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1.
Introduction

1.1
The Electrical and Mechanical Services Department (EMSD), Government of the Hong Kong Special Administrative Region (HKSAR), hereby invites consultant to provide design and production services as specified in the following.

2.
Background

2.1
EMSD has duties to produce an annual report for its Trading Fund services, called Electrical and Mechanical Services Trading Fund (EMSTF), to report the financial and operational results of EMSTF for the immediate past financial year. The EMSTF is an E&M engineering service provider to government departments and other public bodies in Hong Kong. It operates in a competitive environment, where customer departments may choose EMSTF or other E&M service providers in the market. 

2.2
Since the inception of the EMSTF in August 1996, six annual reports have been produced. This project pertains to the detailed design, including hardcopy version and internet version of the EMSTF annual report for the financial year 2002/03.

2.3
The annual report is more than a reporting tool for EMSTF. It is also an important marketing tool for EMSTF to communicate with its customer departments, retain existing clients, obtain new customers and new business, and to enhance EMSD’s image as a whole.

3.
Objectives of the Assignment

3.1 
The objective is to produce an EMSTF annual report for fiscal year 2002/03 which shall fulfil the following communication objectives:

(a) To inform EMSTF shareholders, customers and employees of the financial and operational performance of the EMSTF and to highlight its achievements during the period;

(b) To highlight EMSTF’s future direction and plans;
(c) To be a marketing tool for EMSTF to gain new business and grow existing ones;

(d) To help retain customers and business as the impact of full “untying” continues to unfold. (“Untying” is a four-year phased process where customers are given a choice to use EMSTF or other service providers in the market. The process began in 1999. All Government Departments have been fully untied from EMSTF on 1st August 2002)

4.
Description of the Assignment

4.1
The assignment must fulfil the following requirements:

(1)
Target audiences

(a) EMSTF shareholders (FSTB, ETWB, and other relevant government officials)
(b) Directorate and senior staff of EMSTF customer departments and organisations, and their board members where applicable

(c) LegCo members 

(d) EMSTF / EMSD employees

(e) Prospective customers

(f) EMSTF business partners and associates

(g) Media

(h) General public

(2)
Theme: “Time for Solidarity – 凝聚力量 共同承擔” 
EMSTF has again proven itself to be a reliable and committed partner for all its clients, not only in good times, but also in times of unprecedented difficulty and crisis in Hong Kong, exacerbated by sustained economic downturn and the SARS outbreak. It is in these challenging times that the solidarity between EMSTF and customer departments shows its true strength in overcoming engineering and service issues never encountered before. It is also in these times that the internal solidarity and cohesiveness among EMSTF colleagues has enabled the team to support customer departments round the clock with total professionalism and reliability.
5.
Services to be provided by the Consultant

5.1
The scope of work to be provided by the consultant is given as follows:

(a)  Provide concept and detailed design, layout and artwork and colour separation, and recommended printing specifications for the hard copy printing of the Annual Report including editing of photographs, scanning work, editing of text, etc. The service also includes a professional level of project supervision and management, regular reporting to and meetings with the Director’s Representative and the working team, quality control, direction and supervision of photography (including logistical arrangements such as making appointments and set-up with various EMSTF divisional staff on-site) and supervision of other subcontractors where necessary to ensure the annual report is produced on time, within budget and at the highest quality possible. 

(b)  Provide supervision on printing and binding of 6,000 hard copies of the Annual Report. Please note the printing and binding work is excluded in this assignment. The Government Printer or other contractor may be employed for the printing and binding work.

(c)  Provide concept and detailed design of the internet version (including English, Traditional Chinese and Simplified Chinese) of the annual report. 

(d)  Provide Internet version of the entire contents of the hardcopy version of the Annual Report including the report cover, plus the attendant image/pdf files and text files, for uploading onto the EMSD website. The Internet version may be identical or slight modification version of the hardcopy version subject to the transmission rate and complexity of the design.

(e)  Provide photography service for the production of sufficient and considerable original photographs (Please refer to the EMSTF annual report 01/02 for estimation of number of photos required) to the satisfaction of the Director’s Representative for the Annual Report in the hardcopy version and Internet version of the Annual Report. A photo schedule shall be submitted for approval prior to the photo-taking work. The Director’s Representative reserves the right to disapprove any unsatisfactory photos. All cost involved in the re-taking of disapproved photos shall be borne by the Consultant. The Director’s Representative will be happy to engage photographer(s) recommended by the successful design firm, although the Director’s Representative reserves the right to appoint photographer(s) of its choice. Consultant shall submit details of the photographer for approval. The Employer shall reserve all the copyrights of the photos taken from photographer(s).

(f)  Provide all necessary professional support and counsel to the Director’s Representative to facilitate the smooth and successful execution of the assignment.

(g)  The consultant shall note the Environmental Policy of EMSD and try their best to offer their services that comply with the policy. In this respect, the guidance notes for Contractors, Consultants and/or Suppliers of EMSD on EMSD’s Environmental Policy is attached in Appendix A for reference. 

6.
Deliverables

6.1
The Consultant shall produce the required copies of the deliverables listed in the following tables and circulate sufficient copies to all relevant parties before the specified deadlines. Such deliverables shall be submitted to the Director’s Representative not later than an agreed deadline to be stipulated by the Director’s Representative to allow sufficient time for internal comment and circulation. Working group meetings may need to be set up to discuss and review the progress of deliverables. The key personnel in the Consultant’s designated team must attend those meetings. 

6.2
The annual report shall be published in two formats:

(a)
Hardcopy: Not less than 68 pages including cover and back sheet, Chinese and English bilingual text in one book, including graphics, tables, photographs, illustrations and drawings etc. Chinese to precede English for layout purposes. 

(b)
Internet version: Contents of Internet version should be at least 90% or more identical with hardcopy version subject to the transmission rate and complexity of the content and decision by Director’s Representative. The text should be in hypertext html or equivalent format to make navigation easy and user-friendly. A ‘Macromedia Flash’ introduction starting followed by the interactive contents page, and some “simple” interactive visual and audio elements are required. The Internet version should be uploaded to EMSD website. A set of files and all attendant image/pdf and text document files. Hong Kong Supplementary Character Set-2001 (HKSCS-2001) should be adopted for displaying of all Chinese characters in Internet version. 

The consultant shall adhere to EMSD’s Corporate Graphic Identity Manual on the design and publishing works of the various versions of the Annual Report.

6.3
The major deliverables are summarised as follows:

	No.
	Deliverables
	Submission deadline

(from commencement  of contract)

	1.
	Concept Proposal, including creative and design, for hardcopy and Internet versions of annual report; and the detailed programme of work
	Week 1

	2.
	Draft design for hardcopy and Internet versions 
	Week 2

	3.
	Revised detailed design for hardcopy version 
	Week 4

	4.
	Revised detailed design of Internet version 
	Week 8

	5.
	Final layout for hardcopy (with all text, photos, graphics and statement of accounts incorporated) for client approval
	Week 9

	6.
	Final colour proof and colour separation films of hard copies for client approval
	Week 11

	7.
	Final Internet version
	Week 12


7.
Programme of Implementation

7.1
This Assignment shall be completed within 12 weeks starting from the commencement of the work except the supervision of the printing of hard copies and uploading of Internet version which is scheduled at September 2003. A detailed programme listing all works and details of submissions shall be provided to the Director’s Representative for approval within the 1st week from the commencement date.

8.
Director’s Representative

8.1
The Director’s Representative shall be the Assistant Director/ Business Development or Marketing Manager or Engineer/ Marketing of EMSTF or such other persons as may be authorised by the Director in writing and notified to the Consultant. The Director’s Representative may delegate any of the powers and functions vested in him to other officers. 

9.
Information and Facilities Provided by EMSD

9.1
EMSD shall provide the Consultants with:

(a)
Soft copies of its logo, relevant Corporate Identity guidelines and recommendations as to the font type to be used in the annual report

(b)
Text files of all English and Chinese text including headlines and captions

(c)
Soft/hard copies of English and Chinese statement of accounts

10.
Specialist and Sub-consultants Services


10.1
The Consultant shall provide all specialist and sub-consultants services required for the satisfactory completion of the assignment. No additional fees or expenses for the provision of such services shall be payable by EMSD except as otherwise provided for in the Schedule of Fees. Booking of venues and employment of models shall be arranged by the Consultant if necessary. Direct expense included will be reimbursed subject to the prior approval from the Director’s Representative. No overhead charge shall be incurred by the Consultant.

11.
Evaluation Criteria

11.1
The tenderer shall be a Hong Kong based registered company.

11.2
The assessment shall be carried in two stages. The tender shall be awarded to tenderer with highest scores obtained in Stage 2 assessment. The evaluation criteria is summarized as follows:

(a) Stage 1 - Tenderers shall be shortlised according to the following evaluation criteria carried out by assessment panel. 2 tenderers with highest scores in Stage 1 assessment shall be invited to give a proposal presentation (Stage 2 evaluation) in June to the senior management of EMSTF, chaired by the Director of Electrical and Mechanical Services.  

	Evaluation Criteria (Stage 1)
	Weighting

	(i)
Tenderer’s experience, knowledge and capabilities
	20%

	(ii)
Approach to the assignment and appreciation of requirements
	40%

	(iii)
Experience of work with EMSTF or similar engineering organisations
	10%

	(iv)
Cost
	30%

	(Total)
	100%


(b) Stage 2 – The two tenders shall be evaluated by the senior management of EMSTF, chaired by the Director of Electrical and Mechanical Services according to the following evaluation criteria. A weighting ratio of 70:30 will be employed on assessing the tender submission. 

	Evaluation Criteria (Stage 2)
	Weighting

	(i)
Proposal Presentation 
	70%

	(ii)
Cost
	30%

	(Total)
	100%


12.
Confidentiality

12.1
Save for the performance of the services the Consultant shall not disclose the terms and conditions of this consultancy assignment or any information, specification, documents, plan, software, data or particulars furnished by or on behalf of EMSD in connection therewith, to any person other than a person employed or engaged by the Consultant in carrying out the work or any approved sub-consultants or the Consultant’s legal and insurance advisors.

12.2
Any disclosure to any person, sub-consultants or advisors permitted under Clause 12.1 shall be in strict confidence and shall extend only so far as may be necessary for the purpose of the work and the Consultant shall take all necessary measures to ensure confidentiality of any such disclosure.

12.3
The Consultant without the prior written consent of EMSD with approval shall not unreasonably withheld publish, either alone or in conjunction with any other person, in any newspaper, magazine, or periodical, any article, photograph or illustration relating to the work.

13.
Tender Submission

13.1 Tenderer shall submit 2 copies of both the Technical Proposal and the Fee Proposal. The Technical and the Fee Proposals shall be put in “separate” sealed envelops and must be put into the tender box with the following labels located in the entrance foyer of the hi-block building, Electrical and Mechanical Services Department, 98 Caroline Hill Road, Causeway Bay, Hong Kong before 12:00 noon on Friday, 6 June 2003.


“Tender Box – For EMSD Works Tenders only” 

(投標箱-祇接受機電工程署工程項目之投標書)
Late submissions will not be entertained. Please specify “Tender for EMSTF Annual Report 2002/03-Technical Proposal or Fee Proposal” on envelopes.

13.2 Tenderer shall provide a Technical Proposal including the following:

(a)
Overall creative approach to the annual report as a whole

(b)
Creative concepts for the Annual Report

(c)
What kind of visuals shall be used to express the theme, e.g. photography, illustration, audio & visual computer files, etc.

(d)
A description of the “look” of the annual report 

(e) Relevant experience in annual report design and production, in particular for government departments, the public sector or similar engineering organizations

(f) Previous working experience with EMSD.

(f)
Biographies of each of the proposed project team members

(g)
Any other information that shall support the tender (e.g. samples of past annual reports produced)

13.2
Fee Proposal


Tenderer shall complete the Schedule of Fee in Appendix B.

14.
Fees

14.1
All costs incurred for the production and delivery of printing materials such as letters, leaflets, fact-sheets, drawings, photos, and etc. and all other necessary materials required by the Consultant in carrying out the design and production works shall be fully borne by the Consultant unless otherwise quoted.

15.
Payment

15.1
Unless otherwise specified, payments are to be made in Hong Kong dollars upon satisfactory completion of the work in installments as stated below:

	Schedule of Payment
	Upon Completion of Work
	Payment

	First
	Approval of design concept & approach
	30%

	Second
	Approval of the final colour proof of the hardcopy version and the final detailed design of Internet version 
	40%

	Third
	Delivery of colour separation and films for the printing fo the 6,000 nos. Annual Reports and the final dummy of the Internet version
	20%

	Forth
	Completion of the supervision of the production of the printing of the 6,000 hard copies and the Internet version of the Annual Report.
	10%


16.
Tender Validity

16.1
All tenders submitted shall be valid for 60 days after the Tender Closing Date.

17.
Enquiries

17.1
All enquiries about this tender should be directed to Mr. Kelvin S.K. MOK, on tel. no. 2808 3372 or E-mail: skmok@emsd.gov.hk or fax no. 2882 1574. The annual reports for 01/02, 00/01, 99/00, 98/99 and 97/98 are available for inspection in the EMSD’s office upon request and annual reports in internet version are also available in our website at http://www.emsd.gov.hk. 

Appendix A 

Guidance Note for Contractors, Consultants and/or Suppliers of EMSD

機電工程署致承辦商、顧問公司及供應商的環保指引
機電工程署環保政策
『機電工程署承諾不斷為環境保育和保護作出貢獻，
以建立更理想的生活環境。』
我們嚴格遵守以上的環保政策，為香港的持續發展盡一分力。我們要求所有承辦商、顧問公司及供應商，遵守國際標準ISO 14001所指定的環保規定：
· 遵守有關的環保法例及有關規定；
· 控制材料或資源的使用(例如電力、燃料、化學品、紙張、包裝材料等)，務求達致節約能源及資源的目的；
· 盡量減少廢物的產生；
· 盡可能把材料和廢物循環再用或再造；
· 所有承辦商/顧問公司/供應商在機電工程署範圍內工作時，都必須以有效及合理的方式，確保所有廢物均已妥善處理、儲存及棄置，以防止有溢出及滲漏的情況出現；以及


· 所有承辦商/顧問公司/供應商為機電工程署提供服務時，必須適當維修所有設施、儀器、裝置和車輛，確保符合有關環保法例及有關規定。
所有承辦商、顧問公司及供應商均應熟知機電工程署的環保政策。
此外，各承辦商、顧問公司及供應商必須致力減低他們對環境做成的影響，在可行的情況下實施保護及保育環境的措施。
Guidance Note for Contractors, Consultants and/or Suppliers of EMSD

Our Environmental Policy:

“EMSD is committed to building a better environment through continuous contributions to environmental conservation and protection.”

EMSD will adhere to our Environmental Policy and to contribute to the sustainability in Hong Kong to enhance our environmental performance.

We request all our Contractors, Consultants and Suppliers to observe the following environmental requirements as stipulated by the International Environmental Management System Standard ISO 14001 as follows:-

· Comply with all relevant environmental legal and other requirements;

· Control the use of materials and resources (e.g. electricity, fuel, chemicals, paper, packaging materials, etc. where appropriate) to be both energy and resource efficient;

· If the goods offered are to be packed in carton box, the carton box packaging is to be made from 100% recovered fibre and should be strong enough for storage, stacking and transit;

· Minimize the production of all kinds of waste where applicable, while carrying out any work on any site for and on behalf of EMSD;

· Ensure all wastewater is discharged in accordance with legal requirements;

· Reuse and recycle materials/waste wherever possible;

· While working in any of EMSD premises, all contractors/consultants/suppliers are required to ensure that all waste materials are properly handled, stored and disposed of in an efficient and sensitive manner to avoid any spillages and leakages; and

· Regularly maintain all vehicles used for the purpose of conducting business with EMSD to ensure that noise and air emissions are controlled.

All contractors, consultants and suppliers should be familiar with EMSD’s Environmental Policy.

In particular, contractors, consultants and suppliers should pay attention to the main objectives of the Environmental Management System and endeavour to minimize their impacts on the environment and where feasible implement measures which will protect and conserve the environment.

Appendix B

Schedule of Fees

	Description
	Amount (HK$)

	1. 
Provide concept and detailed design, layout and artwork and colour separation, and recommended printing specifications for the hardcopy printing of the Annual Report including editing of photographs, scanning work, editing of text, etc. The service includes supervision and management of its contractors, liaison with EMSTF and setting up for photographic works

2. 
Provide supervision on printing and binding of 6,000 hard copies of the Annual Report. The actual printing and binding work is excluded in this assignment.

3. 
Provide concept and detailed design of the Internet version

4. 
Provide photography service for the production of sufficient and considerable original photographs for the Annual Report in the hardcopy version and Internet. 


	

	Total Amount = 
	


N.B. 
Please note that the Contractor has to bear all directly related costs arisen from the execution of this assignment by the total amount quoted

	Submitted by:-
	
	
	

	Messers.
	
	
	

	Signature of Person
	
	
	

	Authorized to Sign Tender
	
	Date
	

	In the presence of 
	
	Date 
	

	Tel. No. 
	
	Fax. No.
	

	This offer will be valid for 
	60
	days after the Tender Closing Date 
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