and mandate, visit: https://www.coraf.org/our-mission/. 

As part of the implementation of its 2018-2027 Strategic Plan, CORAF signed, on November 30, 2020 
with the Swiss Development and Cooperation Directorate (SDC), a partnership agreement over a 
period of 04 years, on a project to scale up Agricultural Technologies and Innovations for Increasing 
the Resilience of Production Systems and Family Farms in West and Central Africa (TARSPro). The 
signing of this agreement marks the start of a 12-year partnership program with the SDC, of which 
the TARSPro project is the first step.  

This project was developed to deploy, among family farms, the innumerable technologies, 
innovations and knowledge that research has developed over the past ten years in order to meet the 
challenges of climate change, population growth, increased urbanization which leads to a change in 
diet. 

It covers 5 countries of West and Central Africa (Benin, Burkina Faso, Mali, Niger and Chad), with the 
overall objective or impact of ensuring food, nutritional and economic security of the populations of 
the project intervention countries. The following impacts will therefore be specifically targeted 
throughout its implementation: 
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- increase the resilience of the food production system of at least 2 million producers / processors, 
including 50% women and 60% young people in the 5 target countries and more than 10 million 
indirect beneficiaries; 

- (ii) sustainably meet the demand for know-how (technologies and innovations) of at least 40% 
of family farms affected by the project intervention; 

- (iii) Ensure a coalition and synergy of actions of actors in agricultural transformation.  
 

Thus, in the context of achieving this 3rd and last specific objective, several activities are planned 
with a view to strengthening the synergy of actions of those involved in agricultural transformation. 
Some of them, such as the organization of a symposium on the state of agricultural research coupled 
with the regional launch of the project or the holding of Research-Policy dialogues, require the 
support of an event management company. 

CORAF’s recruitment of a specialized company (firm or communication agency) responsible for 
organizing the events planned by the TARSPro project falls within this context. 

The tasks to be performed as well as the other information are detailed in the attached terms of 
reference. 

The Executive Director of CORAF invites consulting firms or specialized Communication Agencies to 
express their interests in this call by providing information indicating that they are qualified to 
perform such services (documentation concerning the consulting firm, references for similar 
missions, experiences under similar conditions, logistics available, proposed staff, etc.). 

In accordance with the rules contained in the CORAF Administrative, Financial and Accounting 
Procedures Manual, the selection will be carried out according to the method based on the 
qualification of consultants (SQC). The selection criteria are defined below: 

1. Experience of the firm or the communications agency scored out of 40 points 

A. Having carried out at least two (2) Symposium organization missions on behalf of 
programs or development partners or State Agencies (5 points per relevant reference) ; 

B. Having carried out at least two (2) organization missions to launch projects with a sub-
regional or regional dimension on behalf of programs or development partners or State 
Agencies (5 points per relevant reference) ; 

C. Have carried out two (2) digital communication missions (digital communication 
campaign, internet referencing, digital event coverage, emailing, etc.) (5 points per 
relevant reference) ; 

Have at least five (5) years of relevant experience in a country and / or region of West and Central 
Africa (scored out of 10 points). 

2. Team Profile (Key Personnel) scored out of 60 points 

A. Senior Expert Head of Mission (Bac+5 in communication) having at least 10 years of 
experience in the fields of Communication, Social Sciences, communication / marketing, 
public relations and advisory support within national / international organizations or 
equivalent and having led at least five (05) similar missions in the organization of events 
(meetings, conferences, launching ceremonies for projects / programs, conventions, 
congresses, colloquia, etc.) of sub-regional or regional scope; this will be scored out of 25 
points distributed as follows: 
- Qualification (Diploma and certificates): 5 points 
- Professional experience: 20 points or 2 points per relevant reference. 

B. Expert in Marketing or Social Communication or Institutional Communication (Bac 
+ 4/5 in communication, social sciences or related field) with 10 years of experience in the 
field of Communication. He/she must have participated in at least two (02) similar 
missions; this will be scored out of 15 points distributed as follows: 

  



 

- Qualification (Diploma and certificates): 5 points 
- Professional experience: 10 points or 5 points per relevant reference 

C. Digital communication expert (Bac + 4/5 in communication), having at least 5 years of 
experience and having participated in at least two (02) similar missions in the 
organization of events of this scale (conferences, symposia, regional or sub-regional 
workshops); this will be scored out of 10 points distributed as follows: 
- Qualification (Diploma and certificates): 5 points 
- Professional experience: 5 points or 2.5 points per relevant reference 

D. Journalism Expert (Bac + 4/5 in communication) having at least 7 years of experience 
and having participated in at least two (02) similar missions in the organization of sub-
regional or regional events; this will be scored out of 10 points distributed as follows: 
- Qualification (Diploma and certificates): 5 points 
- Professional experience: 5 points or 2.5 points per relevant reference 

The firm ranked 1st at the end of the selection procedure will be invited to negotiations 
with a view to concluding a contract. 

Interested firms and agencies can obtain additional information from the CORAF Executive 
Secretariat by sending a correspondence to the TARSPro Project Manager by email to 
n.nkoum@coraf.org  

Applications from firms must be submitted by e-mail to the following address: 
procurement@coraf.org no later than January 18, 2022 at 5 p.m. GMT. 

 

 
Dr Abdou TENKOUANO 

CORAF Executive Director
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TERMS OF REFERENCES (ToR) 

 
Recruitment of a communication firm or agency in charge of 

organizing TARSPRO project events  
 

 
 

1 Introduction 
The West and Central African Council for Agricultural Research and Development (CORAF) was 
created in 1987 as the Conference of Heads of African and French Agricultural Research. 
Membership in CORAF was expanded in 1995 to include 23 National Agricultural Research Systems 
(NARS) from the following West and Central African (WCA) countries; Benin, Burkina Faso, 
Cameroon, Cape Verde, Central African Republic, Chad, Congo, Côte d'Ivoire, Democratic Republic of 
Congo, Gabon, Gambia, Ghana, Guinea, Guinea Bissau, Liberia, Mali, Mauritania, Niger, Nigeria, Sao 
Tomé & Principe, Senegal, Sierra Leone and Togo. 

The primary objective of CORAF is to improve livelihoods in West and Central Africa through 
sustainable increases in agricultural production and productivity, promoting competitiveness and 
markets.. This objective is achieved by tackling the critical problems related to food and nutritional 
insecurity, chronic poverty and youth unemployment within the framework of the following 
essential functions: (i) Coordination and capacity building, (ii) Updating the scale of technologies 
and innovations, (iii) Creation of an enabling environment at the regional level for technological 
flows and increased trade, and (iv) knowledge management and learning. To find out more about 
CORAF's mission and mandate, visit: https://www.coraf.org/our-mission/. 

 

2 Justification / Background 
As part of the implementation of its 2018-2027 Strategic Plan, CORAF signed, on November 30, 2020 
with the Swiss Development and Cooperation Directorate (SDC), a partnership agreement over a 
period of 04 years, on a project to scale up Agricultural Technologies and Innovations for Increasing 
the Resilience of Production Systems and Family Farms in West and Central Africa (TARSPro). The 
signing of this agreement marks the start of a 12-year partnership program with the SDC, of which 
the TARSPro project is the first step.  

This project was developed to deploy, among family farms, the innumerable technologies, 
innovations and knowledge that research has developed over the past ten years in order to meet the 
challenges of climate change, population growth, increased urbanization which leads to a change in 
diet. 

It covers 5 countries of West and Central Africa (Benin, Burkina Faso, Mali, Niger and Chad), with the 
overall objective or impact of ensuring food, nutritional and economic security of the populations of 
the project intervention countries. The following impacts will therefore be specifically targeted 
throughout its implementation: 
- increase the resilience of the food production system of at least 2 million producers / processors, 

including 50% women and 60% young people in the 5 target countries and more than 10 million 
indirect beneficiaries; 

- (ii) sustainably meet the demand for know-how (technologies and innovations) of at least 40% 
of family farms affected by the project intervention; 

- (iii) Ensure a coalition and synergy of actions of actors in agricultural transformation.  
- Thus, in the context of achieving this 3rd and last specific objective, several activities are planned 

with a view to strengthening the synergy of actions of those involved in agricultural 
transformation. Some of them, such as the organization of a symposium on the state of 
agricultural research coupled with the regional launch of the project or the holding of Research-



 

Policy dialogues, require the support of an event management company. 

- CORAF’s recruitment of a specialized company (firm or communication agency) responsible for 
organizing the events planned by the TARSPro project falls within this context. 

 
3 Objective 
The main objective of this mandate is to select a qualified and experienced communication firm / 

agency capable of planning and organizing all the events planned within the framework of the 

TARSPro project. These events can be virtual or physical. They must also be crowned with success, 
both in terms of the quality and depth of the activities planned. 

It will be important to ensure appropriate communication and an enabling environment (logistics 

and infrastructure). 

 

4 Contract period 
The contract which will bind CORAF to the selected communication firm / agency will have a 

duration of three (03) years. CORAF may call the firm/agency for the planning and organization of 

the following events:  

- Three (03) Research-Policy Dialogues, one per year; 

- Symposium on the state of agricultural research coupled with the regional launch of the 

TARSPro project; 

- Annual meetings of the TARSPro project regional committee; 

- Capacity building workshops for implementing partners on the technical and financial 

management of sub-projects; 

- Agricultural technology fair; 

- Other events. 

The fees would be calculated according to the tasks to be accomplished around each event. 
5 Implementation approach 
 

5.0 Management and organization of events 
o Pre-event support 

- Development of specifications: define the implementation approach; 

- Accommodation of participants: manage hotel reservations and transportation of 
participants, as well as coordinate the return Covid test; 

- Event registration: create a branded event registration page for users to register with 
the ability to customize the number and type of questions ; 

- Sending email invitations and reminders: send out event invitations and reminders 
to join via email ; 

- Agenda management: Design a multi-day agenda (in English and French) with 
sessions and leads, including importing spreadsheets, session start / end time, title 
and tags; 

- Logos, banners and brand colors: craft the overall brand with icons, logos, banners 

and color themes for each activity. 

 
o Facilitation  

- Facilitation of sessions: Moderate discussions and deliberations for all meetings ; 

- Registration for sessions: Allow participants to sign up for a specific set of calendar 

sessions and choose to set restrictions, capacity, and waitlist (as needed) ; 

- Sending notifications and alerts: send alerts and notifications via emails, web 

notifications and mobile app notifications 

- Personalized alerts: make personalized alerts based on participant data. 



 

 

o Starting and activating meetings: 
▪ Questions and answers : moderate questions and answers; 
▪ Survey and comments: send a notification with a form containing free text 

questions, multiple choice questions and / or rating scales ; 
▪ Whiteboard: create a collaborative session by offering a shared space to draw 

and annotate. 
 

o Post-meeting support and data analysis 
▪ Event reports: Collaborate with CORAF's TARSPro management team and 

develop a post-event summary to include policy recommendations for 
implementation. 

 

5.1 Communication, marketing and public relations  
o Interactive / digital marketing and advertising media; 
o Video and audio production 

▪ Photography, including the editing of events and activities; 
▪ Videography, including the editing of events and activities. 

 
6 Expected outcomes of the service 

The main key areas of expected outcomes are described below:  

a) Outcome 1 : A smooth running of the various activities is ensured; 

b) Outcome 2 : The organization of the trip, the reception and accommodation of the 
participants in each event is coordinated both on arrival and on their return; 

c) Outcome 3 : An anti-covid 19 mechanism is set up for each event (ensures compliance 

with the rules of hygiene and physical distancing, organization of the return covid test for 

participants) ; 

d) Outcome 4 : The presentation halls, whether virtual or physical, are adequately equipped 

and known in advance by the participants; 

e) Outcome 5 : The activities of the various events are easily identifiable; National and 

international media coverage of the events before, during and after is planned and ensured 

and audio and video productions are available; 

f) Outcome 6: The reports of the various events (progress reports, financial reports and final 

report) are written and shared in a timely manner. 

 
 
7 Expected deliverables 
The main deliverables in English and French are as follows:  

a) Documents relating to the preparatory phase of the events; 

b) Weekly progress reports during preparatory periods indicating the progress of 

activities, including hotel registration and reservation statistics; 

c) The final event reports detailing the main conclusions from the meetings and 
discussions; 

d) Financial reports detailing income and expenditure, accompanied by supporting 

documents. 

 

 

8 CORAF contributions 
CORAF will provide all the basic information on CORAF's communication and advocacy strategy 

and on the TARSPro project in order to help the agency / cabinet to deliver the services. These 

include: 



 

o Strategic plan ; 
o TARSPro project documents; 
o Advocacy and awareness strategy; 
o Knowledge management strategy; 
o Overview of planned programs for events / concept note for the event; 
o Introducing the firm to all relevant internal stakeholders and requesting their cooperation 

in the provision of services; 
o Manage the following associated costs: 

▪ Placement of events on radio, print media and television; 
▪ All material prints; 
▪ Transport for the agency / consulting firm for movements within the framework 

of events. 
▪ Support for participants in organized events (plane ticket / accommodation / 

catering / perdiem / covid test 
▪ Meeting room rental / catering 

 
9 Implementation approach 

The firm should, in its methodological approach, focus on the aspects below, among others 

and without limitation: 

 

9.0 Provision of strategic communication services 

a. The proposed approach to manage and host marketing events for an international 
NGO. (Bidders will be evaluated on their creativity, innovation and unique 
approach to this task). 

b. Relevance for the organization of events (its regional mandate and its offer of 
technical services). 

c. A provisional schedule (planning) of the program for the implementation of the 
various events. 

 
 
9.1 Institutional capacities 

d. The communications firm or agency must have successful professional experience 
as a communications service provider in a West and / or Central African country, 
and must be in good standing, evidenced by a current and valid national registration 
of the company. 

e. The communications firm or agency must have at least five (5) years of relevant 
experience in a country and / or region of West and Central Africa. 

 
 

9.2 Past performance 

f. Provision of a list of proven experience of contracts of similar scope and duration. 
The information should be provided in tabular form and should include the legal 
name and address of the organization for which the services were executed, the 
duration of the performance contract and an up-to-date telephone number of a 
well-informed and knowledgeable representative of the organization. 

g. Provide a list of experts specializing in the communication field in accordance with 
the profile of the proposed team. 

 

 



 

9.3 Profile of the firm and composition of the Key Team 
The experience of the firm or the communications agency is scored out of 40 points according to 

the criteria below:  

o Having carried out at least two (2) Symposium organization missions on behalf of programs 
or development partners or State Agencies (5 points per relevant reference); 

o Having carried out at least two (2) organization missions to launch projects with a sub-
regional or regional dimension on behalf of programs or development partners or State 
Agencies (5 points per relevant reference); 

o Having carried out two (2) digital communication missions (digital communication 
campaign, internet referencing, digital event coverage, emailing, etc.) (5 points per relevant 
reference); 

o At least five (5) years of relevant experience in a country and / or region of West and Central 
Africa (scored out of 10 points). 

In addition, the team must be made up of experts (scored out of 60 points) whose profiles are 
defined below: 

o A. Senior Expert Head of Mission (Bac+5 in communication) having at least 10 years of 
experience in the fields of Communication, Social Sciences, communication / marketing, 
public relations and advisory support within national / international organizations or 
equivalent and having led at least five (05) similar missions in the organization of events 
(meetings, conferences, launching ceremonies for projects / programs, conventions, 
congresses, colloquia, etc.) of sub-regional or regional scope; this will be scored out of 25 
points distributed as follows: 

• Qualification (Diploma and certificates): 5 points 
• Professional experience: 20 points or 2 points per relevant reference: 

o Expert in Marketing or Social Communication or Institutional Communication (Bac 
+ 4/5 in communication, social sciences or related field) with 10 years of experience in the 
field of Communication. He/she must have participated in at least two (02) similar 
missions; this will be scored out of 15 points distributed as follows: 

• Qualification (Diploma and certificates): 5 points 
• Professional experience: 10 points or 5 points per relevant reference 

o Digital communication expert (Bac + 4/5 in communication), having at least 5 years 
of experience and having participated in at least two (02) similar missions in the 
organization of events of this scale (conferences, symposia, regional or sub-regional 
workshops); this will be scored out of 10 points distributed as follows: 

• Qualification (Diploma and certificates): 5 points 
• Professional experience: 5 points or 2.5 points per relevant reference 

o Journalism Expert (Bac + 4/5 in communication) having at least 7 years of experience 
and having participated in at least two (02) similar missions in the organization of sub-
regional or regional events; this will be scored out of 10 points distributed as follows: 

• Qualification (Diploma and certificates): 5 points 
• Professional experience: 5 points or 2.5 points per relevant reference 

 
10 Application process 
The Executive Director of CORAF invites specialized communication firms or agencies to express 
their interests for this call by providing the items below:  

o A letter of expression of interest; 
o Technical and financial proposals for the organization of the various aforementioned events. 

The technical proposal should include the intended approach, plan, capacity, competence 
and other relevant information on the ability to deliver successfully. The financial proposal 
must provide the details of the fees.  



 

o CVs of key staff; 
o A recent sample of a conference report prepared by the firm/agency; 
o At least five (05) references from organizations / institutions for which recent similar events 

have been organized; 
o Other experiences under similar conditions; 
o Logistics available; 
o Any other document deemed relevant. 

 
All expressions of interest should be sent to the following address: procurement@coraf.org, no later 
than January 18, 2022, 5:00 p.m. GMT. 

 


