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The Commission for Environmental Cooperation (CEC) is requesting proposals from prospective 
consultants for the creative development and technical production of an animated, two-minute 
“explainer” video that outlines the CEC’s Submissions on Enforcement Matters process 
<www.cec.org/submissions>. The audience for the video is the general public in Canada, Mexico 
and the United States. Three language versions are required—English, French and Spanish.  
 
The CEC is an intergovernmental organization created by Canada, the United States and 
Mexico under the North American Agreement on Environmental Cooperation (NAAEC). The 
CEC was established to address regional environmental concerns, help prevent potential trade 
and environmental conflicts, and promote the effective enforcement of environmental law. The 
Agreement complements the environmental provisions of the North American Free Trade 
Agreement (NAFTA).   
 
Terms of Reference  
[Description of services, deliverables, milestones, reporting requirements] 
 
By 15 January 2015: 
Finalize script and visual concepts for video. CEC Secretariat Communications staff will provide 
a first draft of the video script in English with suggested visual concepts. However, the consultant 
is required to offer substantial feedback and creative ideas on bringing the information to life in a 
seamless, concise, and coherent fashion, using infographics, animated characters, icons, etc. 
 
By 2 February 2015: 
 
Storyboard with style, characters (if applicable) and look prepared by an illustrator and presented 
to CEC Secretariat staff for approval. Consultant and CEC Secretariat collaboratively select 
voice(s) for narration. 
 
By 16 February 2015: 
 
Consultant records and/or obtains voiceover from chosen narrator, completes animation, and 
completes sound effects and sound mixing. First cut presented to CEC Secretariat staff.  
 
By 27 February 2015: 
 
Final versions in three languages delivered to CEC Secretariat— both electronically and DVD 
copy. 
 
The CEC Secretariat will be responsible, when applicable, for translation, printing, publication, 
and distribution of products from this activity.  
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Requirements 
To be eligible for further consideration, all consultants must fulfill the following basic 
requirements. 
 
The consultant will have demonstrated experience producing animated short “explainer” videos 
intended for online viewing, as well as the creative and technical capacity to develop storytelling 
techniques, animated infographics, iconography characters, and other visual effects and tools. 
 
The consultant must have access to a variety of prospective narrators for selection, as well as 
musical scores to use in the video, sound mixing equipment, etc.  
 
The consultant must be domiciled and able to work legally in at least one of the three North 
American countries. If travel is required, the consultant must possess valid documentation to 
travel within these countries. 
 
The consultant must be fluent in both written and spoken English. 
 
The proposal should not exceed three (3) pages exclusive of the applicant resume or corporate 
brochures. It should include a detailed cost breakdown, including number of person-days of key 
and other personnel, direct and indirect costs, travel costs, and applicable taxes. 
 
Potential consultants are encouraged to submit any additional information that they believe will 
assist the CEC Secretariat in the evaluation of their proposal.  
 
The consultant will be selected in accordance with the CEC Consultant Services Procurement 
Manual, available at 
<www.cec.org/Page.asp?PageID=122&ContentID=1239&SiteNodeID=217&BL_ExpandID=&AA
_SiteLanguageID=1>.  
 
The CEC Secretariat intends to use its milestone-based contract for these services. A sample is 
available upon request. The consultant will be paid upon receipt and approval of final 
deliverables and invoice. 
 
Payment shall be made only for bona fide consultant fees and legitimate expenses incurred in 
accordance with the contract for professional services, and only upon receipt and documented 
acceptance by the Secretariat of statement(s) of account/invoice(s) from the consultant. 
Settlement of invoices that are acceptable for payment will normally be made 30 days from the 
date of receipt by the Commission. 
 
The budget for this activity will not exceed C$8,000.00, including professional fees and 
expenses. If a currency other than Canadian dollars is used, the consultant should indicate the 
total cost of the professional services in Canadian dollars as well as the currency of choice, for 
comparison purposes. 
 
Conflict of interest 
“Conflict of interest” means, but is not limited to, a situation where a consultant’s personal 
interest is sufficiently connected with professional duties under the contract, such that it results in 
a reasonable apprehension that said personal interest may influence the exercise of professional 
responsibilities under the contract. For example, a direct conflict of interest exists when the 
consultant is also a CEC government official, or is related to or closely affiliated with a CEC 
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government official, CEC staff member, or third party involved with the performance of the 
services. 
 
The consultant will inform the CEC Secretariat of any circumstance that existed prior to the 
execution of this contract or that could manifest during the performance of this contract, which 
could constitute a conflict of interest. The consultant will complete and sign the attached 
Declaration of Acceptance and Impartiality and Independence (see Annex). The Consultant will 
also take note of the CEC Consultant Services Procurement Manual, available at the above link. 
 
Deadlines for Proposal Submission and Decision 
The proposal, including all relevant attachments, must be received by the CEC Secretariat 
offices by 17:00 EST on Friday, December 12. Proposals submitted after this deadline will not 
be considered. 
 
Proposals must be submitted via e-mail to mainscow@cec.org. Proposal format may be in 
Microsoft Word or Adobe PDF format. Once the proposal has been submitted electronically, the 
CEC will confirm receipt within three (3) business days. If receipt is not confirmed by e-mail 
within this time, applicants must contact the CEC. The contact person is:  
 
Megan Ainscow  
Communications Coordinator 
Commission for Environmental Cooperation 
393, rue St-Jacques Ouest, bureau 200 
Montreal, QC, Canada H2Y 1N9 
Tel: 514-350-4300; Fax: 514-350-4314 
 
The CEC Secretariat intends to select the consultant within five (5) working days following the 
proposal submission deadline. Notification of selections will be made on or about 19 December 
2014. 
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ANNEX 
 

CONSULTANT’S  
DECLARATION OF ACCEPTANCE AND IMPARTIALITY AND 

INDEPENDENCE FOR CONTRACT 
 
I, the undersigned, 
 
Last Name: _________________________ First Name: _________________________ 
 
 
ACCEPTANCE 
 

 hereby declare that I accept to serve as consultant in the subject contract.  
 
IMPARTIALITY AND INDEPENDENCE  

o (If you accept to serve as a consultant, please check one of the two following boxes. The choice 
of which box to check will be determined after you have taken into account, inter alia, whether there 
exists any past or present relationship, direct or indirect, with any of the Parties to the North 
American Agreement on Environmental Cooperation (“NAAEC”) or their Commission for 
Environmental Cooperation (“CEC”) representatives, Secretariat staff, and/or third parties involved 
in the performance of this contract, whether financial, professional, familial, or of another kind and 
whether the nature of any such relationship is such that disclosure is called for pursuant to the 
criteria set out below. Any doubt should be resolved in favor of disclosure.) 

 

 I am impartial and independent with respect to the NAAEC Parties and their CEC 
representatives, CEC Secretariat staff, and third parties involved in the performance of this 
contract, and intend to remain so; to the best of my knowledge, there are no facts or 
circumstances, past or present that need be disclosed because they are likely to give rise to 
justifiable doubts as to my impartiality or independence, and that may constitute a conflict of 
interest. 

OR 

 I am impartial and independent with respect to the NAAEC Parties and their CEC 
representatives, Secretariat staff, and/or third parties involved in the performance of this 
contract, and intend to remain so; however, I wish to call your attention to the following facts 
or circumstances which I hereafter disclose because they might be of such a nature as to 
give rise to justifiable doubts as to my impartiality or independence, and that may constitute a 
conflict of interest. Where facts or circumstances exist that might give rise to the latter such 
doubts, I may set out measures I intend to take to mitigate or eliminate any doubts regarding 
my impartiality and independence, and/or a possible conflict of interest. (Use separate sheet 
and attach.) 

 
 
Date: _________________________  Signature: _________________________ 
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