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PERFORMANCE WORK STATEMENT 
U.S. EMBASSY SANTO DOMINGO 

REQUEST FOR QUOTE 
MEDIA MONITORING SERVICE 

 
 

1. SCOPE OF WORK 
 

The Contractor shall develop a daily English language media monitoring report called 
“Santo Domingo Press Summary” which is a comprehensive daily summary of news 
related to the U.S. Embassy, Dominican national news, economic issues, security issues 
or policy issues of U.S. interest that is circulated internally within the Embassy and 
State Department.  The Contractor will compile and summarize in English each news 
story that is topline news headlines of the day and most relevant news established topics 
by the U.S. Embassy in Spanish-language Dominican print, online, television, and radio 
national and local (as needed) news.  The news summary in English should be submitted 
electronically with links to the stories and formatted in a pre-established template to the 
Public Affairs Section no later than 8:00 AM Monday through Friday when the 
Embassy is open.   
 
1.1 GENERAL INSTRUCTIONS 
 
The news summary is a document comprised of five sections:  

1. bilateral affairs (any news in which the U.S. Ambassador, U.S. Embassy or U.S 
government employee appear),  

2. national affairs (pertains to Dominican domestic politics and issues),  
3. international affairs (any news pertaining to international issues (not uniquely 

USG) in relation to the Dominican Republic),  
4. security affairs, and  
5. economic affairs.  

The Contractor shall monitor Dominican print/online, television, and radio news, and 
summarize in English the top stories, including but not limited to: political 
environment, trade, immigration issues, military cooperation, crime, agriculture, 
culture related to the U.S., education and health, other news involving Embassy or U.S. 
Government Officials.  This may include editorials, op-eds, and political cartoons.  The 
English news summary should be submitted in the pre-established template that was 
created by the Embassy that is a Word Document with clickable links and tabs.  The 
Embassy will share the template and format that the news summary should be provided 
in.  The document will be sent to the Embassy Press team email address 
SantoDomingoPress@state.gov and SantoDomingoPressStaff@state.gov no later than 
8:00 AM daily, Monday through Friday, when the Embassy is open.  On Mondays, the 
Contractor will include news stories from the weekend and include news stories the 
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days following embassy holidays.  For each summarized news story, the hyperlinks to 
the story should also be provided. 
 
The Contractor must be available to discuss news items and answer questions from the 
U.S. Embassy Press staff by phone or online, as needed, between 7:00 and 9:00 AM 
Monday through Friday. The compilation will contain the topline news-making stories, 
coverage of bilateral affairs, news related to the U.S. Mission priorities and other news 
that is making headlines and/or would be of interest to the Mission.  The embassy will 
provide written guidance on topics of interest to the Mission.   
 
1.1. DUTIES AND RESPONSIBILITIES 
 

1.1.1. Review daily Dominican print/online, television, and radio news, and 
summarize relevant stories from the weekend’s news to submit on Monday in 
English in the agreed upon format. 

1.1.2. Submit an English summary of each relevant news story from the most 
salient and relevant news items and topics established by the U.S. Embassy to 
the Public Affairs Section no later than 8:00 AM Monday through Friday when 
the Embassy is open. The summary should be impartial and considered a 
faithful reflection of the original news article or commentary, conveying the 
tone, sentiment, placement of the news article or importance of mention on 
media outlet and not the Contractor’s opinion or interpretation.  It should also 
include hyperlinks to all the stories and if referring to a news article, indicate 
what newspaper and what page the story is on.  If referring to a TV broadcast, 
reference the date and as possible a link to the video. 

1.1.3. Monitor all interviews associated directly with the U.S. Embassy and include 
a brief read-out and link to clip or audio in the news summary. 

1.1.4. Must be available to discuss news items and answer questions by phone 
between 7:00 and 9:00 AM, Monday through Friday.  

1.1.5. Compile scanned copies of articles related to the Ambassador (clippings) 
published in print media and magazines and submit a hard copy to the U. S. 
Embassy press staff every two weeks.   

 
2. SPECIFIC PRODUCTS/ DELIVERABLES  

 
The Contractor could reference any media outlet or news service, but must review 
major print dailies, television, radio and online news sites including but not limited to: 
Listin Diario, Hoy, Diario Libre, El Nuevo Diario, La Informacion, El Dia, El Nacional, 
El Caribe, Acento, Dominican Today, Noticias SIN, Cadena de Noticias, Telemicro, 
Telenoticias, station 101.3 FM, 106.5 FM, 107.7 FM, 95.7 FM, 91.3 FM.   Each story 
should come with links to online versions of the articles/video clip.  The summary 
should include situational information in case of news referring to a geographical 
location and full titles of government offices or ministries and not just acronyms.  Upon 
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request, the Contractor and as needed should be able to access or provide provincial or 
regional news outlets.  
 

3. MANAGEMENT AND SUPERVISION 
 

Each day the Contractor will submit a compilation of the most salient news items via 
email to SantoDomingoPress@state.gov and SantoDomingoPressStaff@state.gov no 
later than 8:00 AM Monday through Friday when the Embassy is open. All weekend 
products should be submitted the following business day as well as news coverage 
occurring during Dominican or American holidays. Should any unforeseen event occur 
which will delay the product or impede its submission the Contractor shall notify the 
embassy via email to SantoDomingoPressStaff@state.gov, and a back-up option must 
be provided. 
 

4. REQUIRED INFORMATION IN POTENTIAL CONTRACTOR QUOTES  
 
Quotes shall include the following elements to be considered for this award: 
 
4.1. Demonstrate the offeror’s experience offering media monitoring services; 
4.2. Demonstrate the offeror’s ability to operate at near-native levels of fluency in 

English and Spanish;  
4.3. Include a summary of previous work or projects similar in scope, including 

4.3.1. At least three client references,  
4.3.2. Demonstrated experience in: 

4.3.2.1.  media monitoring,  
4.3.2.2. compiling analyzing news content from several sources,  
4.3.2.3. translations from Spanish to English, and  
4.3.2.4. compiling data or similar products;  

4.4. Knowledge of U.S. Embassy programs and initiatives in the Dominican Republic; 
4.5. Knowledge of the U.S. political environment; 
4.6. Strong knowledge of Dominican political, social and economic context; and  
4.7. A price quote, by month, to perform the work requested.  Quotes may be in U.S. 

Dollars or Dominican Pesos (payment will be made in Dominican Pesos).   
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