
Financial Proposal Template – LTA for Engagement of Individual Consultants as Production Manager, Supporter Content Team, PFP, Geneva


	Category / Services
	Rate 

	Develop VE production plans.

Output 1:
· Develop a production plan for each VE and all VE related activities.
· Keep the production plan updated throughout the production process.

Timeline:  50 days
	
  XX per day for 50 days

	Document and track VE production processes

Output 2:
· Draft meeting minutes/summary documents for all meetings.
· Share with stakeholders timeously. 
· Document all inputs for Producer with action plan to incorporate into the planning of the scheduled VEs.

Timeline:  50 days
	XX per day for 50 days

	Support production of global and bespoke VEs
Output 3:
· Prepare and distribute invitations.
· Support the producer with script development (sourcing facts, information, updating timings and details of guests).
· Coordinate guest bookings and crossings – up to 6 per VE.
· Coordinate and support on guidance and scripting of senior colleagues, UNICEF leadership and high value partners.
· Coordinate rehearsals of crossings and full show.
· Coordinate live interpretation.
· Coordinate post-production materials: ensuring approvals, uploads timeously for use on the VEs.
· Collect, manage, and share monitoring and evaluation information and statistics.
· Coordinate fund raising materials to be shared after the VEs.
· Share content links to stakeholders timeously after VEs.
· Answer query emails and calls by Natcoms or COs relating to VEs.

Timeline: 150 days
	
XX per day for 150 days



