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REQUEST FOR QUOTATION - SERVICE (RFQ-S)
Ref No: SEWA/UNW/RFQ/ 01/2025 dated 17t May 2025

Request for Quotation for the Service of an ILLUSTRATOR

Name of Organization: Socio Educational Welfare Association (SEWA)
Name of Project: Ensuring Women’s Health, Wellness, and Safety in Rural Spaces in the Tea Sector
in Assam and West Bengal

Date of Issue: 17th May 2024

The Socio Educational Welfare Association (SEWA) invites quotations for professional services of an
llustrator under the project ‘Ensuring Women's Health, Wellness, and Safety in Rural Spaces in the Tea
Sector in Assam and West Bengal.

SEWA intends to conduct direct outreach activities in selected tea plantations in Assam, focusing on
women workers. To support this initiative, SEWA has developed Direct Outreach Tools covering key
thematic areas of health, wellness, and safety. We seek the expertise of an illustrator to create visual
images for the Assamese and Hindi outreach tools

Each module consists of approximately 8 to 16 pages. Interested illustrator is encouraged to visit the
SEWA office to review the content and understand the nature of the work. Inspections will be open from the
date of issue of this RFQ until 26th May 2025, 3:00 PM. The interested illustrator must have professional
experience of doing such kind of work.

Scope of Work
SEWA's focus on educating and empowering marginalized women workers; the illustrator's work plays a
vital role in making content engaging and comprehensible. The illustrator's role is to visually communicate
ideas, concepts, and stories through artwork. The illustrator's work is essential in making complex
information more engaging, accessible, and understandable, especially for audiences with literacy barriers
or those who benefit from visual learning.
» Total Number of Modules: Seven (7)
 Submission Requirements: All images and allied script versions must be submitted in soft copy
(editable format). Signed hard copies of the work produced must also be provided.
Where necessary, separate visuals must be created for the Assamese and Hindi outreach tools.
Completion Period: Seven (7) days from the issuance of the purchase order.
Additional contribution as illustrator on poster and leaflet relating to direct outreach messages.
Before creating the final artwork, the proposed visual work, idea, or outline should be presented to
ensure that all proposed artwork content has been reviewed in advance by SEWA.
o SEWA will also guide the illustrator on visual images or artwork that appropriately align with the
messages.



Some key responsibilities of the illustrator during creation of visual content :

Concept Visualization: Transforming abstract ideas and messages into clear, meaningful
illustrations.

Character & Scene Development: Designing relatable figures and settings that resonate with the
target audience.

Cultural & Contextual Relevance: Ensuring illustrations reflect the local culture, workplace ( tea
industry ) environments, and daily realities of the audience.

Consistency & Branding: Maintaining visual consistency across outreach materials while aligning
with SEWA's messaging and themes.

Adaptability for Multiple Formats: Creating illustrations suitable for posters, pamphlets, digital
formats, and training modules.

Preparation of Quotations
Interested illustrator should prepare and submit their quotations as follows:

1.

2
3.

4.

Required’Documents

Price quotation for illustrator seven modules, as provided by SEWA. And additional contribution on
Leaflet and poster / banner.

Pricing should include service charges and delivery of visual art work both soft copy and hard copy.
An illustrator may submit only one set of quotations. The quotation must be typed or written in
indelible ink and signed by the illustrator or an authorized representative. Unsigned quotations will
not be considered.

The quotation must remain valid for 60 days from the date of submission.

\

The quotation must be accompanied by copies of the following documents:

GST certificate (if applicable; if there is no GST registration, a declaration is required)
PAN card

Delivery timeline

Payment terms

Bank details

Bio-data and past experience

Submission Guidelines
Deadline: Quotations must be submitted on or before 3:00 PM on 27th May 2025. The signed and sealed
quotation along with required documents should be placed in an envelope and addressed to:

Purchaser's Address:

President

Socio Educational Welfare Association

Shanti Bhavan, Near Naliapool Bazar

P.0. and P.S. - Dibrugarh, Assam, Pin - 786001
Telephone: 0373-2999349 (Landline)



Alternatively, quotations may be submitted electronically via email to:
E-mail: sewa.dib25@gmail.com

The Service Provider — illustrator shall be responsible for all taxes, duties, and license fees incurred until
service delivery. The reproduction or circulation / publish of any portion of the visual content created under
this service requires prior permission from SEWA. The copyright of the produced content remains with
SEWA.

Evaluation Process

SEWA will evaluate quotations by correcting any arithmetic errors to ensure accuracy. Discrepancies
between figures and words will be adjusted in favor of the amount written in words. Additionally, if there is a
difference between the unit rate and the total cost due to miscalculations, the quoted unit rate will be
considered final. Failure to accept corrections may result in rejection of the quotation. Substantially
responsive quotations will be evaluated based on pricing and other relevant criteria.

Award of Contract

SEWA will award the Service to the illustrator whose quotation is deemed substantially responsive and
offers the lowest price. The selected illustrator will be notified within three (3) days and issued a Purchase
Order. Notifications will be sent via email or an official letter.

Contact Information
For further details or inquiries, please contact:

Contact Person:

Ms. Rupjyoti Gogoi \
Shanti Bhavan, Naliapool Bazar

Telephone: 9706515958

E-mail: sewadib@gmail.com

Any misrepresentation or false information that knowingly or recklessly misleads SEWA may result in
automatic rejection of the quotation or cancellation of the contract if awarded.

@

Arfan Hussain
Vice-President, (SEWA)
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