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SCOPE OF WORK

Inopark’s Digial Markeng, Social Media and Websie Mainenance acvies

Clien: Inoparks Kerala

Conrac Duraon: One (1) Year (12 Monhs)

1. Overview & Objecves

Inopark - Overview

Inoparks Kerala, popularly known as Inopark, is an IT park ully owned by he Governmen

o Keralam, wih is main hub in Kochi. As one o he much-sough IT desnaon in Keralam,

Inopark sands as a proud esamen o he sae’s progressive spiri since is esablishmen

in 2004. A presen, Inopark houses more han 580+ IT/ITES companies. Inopark

encompasses mul-campus developmens including Inopark Kochi Phase 1, Inopark Kochi

Phase 2, i by Infopark (Ernakulam SouhMero building), Inopark Cherhala, Inopark Thrissur

(Koraty), spanning 9.2 million sq.f buil-up area, as well as upcoming developmens such as

Inopark Phase 3 (AI Nave-Ciy) and Inopark Phase 4 (Mixed-use Developmen), and hosng

70,000+ proessionals. The IT Park delivers world-class IT inrasrucure o eseemed enan

companies, hrough Gov-owned IT complexes, as well as hose developed by privae

developers [co-developers], siuaed in boh Special Economic Zone [SEZ] and Domesc Tari

Area [DTA]. In recen years, Inopark has been playing as an ecosysem-enabler or he IT

secor.

The seleced agency shall deliver sraegic digial markeng, end-o-end social media

managemen, connuous Search Engine Opmizaon (SEO), high-impac conen

developmen, oine/online creave collaeral design, and annual websie mainenance or

websies under Inopark.

CORE STRATEGIC PILLARS

INVESTMENT ATTRACTION COMMUNITY ENGAGEMENT BRAND POSITIONING

Drive B2B leads or
land/oce space leases

Highligh campus lie, culure
& enan success

Posion Kochi globally as a
premier IT/ITES & GCC Hub

2. Deailed Scope o Services

2.1 Social Media AccounManagemen & Conen Sraegy

The agency shall provide end-o-end managemen across primary digial plaorms:

LinkedIn, Facebook, Insagram, X (Twiter), YouTube, Google Business Prole, and
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secondary plaorms (WhasApp Channels, Threads, Blogs, Wikipedia) and hose plaorms

which are required o be creaed/ managed.

The accouns under Inopark are:

• The Social Media plaorms given below (as on 30/09/2026)

Inopark i by Inopark

• Sared in Sepember 2025

LinkedIn 1,66,838 ollowers 2,112 ollowers

Facebook 1,13,719 ollowers 3,201 ollowers

Insagram 46,414 ollowers 315 ollowers

Google My Business 4.5 rang 4.8 rang

YouTube 2,381 subscribers 25 subscribers

X 2,228 ollowers 11 ollowers

Digial markeng plaorms include Wikipedia, Pineres, Threads, SoundCloud, ec.

Conen Volume & Cadence:

o Minimum 45 plaorm-specic poss per monh across LinkedIn, Facebook,

Insagram, and X. A leas 80% o he conenmus be cusomized specically

or each plaorm's nave audience one and orma. Minimum 10 poss o

he oal monhly poss mus be relaed o “i by Inopark”. Please noe, i he

same conen is o be published in more han one plaorm or more han one

brand name (Eg: Inopark, i by Inopark), hen i will be couned as one pos

o hamonh.

o In addion, minimum 3 high-qualiy long/shor videos and 4 Reel-sized

conen per monh, or YouTube, Facebook and Insagram. This can be

sourced conen oo and due credis mus be given.

o Addionally, Minimum 1 long-orm blog pos (1,000+ words) published per

monh on he ocial websie and cross-promoed on LinkedIn.

• Conen Calendar or social media & digial markeng: The conen calendar

(monhly) should sae he aoremenoned conen requiremens.

• Conen Pillars: Land parcel leasing, oce space availabiliy, company growh sories,

inrasrucure upgrades, announcemens, esmonials, campus evens, lie a

Inopark, Kochi as a key desnaon.

• Approval Workow & Turnaround Time (TAT):

o All poss mus sricly ollow a monhly/weekly conen calendar submited 5

business days in advance or Inopark approval.
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o Sandard Creave TAT: 24 hours rom brie o layou.

o Even Coverage Pos TAT:Wihin 4 hours or in-house evens; wihin 24 hours

or exernal/pan-India evens.

o Emergency Announcemen TAT:Wihin 1 o 2 hours o nocaon.

• Communiy Managemen &Moderaon:

o Moderaon o social eeds a leas 3 mes daily (Morning, Afernoon,

Evening) o ler spam, abusive language, and unauhorized ads.

o Response me o public commens and queries: Under 48 business hours

using approved emplaes and escalaon guidelines.

o Urgen or negave eedback mus be escalaed o he Inopark Markeng

Deparmen wihin 1 hour.

• Phoos & videos documenaon:

o All phoos & videos (raw/ edied) mus be submited o Inopark or

documenaon wihin one-week afer capuring he visuals.

• Monioring: Keep an eye on how Inopark is being porrayed in digial plaorms,

wihin and beyond social media plaorms. Monioring o news, blogs, and

sakeholder-relaed campaigns relevan o Inopark is required.

• Monhly review meeng & repor submission: Separae repors mus be submited

or Websie mainenance, and Digial Markeng and Social Media acvies. The

monhly meeng or boh he componens shall be scheduled based on muual

convenience.

• Single Poin o Conac (Accoun Lead)

Appoinmen o a qualied Accoun Lead as a single poin o conac. Deails o roles,

responsibilies, and credenals shall be submited a he me o onboarding.

• Accoun Vericaon

Faciliae vericaon o Inopark’s ocial social media accouns.

• Sandard Templaes

Develop sandard pos emplaes in consulaon wih he Markeng Deparmen.

• Conen Approval

All poss shall be published only afer prior approval rom he Markeng Deparmen.

• Websie Conen Updaes

Websie conen updaes on Inopark’s ocial websie or digial campaigns, news,
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newsleters, evens, announcemens, esmonials, blogs, SEO-relaed updaes,

Tesmonials ec.

In addion, he agency shall periodically review he conen across all pages o

Inopark’s ocial websie and submi recommendaons or conen updaes,

correcons, enhancemens, or resrucuring, wherever required, o ensure accuracy,

relevance, consisency, and alignmen wih digial markeng and SEO objecves.

• Email Oureach & Newsleter

Suppor email campaigns as required and ensure monhly circulaon o he

newsleter.

2.2 Perormance Markeng & Paid Adversing Managemen

• Ad Accoun Ownership & Billing Srucure:

o All paid ad campaigns (Google Ads, Mea Ads, LinkedIn Ads, X Ads) shall be

run exclusively hrough Inopark-owned ad accouns.

o The agency shall be graned "Manager" or "Adverser" access and is sricly

prohibied rom running campaigns via agency-owned accouns.

• Budge Allocaon & Pass-Through Expendiure:

o The media ad spend is a pass-hrough expendiure billed direcly or

reimbursed a acuals (subjec o pre-approval) and is disnc rom he

agency's monhly reainer/service ee.

• Campaign Objecves: High-inen lead generaon or land/oce leasing, global

posioning o Kochi as a GCC desnaon, and argeed audience reach.

• Reporng:Monhly submission o nave plaorm billing invoices, dashboard

screenshos, and Cos-Per-Lead (CPL) / Cos-Per-Click (CPC) analycal perormance

breakdowns, and oher supporve documens.

2.3 Search Engine Opmizaon (SEO) & Web Analycs

• On-Page SEO: Technical opmizaon omea les, descripons, heading srucures

(H1, H2, H3), image ALT ags, inernal link srucures, schema markup

implemenaon, and conen keyword densiy updaes across all sie pages.

• O-Page SEO: High-auhoriy backlink building, local business ciaons, direcory

submissions, and gues pos sraegies.

• Technical SEO & Perormance Targes:

o Mainain Google PageSpeed Insighs perormance score ≥ 85 on mobile and

≥ 90 on deskop.
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o Zero crical echnical errors in Google Search Console (404 errors, indexing

issues, crawl errors).

o Connuous mainenance and monhly submission o XML siemaps and

robos.x conguraons.

• Quarerly SEO Audi & Reporng: Formal quarerly SEO audi repor deailing

organic rac rends, keyword rankings or arge B2B erms, backlink healh, and

compeor posioning.

2.4 Websie Mainenance, Securiy & Technical Governance

This covers connuous mainenance or inopark.in and ibyinopark.in.

• Core Mainenance Scope:

o Connuous monioring or securiy vulnerabilies, malware scanning, and

applying CMS, heme, and plugin securiy paches.

o Monhly allocaon o up o 20 developer hours or sandard roune updaes

(ex edis, banner replacemens, documen uploads, press releases, ender

updaes).

o Cross-browser compabiliy checks (Chrome, Saari, Edge, Fireox) and mobile

responsiveness vericaon.

• Daa Backup & Disaser Recovery SLAs:

o Daily auomaed o-sie daabase backups andweekly ull-sie (les +

daabase) backups.

o Recovery Time Objecve (RTO): < 4 hours in case o sie ouage or server

ailure.

o Recovery Poin Objecve (RPO): < 24 hours daa loss hreshold.

• Minor Feaure Enhancemens (Wihin Scope):Mainenance and unconal weaks

o he enan direcory, even calendar, ineracve locaon maps, news/blog

modules, and media galleries.

• Major Cusom Developmen (Ou o Scope / Rae Card Based): Major archiecural

changes, sandalone web app creaon, or hird-pary CRM sofware inegraon shall

be quoed separaely using he agreed human-hour rae card.
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2.5 Offline Collaeral & Even Coverage Suppor (Wihin he scope)

• Design Collaeral: Design and layou o oine promoonal maerials, including

banners, brochures, sandees, corporae presenaons (PPTs), prin ads, and even

backdrops as requesed by he Markeng Deparmen.

• On-Demand Phoography & Videography: On-call producon eam equipped wih

high-resoluon 4K camera gear, drones, wireless audio equipmen, and lighng rigs

o documen key visis, aciliy launches, CEO inerviews, and evens across

campuses.

• Ou o scope phoo & video coverage suppor

3. Resource Allocaon & DeploymenModel

Role
Deploymen

Model

Minimum

Experience
Key Responsibilies

Accoun

Lead

Full-Time On-

Sie (Saoned

a Inopark Park

Cenre oce)

3+ Years oal

(Min. 1 year

wih agency)

Daily liaison wih Inopark

Markeng Dep, campaign

ideaon, even coordinaon,

conen drafing, pan-India

even suppor. Phoo/video

coverage i occurs shor-noce

or in he absence o

Phoo/Video eam under he

agency.

Phoo &

Video Team

Full-Time O-

Sie bu On-Call

(Mus be

saoned in

Kochi)

Proessional

Experience

Even coverage, campus shoo

ooage, eding reels and

inerviews.

Digial

Markeng

Analys

Par-Time /

Advisory
5+ Years

Paid campaign opmizaon,

daa insighs, campaign audi,

sraegic quarerly planning.
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Role
Deploymen

Model

Minimum

Experience
Key Responsibilies

Technical

Lead

(Conen &

Response)

Full-Time O-

Sie (Agency

Oce)

3+ Years

Visual design oversigh, SEO

execuon, Google Analycs

monioring, response emplae

managemen.

Websie

Accoun

Lead

Full Time O

Sie (Agency

Oce)

3+ Years oal

(Min. 1 year

wih agency)

Liaison wih Inopark Markeng

Dep, conen drafing

• Inopark Provision:Worksaon desk space and Wi-Fi access a Park Cenre Oce or

Accoun Lead only.

• Agency Provision: High-perormance lapops, proessional camera equipmen,

mobile connecviy, design and video sofware licenses (e.g., Adobe Creave Cloud),

and social lisening ools. Saonery iems, prinng (i any), daily ravel &

ransporaon wihin or beween Inopark campuses.

• Key Personnel Replacemen Clause: Named resources canno be replaced wihou

15 days' prior writen noce and a mandaory 7-day ransion shadowing period a

he agency’s cos.

4. Required Tooling & Sofware Sack

The agency mus deploy and mainain indusry-sandard enerprise ools a no exra cos o

Inopark:

• Social Media Managemen & Publishing: For unied scheduling, inbox managemen,

and analycs.

• SEO & Sie Audi Tools

• Analycs Framework: Google Analycs 4 (GA4), Google Search Console, Google Tag

Manager, ec.

• Social Lisening & Senmen Analysis Tool: For racking menons, senmen, and

compeor analysis).

5. Perormance Merics & Key Perormance Indicaors (KPIs)

To qualiy or ull monhly reainer disbursemens, he agency mus hi he ollowing

perormance arges:
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KEY PERFORMANCE INDICATIORS (KPIs)

1. Follower Growh:Minimum 2% ne organic ollower growh per monh on LinkedIn,

Insagram, Facebook, YouTube. Minimum 1% ne organic ollower growh in X.

2. Google Business Prole Rang:Mainain average rang≥ 4.5 sars across all

campus lisngs.

3. Lead Generaon: Generae qualied B2B leads or land leasing and space inquiries

(arge volume aligned wih paid ad spend).

4. Websie Upme & Healh: 99.9% monhly web upme wih zero unresolved high-

severiy echnical bugs.

5. Conen Oupu Compliance: 100% adherence o required pos, video, reel, and blog

publicaon volumes.

6. Financial Srucure & Bidding Forma

6.1 Pricing Table (To be submited in Financial Bid)

Sl.

No.
Componen Descripon

Monhly

Amoun (INR)

[Excl. GST]

DOCX

Annual Toal

(INR) [Excl.

GST] DOCX

Agency Service Reainer Fee

(Includes Social Media, SEO, Conen

Creaton, Websie Mainenance, On-

sie Accoun Lead, Design, & Tools)

TOTAL Toal Financial Commimen ( ₹ ₹

In Words (Toal Annual Exclusive of GST): __________________________________________
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6.2 Rae Card or Ou-o-Scope / Addional Technical Work

Service Uni
Rae (INR, Excl.

GST)
Sandard TAT

Senior Developer / UI-UX Designer (per

Man-Hour)
₹ ______ / hour

As agreed per

brie

Full Webpage Creaon (Cusom Design +

Conen)
₹ ______ / page 3 Business Days

Addional Producon Crew Day (Phoo +

Video Shoo)
₹ ______ / day 48 Hours noce

7. Legal, Compliance & Inellecual Propery (IP)

• Inellecual Propery & Conen Ownership: All arwork, source les, writen copy,

phoography, videography, code, design, and raw ooage generaed under his

conrac shall remain he 100% exclusive propery o Inoparks Kerala.

• All conens mus be designed, creaed and packaged or publishing in such a way

ha i remains inclusive, unbiased, clear, creave and inormaon, and does no hur

he senmens o any gender, religion, case, polical ideologies, race, ec., and

abides by he laws/ guidelines in place/ issued in orce and in uure by he Gov o

Keralam/ Gov o India.

• The conens o be published in public domain when he Model Code o Conduc

(MCC) is in place, needs o abide by he code in place.

• Inopark is he decision-maker i a conen requires “Collaborae” eaure o be used

in Facebook, Insagram and or any plaorm, in addion o ag/ menon.

• All conens o be published in any plaorm o Inopark requires approval rom

Inopark. A conen posed wihou approval rom Inopark will be reaed as

violaon o guidelines.

• Indemnicaon & IP Warrany: The agency explicily warrans ha all conen

published is ree rom copyrigh, rademark, or paen inringemens. The agency

shall ully indemniy Inopark agains any legal claims, losses, or damages resulng

rom copyrigh inringemen, unlicensed sock asses, or deamaon.
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• Daa Privacy & DPDP Ac 2023 Compliance: The agency shall sricly comply wih he

Digial Personal Daa Proecon (DPDP) Ac, 2023. All prospecve clien leads,

conac numbers, and enquiry orms colleced hrough digial campaigns mus be

ransmited securely o Inopark's auhorized sysems. No cusomer daa shall be

sored, expored, or reused by he agency or any oher purpose.

• Non-Disclosure Agreemen (NDA): The agency shall sign a comprehensive bilaeral

NDA proecng Inopark’s commercial land pricing, enan deails, maser planning

documens, and inernal operaonal daa.

• Conrac Terminaon:

o Inopark reserves he righ o erminae he conrac by giving a 30-day

writen noce or perormance deciencies or operaonal reasons.

o Upon erminaon, he agency mus immediaely ranser all adminisrave

conrols, accoun passwords, asse reposiories, analycs code, and backup

daabases, and sign a ormal Asse Transer & Clearance Cercae prior o

he release o nal paymens.

• Conrac Exension: Inopark may exend he conrac wih he agency or up o one-

year, upon sasacory perormance. I exended, he monhly reainer ee remains

he same as he quoed amoun.

Three sep selecon process o he bid submited:

Sep 1 – Proposal

Ineresed agencies are invied o submi heir proposal along wih he ollowing deails:

i) Oce locaon

ii) Team Srengh o he company/agency

iii) Prole o Team o be dedicaed or Inopark (relevan experience, skills, roles wihin he

eam).

iv) Porolio

v) Awards & Recognions i any

vi) Sraegy proposed or he park in brie

Sep 2 – Sraegy presenaon or seleced agencies

Seleced agencies will be noed o presen heir proposed sraegies or he park.

Sep 3 – Financial bid submission or seleced agencies

Upon selecon, agencies shall submi heir price bid using he orma provided above.


