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Tirana 30/04/2021

INVITATION TO TENDER
“Contract for the event management of four LBO Serbia program activities in 2021”
 
This is an invitation to tender for the above-mentioned service contract. Please find enclosed the following documents, which constitute the Tender Dossier:
A.  Contract notice
B.  Instructions to tenderers
C.  Draft contract
D.  Terms of reference
E. Service tender submission form (To be submitted by the tenderer as the standard application form using the template provided Annex I) 
F.  Financial offer form (To be submitted by the tenderer as the financial offer using the template provided Annex II) 
We look forward to receiving your tender, which has to be sent no later than the submission deadline at the e mail address specified in the instructions to tenderers. 
By submitting a tender, you accept to receive notification of the outcome of the procedure by electronic means. Such notification shall be deemed to have been received by you on the date upon which the contracting authority sends it to the electronic address you referred to in your offer.

  Head of Contracting Authority
Albert Hani
Secretary General
 




A: SERVICE CONTRACT NOTICE

1.  Procedure: Open procedure
2.  Contract title: Contract for the event management of four LBO Serbia program activities in 2021
3.  Financed from:  Regional Youth Cooperation Office (RYCO).
4.  Contracting Authority: Regional Youth Cooperation Office (RYCO).


CONTRACT SPECIFICATION
5. 	Nature of contract:  Global based 
6. Contract description: RYCO is requiring the effective provision of event management services for the implementation of four local activities of the Local Branch Office located in Belgrade, Serbia. Event management services are required for the implementation of local activities scheduled for 2021, as per the defined work plan. All activities will be held in Serbia during May- December 2021. A detailed description is provided in the Terms of Reference, part D of the Tender Dossier.
7. 	Number and titles of lots:  Sole lot
8.   Maximum budget: 15 000 EURO

CONDITIONS OF PARTICIPATION
9. Eligibility: Participation in tendering is open on equal terms to duly registered local legal Entities/Companies, performing this type of activity, participating either on their own or as a consortium.
10. Number of tenders:  No more than one tender can be submitted by a tenderer. In the event that a tenderer submits more than one tender, all tenders in which the eligible entity has participated will be excluded.
11. Grounds for exclusion: As part of the tender, tenderers must submit a signed and stamped declaration, included in the tender submission form, to the effect that they are not in any of the exclusion situations.
                                                                                                                                                                    12. Sub-contracting:  Subcontracting is allowed.

PROVISIONAL TIMETABLE
13. Provisional commencement of the contract:  May 2021.

14. Implementation period of the tasks:  May 2021 – 31st December 2021


SELECTION AND AWARD CRITERIA
15. Selection criteria
The following selection criteria will be applied to the tenderers.  
1. Qualification and experience requirement of the tenderers
The objective of this criteria is to examine whether or not the tenderer:
· Has a professional profile, sufficient experience, and capacity appropriate to this contract as per the Terms of Reference requirements listed as follows:
The service provider should fulfil the below requirements:
· Duly registered legal person (Company or Agency) with requisite professional experience in event management;
· Has minimum experience of 5 years in the provision of event management services;
· Has at least 5 permanent staff;
· Has at least 5 similar experiences in the last three years;
· Availability to offer services within the implementation period.

2. Financial offer 

· The objective of this criterion is to identify the Economic Operator who in compliance with the selection criteria offers the lowest price.	
16. Award criteria:  The award criterion will be the price. The contract will be awarded to the lowest price among technically compliant tenderers.


TENDERING
17. 	Deadline for receipt of tenders: 14.05.2021, 17h00. 
18. Tender format and details to be provided:  Tenders must be submitted using the standard tender form provided in this tender dossier. To prepare their tender, Tenderers must strictly follow all the instructions indicated at “Instructions to Tender” and “Terms of References” including the annexes, part of this tender dossier. 
18. How tenders may be submitted: Tenders must be submitted in English exclusively to the contracting authority: Regional Youth Cooperation Office (RYCO) and be sent to the following email address:
procurement@rycowb.org 
Tenders submitted by any other means will not be considered.
By submitting a tender tenderers accept to receive notification of the outcome of the procedure by electronic means.
19. Operational language: All written communications for this tender procedure and contract must be in English.  
20. Alteration or withdrawal of tenders: Tenderers may alter or withdraw their tenders by electronic notification sent in the same email address mentioned in point 18 prior to the deadline for submission of tenders. No tender may be altered after this deadline. 
21.  Legal basis:  
                           -  RYCO’s Rules for Procurement  
		         -  Statute of the Regional Youth Cooperation Office
                                 


















B: INSTRUCTIONS TO TENDERERS
 
Contract title: “Contract for the event management of four LBO Serbia program activities in 2021”
Financed from:  Regional Youth Cooperation Office (RYCO)
Contracting authority: Regional Youth Cooperation Office (RYCO)
When submitting their tenders, tenderers must follow all instructions, forms, terms of reference and relevant annexes, draft contract provisions and specifications contained in this tender dossier. Failure to submit a tender containing all the required information and documentation within the deadline specified may lead to the rejection of the tender.
1. Services to be provided
The services required by the Contracting Authority are described in the terms of reference (part D of the tender dossier) and form an integral part of this Contract.  
2. [bookmark: _Ref499723935]Timetable
	
	 DEADLINE
	TIME*

	Deadline for requesting clarification from the contracting authority
	Up to  5 (five) working  days before the deadline for submission of tenders
	 

	Last date for the contracting authority to issue clarification
	At the latest  2 (two) working days before the deadline for submission of tenders 
	 

	Deadline for submitting tenders
	   14/05/2021
	 17:00


* All times are in the time zone of the country of the contracting authority.
3. [bookmark: _Ref499615030]Participation, qualification and subcontracting

a) Participation: Participation in tendering is open on equal terms to duly registered local legal entities/ Companies, performing this type of activity, participating either on their own or as a consortium.   
b) Qualification: Upon meeting the selection criteria.
c) Sub – contracting: Sub - contracting is allowed. 
 
4. Content of tender.
The tender must include a technical offer and a financial offer.  
4.1.	Technical offer
The technical offer must include the following documents:
1. Tender submission form according the template given in the tender dossier (ANNEX I of the tender dossier), including:
a.  “STATEMENT”, 
b. “DECLARATION ON HONOUR ON EXCLUSION CRITERIA”,  
c.  “FINANCIAL IDENTIFICATION FORM” 
 * The above mentioned form to be completed signed and stamped by the tenderers.
2. The evidences to support the selection criteria set in the Terms of Reference part D of the tender dossier as follows:
The potential tenderer must submit:
· Certificate of Registration/Incorporation;
· Company profile with a list of clients, number of employees and list of similar assignments;
· Statement of Satisfactory Performance from one previous client during last years;
· Consortium agreement if applicable.
Documentary proof should be scanned copies of the original or notarized copies.
Tenderers are reminded that the provision of false information in this tender procedure may lead to the rejection of their tender.
4.2.	Financial offer
The financial offer must be presented according to the Financial offer form, ANNEX II of the Tender Dossier, expressed in EUR, VAT and all applicable taxes included.
Tenderers are reminded that:
The financial offer cannot exceed 15,000 EUR.
The service provider is responsible for paying all the taxes related to this contract.
Offers, all correspondence and documents related to the tender exchanged by the tenderer and the contracting authority must be in English.
Supporting documents furnished by the tenderer may be in another language, provided they are accompanied by a translation into the language of the procedure. For the purposes of interpreting the tender, the language of the procedure has precedence. 
Failure to fulfil the requirements of these clauses will constitute an irregularity and may result in rejection of the tender.
5. Additional information before the deadline for submitting tenders
Tenderers may submit questions to the following email address: 
procurement@rycowb.org up to 5 (five) working days before the deadline for submission of tenders, specifying the contract title.
The contracting authority has no obligation to provide clarification after this date.
The contracting authority must respond to request for clarifications at the latest 2 (two) working days after receiving them.
Any tenderer seeking to arrange individual meetings with the contracting authority concerning this contract during the tender period may be excluded from the tender procedure.
-  Information meeting: No information meeting is foreseen. 
6. [bookmark: _Ref499614274][bookmark: _Ref499982672]Submission of tenders
         Tenders must be sent to the contracting authority within the given deadline in point 2 “Timetable” of Instructions to tender. They must include the requested documents specified on clause 4 above and be sent to the following email address:
procurement@rycowb.org 
· Tenders submitted by any other means will not be considered. 
· All tenders submitted after the above given deadline shall be rejected.
7. Costs for preparing tenders
No costs incurred by the tenderer in preparing and submitting the tender are reimbursable. All such costs must be borne by the tenderer.
8. Ownership of tenders
The contracting authority retains ownership of all tenders received under this tendering procedure.  
9. Evaluation of tenders
 9.1	Examination of the administrative conformity of tenders
The aim at this stage is to check that tenders comply with the essential requirements of the tender dossier. A tender is deemed to comply if it satisfies all the conditions, procedures and specifications in the tender dossier without substantially departing from or attaching restrictions to them.
Substantial departures or restrictions are those which affect the scope, quality or execution of the contract, differ widely from the terms of the tender dossier, limit the rights of the contracting authority or the tenderer’s obligations under the contract or distort competition for tenderers whose tenders do comply. Decisions to the effect that a tender is not administratively compliant must be duly justified in the evaluation minutes.
If a tender does not comply with the tender dossier, it will be rejected immediately and may not subsequently be made to comply by correcting it or withdrawing the departure or restriction.
9.2	Technical evaluation
[bookmark: _Ref500330647]After analysing the tenders deemed to comply in administrative terms, the evaluation committee will rule on the technical admissibility of each tender, classifying it as technically compliant or non-compliant.
The minimum qualifications required are to be evaluated at the start of this stage.
9.3 Financial evaluation
a) The purpose of the financial evaluation process is to identify the tenderer offering the lowest price among technically compliant offers.  
b) Any arithmetical errors are corrected without penalty to the tenderer such that,
If there is a discrepancy between amounts in figures and in words, the amount in words will be the amount taken into account;
Amounts corrected in this way will be binding on the tenderer. If the tenderer does not accept them, its tender will be rejected.
10. Choice of selected tenderer / Award Criteria
The sole award criterion will be the price. The contract will be awarded to the lowest price among technically compliant tenderers.
11. Amending or withdrawing tenders
Tenderers may amend or withdraw their tenders by e mail referring to the above given email address prior to the deadline for submitting tenders. The subject of the email must be ‘Amendment….’ or ‘Withdrawal…’ as appropriate. Tenders may not be amended after this deadline.
12. Confidentiality
The entire evaluation procedure is confidential, subject to the contracting authority’s legislation on access to documents. The evaluation committee’s decisions are collective and its deliberations are held in closed session. The evaluation reports and written records are for official use only and may be not communicated to the tenderers.
13. Ethics clauses / Corruptive practices
	a)	Absence of conflict of interest
         The tenderer must not be affected by any conflict of interest and must have no equivalent relation in that respect with other tenderers or parties involved in the project. Any attempt by a tenderer to obtain confidential information, enter into unlawful agreements with competitors or influence the evaluation committee or the contracting authority during the process of examining, clarifying, evaluating and comparing tenders will lead to the rejection of its tender.
b)	Respect for human rights as well as environmental legislation and core labour standards
       The tenderer and its staff must comply with human rights and applicable data protection rules. In particular, and in accordance with the applicable basic act, tenderers and applicants who have been awarded contracts must comply with the environmental legislation, and with the core labour standards as applicable and as defined in the relevant International Labour Organisation conventions (such as the conventions on freedom of association and collective bargaining; elimination of forced and compulsory labour; abolition of child labour).
d) Unusual commercial expenses 
        Tenders will be rejected or contracts terminated if it emerges that the award or execution of a contract has given rise to unusual commercial expenses. Such unusual commercial expenses are commissions not mentioned in the main contract  
d)	Breach of obligations, irregularities or fraud
       The contracting authority reserves the right to suspend or cancel the procedure, where the award procedure proves to have been subject to breach of obligations, irregularities or fraud. If breach of obligations, irregularities or fraud is discovered after the award of the contract, the contracting authority may refrain from concluding the contract.
e)	Anti-corruption and anti-bribery 
       The tenderer shall comply with all applicable laws and regulations and codes relating to anti-bribery and anti-corruption. The Contractor Authority reserves the right to suspend or cancel project financing if corrupt practices of any kind are discovered at any stage of the award process or during the execution of a contract. For the purposes of this provision, ‘corrupt practices’ are the offer of a bribe, gift, gratuity or commission to any person as an inducement or reward for performing or refraining from any act relating to the award of a contract or execution of a contract already concluded with the contracting authority. 
14. Signature of contract(s)
14.1.	Notification of award
The successful tenderer will be informed by electronic means that its tender has been accepted.      
The other tenderers will, at the same time as the notification of award is submitted, be informed that their tenders were not retained, by electronic means, including an indication of the reason. The second best tenderer is informed of the notification of award to the successful tenderer with the reservation of the possibility to receive a notification of award in case of inability to sign the contract with the awarded tenderer.  
The contracting authority will furthermore, at the same time, also inform the remaining unsuccessful tenderers.  
14.2.	Signature of the contract(s)/ Implementation of the service
 After the expiry of the appeal period (in cases when no appeals have been submitted) or after the end of appeal process if the award decision has not been subject to changes deriving from appeal process and upon confirmation of availability the Contracting Authority will invite the successful tenderer to sign the contract.
Failure of the selected tenderer to comply with this requirement and/or availability may constitute grounds for annulling the decision to award the contract. In this event, the contracting authority may decide to award the contract to the second best tenderer or cancel the tender procedure. 
Should the Contracting Authority learn that a tenderer has confirmed the availability and signed the contract although the tenderer has deliberately concealed the fact of unavailability for the start and the implementing of the contract, the Contracting Authority may decide to terminate the contract.

15. Cancellation of the tender procedure
In the event of cancellation of the tender procedure, the contracting authority will notify tenderers of the cancellation. 
Cancellation may occur, for example, where:
· the tender procedure has been unsuccessful, i.e. no suitable, qualitatively or financially acceptable tender has been received or there is no valid response at all;
· there are fundamental changes to the economic or technical data of the project;
· exceptional circumstances or force majeure render normal performance of the contract impossible;
· all technically acceptable tenders exceed the financial resources available;
· there have been breach of obligations, irregularities or frauds in the procedure, in particular if they have prevented fair competition;
· the award is not in compliance with sound financial management, i.e. does not respect the principles of economy, efficiency and effectiveness (e.g. the price proposed by the tenderer to whom the contract is to be awarded is objectively disproportionate with regard to the price of the market).

In no event shall the contracting authority be liable for any damages whatsoever including, without limitation, damages for loss of profits, in any way connected with the cancellation of a tender procedure, even if the contracting authority has been advised of the possibility of damages. The publication of a contract notice does not commit the contracting authority to implement the programme or project announced.

16. Appeals
Tenderers believing that they have been harmed by an error or irregularity allegedly committed as part of a selection procedure or that the procedure was vitiated by any maladministration may file a complaint which should be sent electronically to the Contracting Authority in the same e mail address tenders were submitted up to 3 days after receiving evaluation results. The Contractor Authority should respond to the tenderer by electronic means too at the latest 2 (two) days after receiving the compliant.  




 















           C: DRAFT CONTRACT
 
	FOR 

“EVENT MANAGEMENT OF ACTIVITIES IN THE LOCAL BRANCH OFFICE OF THE REGIONAL YOUTH COOPERATION OFFICE IN SERBIA DURING 2021”


This Service contract, the “Contract”, is entered into on ___________2021 by and between:

1. The Regional Youth Cooperation Office (RYCO), duly established and organized under the laws of Albanian, under registration number L71911452J having its registered address and Head Office at Rruga “Skenderbej”, 8/2/2 in Tirana, Albania, legally represented by Secretary General, Mr. Albert Hani, adult, with full legal capacity to act, hereinafter referred to as “RYCO” or the “Contracting authority”

on the one part
and

2.  --------------------------a company incorporated under the laws of ----------, having its registered office in ---( insert address full address)--, registered with the unique registration number -----------------, legally represented for the purposes of the signature of this Contract by M/Mrs (name surname), (Administrator, CEO), adult, with full legal capacity to act, referred to as the “Service Provider”

on the other part,

Hereinafter referred to individually as the “Party” and collectively the “Parties” to this Contract.

By signing this Contract, the Parties confirm that they have read, understood and accepted the Contract as well as all its terms and conditions. 



Article 1
Subject of the Contract

1. [bookmark: _heading=h.gjdgxs]The subject of this Contract is the provision of services and support by the Service Provider for the implementation of local activities in the Local Branch Office of RYCO in Serbia during 2021. 

2. All event management services shall be provided in Serbia.

3. RYCO shall retain the Service Provider and the Service Provider shall assist RYCO upon the terms and conditions outlined herein and in the Terms of Reference, part of and attached to this Contract. 

4. The Service Provider hereby states that it is fully capable to provide the Services under this Contract and has no other commitments or engagements to other persons, which could prevent from performing the obligations under this Contract. 

Article 2
Term of the Contract

1. The implementation period of this Contract shall enter in force on ------------, 2021 and shall continue in full force and effect until ---------------, 2021. 

2. The Service provider cannot, under any circumstances, start work before the date on which this Contract enters into force. 

Article 3
Deliverables and timeline

1. Under the guidance of the Head of the Local Branch Office of RYCO in Serbia, and within “RYCO going local” activity, the Service provider shall undertake and deliver the services for each Event as follows: 

a) Activity no. 1: “RYCO going local”:
i) Refreshment; 
ii) Engage 1 (one) facilitator; 
iii) Prepare and provide promo materials; 
iv) Administrative and logistical support

b) Activity no. 2: “Capacity Building Training for Civil Society Orgaizations”: 
Travel arrangement for 30 (thirty) participants for a training that shall take place in Central Serbia. 

c)              Activity no. 3: “A regional meeting between National Youth Councils”:
i) Travel and Accommodation arrangements for 20 participants from Albania, Kosovo*[footnoteRef:1], North Macedonia, Montenegro, and Bosnia and Herzegovina.  [1: * This designation is without prejudice to positions on status, and is in line with UNSCR 1244 and the ICJ Opinion on the Kosovo Declaration of Independence.] 

ii) Refreshment

d) Activity no. 4: “National Reception for RYCO’s new Strategy”: 
i) Venue;
ii) Refreshments for the participants;
iii) Engage 1 (one) facilitator for the annual reception. 

In case of on an “Online event” due to Restrictive Health Measures, the Service provider shall be in charge to provide production services in agreement with the Contracting authority. 

2. The Service provider shall implement all activities according to the following indicative plan and timeline: 

	Activity/Month
	April 2021
	May 2021
	June 2021
	July 2021
	Aug 2021
	Sep 2021
	Oct 2021
	Nov 2021
	Dec 2021

	RYCO goes local
	X
	x
	x
	x
	x
	
	
	
	

	Capacity Building Training for CSOs (TBC)
	
	
	
	
	
	
	x
	x
	

	Regional meeting between NYCs and RYCO (TBC)
	
	
	
	
	
	x
	x
	
	

	National Reception on new RYCO Strategy
	
	
	
	
	
	
	
	
	x



3. Both Parties can agree to change the indicative plan and timeline in case of sudden changes due to external circumstances. 

4. The Service provider shall prepare a narrative report on each delivered service. 

Article 4
Obligations of the Service provider

1. The Service provider is responsible for supplying all necessary equipment, materials and other resources required for the execution of this Contract.  

2. All activities and deliverables undertaken by the Service provider shall be preliminarily discussed and planned in consultation with RYCO.




Article 5
Obligations of RYCO

RYCO shall: 
i. communicate on a regular basis with the Service provider, 
ii. provide feedback and guidance on the performance of the Service provider,
iii. provide all other necessary support in order to achieve the objective of this Contract, 

Article 6
Reporting

The Service provider will directly report to the Head of the Local Branch Office of RYCO in Serbia. 

Article 7
Price of Contract and Payments Modality

1. The total gross amount dedicated to the execution of this Contract is: [insert amount in letters and numbers] EUR

2. The total gross amount of this Contract includes and covers the costs of travel, accommodation, and logistics or any other such expenses incurred by the Service provider during the execution of this Contract.

3. The Contracting authority shall execute the payment for the performance of the services under this Contract in 4 (four) instalments, as follows: 

i. The 1st instalment, representing up to 34% of the price of the Contract for Activity no. 1; 
ii. The 2nd instalment, representing 10% of the price of the Contract for Activity no. 2;
iii.  The 3rd instalment, representing 40 % of the price of the Contract for Activity no. 3;
iv. The 4th instalment, representing 16 % of the price of the Contract for Activity no. 4. 

4. RYCO will execute the payment for each instalment upon acceptance of the deliverables and within 30 (thirty) days from the submission of the invoice by the Service provider. RYCO shall execute all payments in EUR to the following bank account: 

Bank account holder name: 	
Address of the bank: 		
IBAN / Account number: 	
SWIFT: 			
Bank name: 			
Currency: 			Eur					

5. For the payment of each instalment the Service provider will be requested to submit the approved deliverables and reports, which should be in English, and respective invoice(s) (signed originals) using the templates which will be provided by RYCO. 

6. The payment shall be considered as executed by RYCO when RYCO submits to the Bank the bank order for the transfer of the amount to the bank account of the Service Provider.

7. The Contracting authority may at any point suspend the payment deadline if a request for payment cannot be processed because it does not comply with the Contract’s provisions. The Contracting authority must formally notify the Service provider of the suspension and the reasons for it. 

8. The suspension takes effect on the day the notification is sent by the Contracting authority. If the condition for suspending the payment deadline as referred to is no longer met, the suspension will be lifted and the remaining period will resume. 

9. If the payment deadline has been suspended due to the non-compliance of the reports or deliverables and the revised report or deliverables is not submitted or was submitted but is also rejected, the Contracting authority may also terminate the Contract.

10. The Contracting authority may reject (parts of) or reduce the fees if they do not fulfil the conditions or if the Service provider is in breach of any of the obligations under this Contract.

Article 8
Reimbursement of Expenses

The Contracting authority may recover any amount that was paid but was not due under this Contract. In this case the Service provider must repay the amount specified in the debit note to the Contracting authority, within 15 (fifteen) days upon reception of the notification. 

Article 9
Suspension of the Contract

1. The Contracting authority may suspend implementation of the Contract or any part of it, if the Service provider is not able to fulfil its obligations. 

2. The Contracting authority must formally notify the Service provider of its intention, include the reasons why and invite it to submit any observations within 5 (five) day of receiving notification. If the Contracting authority does not accept these observations, it shall formally notify confirmation of the suspension.  

3. The suspension will take effect on the date the notification is sent by the Contracting authority.

4. If the reasons for suspending implementation of the Contract are no longer valid, the suspension may be lifted and implementation may be resumed. 




Article 10
Termination of the Contract

1. The Contracting authority may at any moment terminate the Contract if the Service provider: 
a) is performing the tasks poorly,
b) is not performing the tasks; or
c) has committed substantial errors, irregularities or fraud.

2. The Contracting authority must formally notify the Service provider of its intention, including the reasons why and is to submit any observations within 5 (days) days of receiving notification. If the Contracting authority does not accept these observations, it will formally notify confirmation of the termination. The termination will take effect on the date the notification is sent by the Contracting authority. 

3. The Service provider may at any moment terminate the Contract if it is not able to fulfil its obligations. The Service provider must formally notify the Contracting authority and include the reasons. The termination will take effect on the date the Contracting authority will formally notify confirmation of the termination. 

4. Only fees for days actually worked and expenses for actually carried out before termination may be paid. 

Article 11
Performance of the Contract

1. The Service provider must perform the Contract in close collaboration with RYCO’s staff, within the set deadlines and to the highest professional standards, as well as in accordance to the Contracting authority’s internal rules, procedures and regulations and. Timely provision of the Services is of the essence of the Contract.


2. If the Service provider cannot fulfil its obligations, it must immediately inform the Contracting authority.

Article 12
Independent Contractor

1. The Service Provider shall provide the Services under this Contract as an independent contractor and not as an employee, partner, or agent of RYCO. 

2. The Service provider shall have sole responsibility for the staff who executes the tasks assigned to it.




Article 13
Taxes

The Service Provider is solely and exclusively responsible for paying income taxes, health and social contributions, as well as other obligations in compliance with the relevant tax requirements and legislation, related to this assignment. 

Article 14
Notifications

1. All communication by and between RYCO and the Service provider concerning the execution of this Service contract shall be directed to M/Ms. [name, surname, title/position] to the following e-mail address: ----------------------@rycowb.org, and to 
M/Ms. [name, surname, title/position] on behalf of the Service provider, to the following email address: -------------------------- 

2. The Service Provider has to notify RYCO in writing immediately for any changes of its address or electronic mail address, otherwise any notification issued by RYCO shall be deemed as received by the Service Provider to the address provided in this Contract. 

3. Both Parties undertake the obligation to notify immediately one another of any changes, such as registration, residence or legal representation, which may have an impact on the execution of present Contract and on their professional relationship. 

Article 15
Amendments

Amendments to this Service contract may be done only in written by consent from both parties. The Party receiving the request must formally notify its agreement or disagreement to the other Party, within 30 (thirty) days of receiving notification.

Article 16
Entirety of the Contract

4. This Contract covers all arrangement between the Parties, related to the object herein and substitutes all and any previous agreements and understandings between the Parties, whether written or verbal. 

5. The Contract shall be interpreted by considering its terms and conditions as an entirety. Any clause or wording that may create uncertainty must be viewed in the context of the entire Contract and in the view of the purposes that caused both Parties to enter into this Contract.

6. If any provision of this Contract shall become invalid, illegal or unenforceable, such provision shall be become null and void; nevertheless, all other provisions of this Contract shall remain in full force and effect.


Article 17
Information and confidentiality

1. RYCO shall provide to the Service provider all information necessary in order to carry out the Services in a full and proper manner. 

2. The Service provider shall keep RYCO constantly informed of all information of which the Service provider becomes aware during the term of this Contract and relating to the Services.

3. The Service provider agrees that all data, documents, discussion, or other information developed, received or provided for the performance of this Contract are deemed confidential and shall not be disclosed by the Service provider without prior written authorization by RYCO. RYCO shall grant such authorization if disclosure is required by law. Upon request, all RYCO’s data shall be returned to RYCO upon the termination of this Contract. The Service provider’s duty of confidentiality shall survive the termination of this Contract. 

Article 18
Records and Supporting Documentation 

1. The Service provider must keep records and other supporting documentation (original supporting documents) as evidence that the Contract is performed correctly and the expenses were actually incurred. These must be available for review upon the Contracting authority’s request. 

2. The Service provider must keep all records and supporting documentation for 5 (five) years starting from the date of the last payment. If there are on-going checks, audits, investigations, appeals, litigation or pursuit of claims, the service provider must keep the records and supporting documents until these procedures end.

Article 19
Ownership and Use of the Results

1. RYCO must fully and irrevocably acquire the ownership of the results under this Contract including any rights in any of the results listed in this Contract, including copyright and other intellectual or property rights and information contained therein, produced in performance of the Contract. RYCO shall acquire all the rights from the moment the results are delivered by the Service provider and accepted by RYCO. Such delivery and acceptance are considered to constitute an effective assignment of rights from the Service provider to RYCO. 

2. RYCO may use, publish, assign or transfer these results as it sees fit, without any limitations (geographical or other), unless intellectual property rights already exist. 



Article 20
Applicable Law and Dispute settlement

1. This Contract shall be governed by, executed and interpreted in accordance with the laws of Albania, as the Host Country of the Contracting authority, and in compliance with RYCO’s internal rules and regulations. 

2. In the event of disputes arriving out of or in connection with this Contract, parties undertake to first reach an amicable settlement. 

3. If an amicable solution to a dispute arising from the application of this Contract with regard to its interpretation, or application cannot be reached, the complaining party may appeal to the competent court in Albania. 

Article 21
General Provisions 

1. The language of the written correspondence between the contracting Parties of this Contract shall be in English. 

2. None of the parties shall be responsible to the other for any delay in the fulfilment of its obligations herein, if this delay is caused by a Force majeure. However, this Force majeure clause applies only if the events take place after the signature of this Contract, so that it makes impossible or unduly burdensome for one of the parties to fulfil its obligations. 

3. The entire Agreement between the Parties is composed of the following documents: 
i. Contract; 
ii. Terms of reference; 
iii. Financial offer.


Done in English in 3 (three) originals documents, 2 (two) originals being for the Contracting authority and 1 (one) original being for the Service Provider:

For the Contracting authority:					For the Service Provider:
[bookmark: _heading=h.30j0zll]
M. Albert Hani							M/Ms [name surname]

[Signature]								[Signature]

Secretary General,							Title/Position

Regional Youth Cooperation Office					Company name

















D: TERMS OF REFERENCE
 

Contract title:  Contract for the event management of four LBO Serbia program activities in 2021 
Contracting authority:  Regional Youth Cooperation Office
Financing:  Regional Youth Cooperation Office annual budget
Work-base: Local Branch Office, Belgrade, Serbia
Commencement date of the contract: May 2021
Duration: May - December 31, 2021 
Maximum budget available: EUR 15,000.00
Status of the entity: Local service provider (company or agency)

Background of RYCO 

Regional Youth Cooperation Office (RYCO) is an intergovernmental organization that stewards and promotes regional, cross-border and intercultural cooperation within and among its six Western Balkans (WB6) Contracting Parties, aiming to promote the spirit of reconciliation and cooperation between the youth in the region through youth exchange programs. The Agreement on the establishment of RYCO was signed by the WB6 Contracting Parties Prime Ministers at Western Balkans Summit held in Paris, on July 4, 2016, within the Berlin Process. RYCO’s unique governance system brings together government and civil society representatives to ensure young people are represented at all levels within the organization. RYCO is represented in all six Contracting Parties: Albania, Bosnia and Herzegovina, Kosovo*, Montenegro, North Macedonia, and Serbia through the Local Branch Offices, while its Head Office is the organizational hub situated in Tirana. RYCO’s program focuses on creating opportunities for young people to engage in activities that build mutual understanding and reconciliation in the civic, social, educational, cultural, and sports domains. RYCO initiates and participates in policymaking and advocates for reform. It supports the development of a political and social environment that empowers and facilitates youth exchange.

Objectives and scope of the assignment 

RYCO is requiring the effective provision of event management services for the implementation of local activities of the Local Branch Office located in Belgrade, Serbia. 

Event management services are required for the implementation of local activities scheduled for 2021, as per the defined work plan. The service is needed for four activities:
Objectives per activity:

RYCO going local has aimed to engage youth and youth representatives in discussion aimed to encourage young people to form youth and for youth associations and informal groups, as well as to highlight the importance of youth activism and address the issues of concern to youth. Activities will take place in 5 different local communities and 5 districts in Serbia: Novi Pazar, Prokuplje, Baka Palanka, Indjija, and Loznica. Activities that will be organized:

⦁	5 discussions between KOMS' Board Members, RYCO's  Board Member, and local youth leaders/members of youth and for youth organizations, participation, and ways of influencing local decision-making.
⦁	Meetings with the representatives of five local governments (through the support of the SKGO for establishing contacts) will take places same day as discussions with youth. 
⦁	A final conference will take place in Belgrade and will gather up to 50 participants
An Objective of Capacity Building Training for CSOs is to strengthen the capacities of civil society organizations for developing project proposals in the areas of youth mobility, cooperation, and activism. 
Target group: Up to 30 participants per event (150 in total). 

Capacity-building training on project writing and RYCO related topics will be organized in cooperation with the OSCE Mission to Serbia. The purpose of this training is to ensure potential RYCO beneficiaries are equipped with the necessary skills and information to apply for the RYCO open calls, but also get a better understanding of the concepts on which RYCO’s priorities are based, concepts such as reconciliation and dealing with the past, and intercultural learning. Up to 30 participants across Serbia will attend the training. Training will take place in Central Serbia.

A regional meeting between NYCs and RYCO has an aim to facilitate the process of networking between all NYCs in the WB6 and local branch offices of RYCO.
LBO Serbia would like to facilitate the process of networking between all NYCs in the WB6 and local branch offices of RYCO. This would be an opportunity for a more strategic approach to regional partnership and potential planning of joint activities beyond 2021. GB youth representatives of RYCO, Heads of LBOs, and representatives of NYCs would take part in this event.
The meeting will be organized in Belgrade for 20 participants.

The objective of National Reception on the new RYCO Strategy is to promote the new RYCO strategy and to foster relationships with stakeholders from the Western Balkans with the aim of making a true change in the region.
This event will gather RYCO’s partners and supporters – governments, international organizations, civil society, schools, media representatives but most importantly, young people. During the discussions with them, RYCO will focus on promotion on new developed Strategy and on exploring the fields for improving already good cooperation with the stakeholders on the local level. 
Target group: Up to 100 participants - government institutions, youth organizations, schools, youth workers, international organizations and media editors (depending on the format of the event - online/offline). 

Tasks and deliverables  

 RYCO going local activity: 

· Refreshment (one per activity: water, juices, finger food, or similar ...) for up to 150 participants and staff at five local activities and at a final event;
· Engaging one facilitator for five local activities in five towns, and two moderators for the final event,
· To prepare and provide promo materials (bags, sports bottles, badges, etc),
· Production service for promo videos and after activity video material that will be used for promotion of the activity,
· Administrative and logistical support for the implementation of tasks stated in the contract.

A regional meeting between National Youth Councils

To organize travel and accommodation for 20 participants from Albania, Kosovo*, North Macedonia, Montenegro, and Bosnia and Herzegovina. 

⦁	Travel
Travel reimbursement costs will be calculated based on a formula used/developed/proposed by the service provider for car travels.  In the case of plane travel, a service provider is responsible for providing roundtrip economy class plane tickets for participants. 

⦁	Accommodation  
Participants will be accommodated in a three/four-star hotel in Belgrade. Accommodation will be provided for three nights, with the possibility of subsequent adjustments/changes as a result of modifications within the agenda, travel schedules etc. 

⦁	Refreshment 
Accommodation will be on a basis of the full board, with additional two coffee breaks per day for all participants. No. of coffee breaks might vary depending on the final agenda. 

Capacity Building Training for CSOs

⦁	Travel reimbursement for up to 30 CSO representatives. Travel reimbursement costs will be calculated based on a formula developed/used by the service provider.  The training will take a place in Central Serbia.

National Reception on new RYCO Strategy

⦁	Event management services 
In case of an offline event, the service provider will be responsible for providing a venue, refreshment, and facilitator for the annual reception. In case of an online event, production services will be needed.

Administrative and logistical support for the implementation of tasks stated in the contract.

Duration and time-frame

The service provider should complete all tasks and deliver results during May 2021 – 31st December 2021.


	Activity/Month
	April 2021
	May 2021
	June 2021
	July 2021
	Aug 2021
	Sep 2021
	Oct 2021
	Nov 2021
	Dec 2021

	RYCO goes local
	X
	x
	X
	x
	x
	
	
	
	

	Capacity Building Training for CSOs (TBC)
	
	
	
	
	
	
	x
	x
	

	Regional meeting between NYCs and RYCO (TBC)
	
	
	
	
	
	x
	x
	
	

	National Reception on new RYCO Strategy
	
	
	
	
	
	
	
	
	x




The proposed time line can be changed due to pandemic situation and internal planning.

Required qualifications are as follows:
 
⦁        Duly registered legal person (Company or Agency) with requisite professional experience in event management;

⦁          Has minimum experience of 5 years in the provision of event management services;

⦁          Has at least 5 permanent staff;

⦁          Has at least 5 similar experiences in the last three years;

⦁          Availability to offer services within the implementation period.

 
Evidences and supporting documents:

Required supporting documents and evidences:
 
· Certificate of Registration/Incorporation:
· Company profile with a list of clients, number of employees and list of similar assignments;
· Statement of Satisfactory Performance from one previous client during last years;
· Consortium Agreement if applicable.

Budget and payment modalities

The selected service provider will be invited to sign a service contract with Regional Youth Cooperation Office (RYCO). The contract will be realized in Euro and the payment will be conducted in four installments, after each of activities.

For the payment of each of four installments, the contractor will be requested to submit an invoice with travel, accommodation and cost specifications and narrative report on delivered services per activity on implemented activity. 

The service provider is responsible for paying all the taxes related to this contract. 
The total maximum budget available for this contract is EUR 15.000. The available budget presented per activity:

RYCO going local up to 34%;
Capacity Building Training for CSOs up to 10% EUR;
A regional meeting between NYCs and RYCO up to 40% EUR;
National Reception on the new RYCO Strategy up to 16% EUR.

The potential tenderers should include in their financial offer the price per unit (event) and the total value (VAT included).

Award criteria

The contract will be awarded the lowest price among technically compliant offers.




















* This designation is without prejudice to positions on status, and is in line with UNSC 1244 and the ICJ Opinion on the Kosovo declaration of independence.


E: ANNEX I
SERVICE TENDER SUBMISSION FORM
Contract title: “Contract for the event management of four LBO Serbia program activities in 2021”
Financed from: Regional Youth Cooperation Office (RYCO)
Please supply one signed and stamped tender including completed signed and stamped statement, declaration on honour on exclusion criteria, and financial identification form. All data included in this application must concern only the legal entity making the tender.
1	SUBMITTED by (i.e. the identity of the tenderer)
	Insert: Full name of the  legal entity 
	 

	State the legal form of entity:  
	

	Insert: Name of the representative of the entity and the title (CEO/Administrator)

	

	 In case of consortium,    insert the names of the members.
	

	Insert: Full official address of  entity
	

	In case of consortium: 
Insert full  addresses of the  members.
	




1.1 CONTACT PERSON/s (for this tender)

	Name
	

	Address
	

	Telephone
	

	e-mail 
	




	Name 
	

	Signature
	

	Stamp
	

	Date
	











2. TENDERER’S STATEMENT

As part of their tender, each Legal Person/Company identified under point 1 of this form, must submit a signed statement form using the following format.     
 STATEMENT
I, the undersigned, hereby declare that I have examined and accept without reserve or restriction the entire contents of the tender dossier for the tender procedure referred to above. 
1. I offer to provide the services requested in the tender dossier in accordance with Terms of reference and other conditions and requirements stated in the tender dossier without reserve or restriction.
2. I present this tender on the basis of the following documents, submitted attached to this form, in response to your requirements stated in “Instructions to Tenderers” and “Terms of Reference”, which comprise my technical offer, and financial offer,  
 
List the documents submitted attached:
·  __________________________________
· __________________________________
· ___________________________________
· ___________________________________
3. The price of my tender is (insert total price in numbers and words) (in EUR): __________________________________________________________________
-                 In my offer VAT and all applicable taxes as well are included.

4. I am making this tender in my own right. I confirm, as capacity-providing entity to be jointly and severally bound in respect of the obligations under the contract. 
5. I state that I have the technical, financial and professional capacity referring to this call of tender for performing the contract according to the Terms of Reference and other conditions set for this tender by the Contractor Authority.      
6. I understand that if I fail to comply with contract obligations the award may be considered null and void.
7. I agree to abide accordingly to the Terms of Reference and instructions to tenderers requirements and conditions.
8. In particular, I fully agree to abide to the stipulations settled in point 12: Ethic Clauses/Corruptive practises and I have no conflict of interests or any equivalent relation which may distort competition with other tenderers or other parties in the tender procedure at the time of the submission of this tender. Furthermore, I have not been involved in the preparation of the project which is the subject of this tender procedure. I will inform the contracting authority immediately if there is any change in the above circumstances at any stage during the implementation of the tasks. I also fully recognise and accept that any inaccurate or incomplete information deliberately provided in this application may result in our exclusion from this and other potential contracts.
9. I note that the contracting authority is not bound to proceed with this invitation to tender and that it reserves the right to award only part of the contract. It will incur no liability towards us should it do so.
10. I declare that I am not in a situation of unavailability and I am able and willing to work for the whole period scheduled to implement the tasks set out in the Terms of Reference. if this tender is successful. 
11. I acknowledge that I have no contractual relations with the Contracting Authority and in case of dispute concerning my contract with the Contractor I shall address myself to the latter and/or to the competent jurisdictions.

	Name 
	

	Signature and stamp
	

	Date
	









3. TENDERER DECLARATION ON HONOUR ON EXCLUSION CRITERIA
As part of their tender, each Legal Person/ Company identified under point 1 of this form (each entity in case of consortium) , must submit a signed declaration on honour on exclusion criteria stating that they are not in any of the exclusion situations using the following format:    

DECLARATION ON HONOUR ON EXCLUSION CRITERIA
I, the undersigned, hereby declare that I am are not in any of the exclusion situations listed below:
	SITUATION OF EXCLUSION  

a) [bookmark: _DV_M252][bookmark: _DV_M253][bookmark: _DV_M254] It is bankrupt, subject to insolvency or winding up procedures, its assets are being administered by a liquidator or by a court, it is in an arrangement with creditors, its business activities are suspended or it is in any analogous situation arising from a similar procedure provided for under national legislation or regulations; 

b) It has been established by a final judgement or a final administrative decision that the person is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the law of the country in which it is established, with those of the country in which the contracting authority is located or those of the country of the performance of the contract;

c)  It has been established by a final judgement or a final administrative decision that the person is guilty of grave professional misconduct by having violated applicable laws or regulations or ethical standards of the profession to which the person belongs, or by having engaged in any wrongful conduct which has an impact on its professional credibity where such conduct denotes wrongful intent or gross negligence including in particular any of the following:
· Fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of selection criteria or in the performance of a contract;
· Entering into agreement with other persons with the aim of distorting competition.
·  Violating intellectual property rights;




· Attempting to influence the decision-making process of the contracting authority during the award procedure;
· Attempting to obtain confidential information that may confer upon it undue advantages in the award procedure;

d) It has been established by a final judgement that the person is guilty for fraud, corruption, involvement in a criminal organization, money laundering, terrorist activities or other criminal offences.

e) Make use of child labour or forced labour and/or practice discrimination, and/or does not respect the right to freedom of association and the right to organize and engage in collective bargaining pursuant to the core conventions of the International Labour Organization (ILO).

	Name 
	

	Signature and stamp
	

	Date
	






Note:  In any case The Contractor Authority has the right to further investigate and request evidences to support the declarations if it has reasonable ground to doubt the content of such information.
 










 4. TENDERER FINANCIAL IDENTIFICATION FORM
As part of their tender, each Legal Person/Company identified under point 1 of this form, must submit a signed form to indicate the bank account into which payments should be made if the tender is successful using the following format.     

	BANKING DETAILS
	ACCOUNT NAME
	

	IBAN/ACCOUNT NUMBER
	

	CURRENCY
	

	SWIFT CODE
	

	BANK NAME
	

	BRANCH CODE
	

	FULL OFFICIAL ADREESS OF BANK BRANCH
	




ACCOUNT HOLDER’S DATA
	ACCOUNT HOLDER’S NAME
	

	ACCOUNT HOLDER’S ADRESS
	



	Name 
	

	Signature and Stamp
	

	Date
	




F: ANNEX II
 FINANCIAL OFFER
Contract title: “Contract for the event management of four LBO Serbia program activities in 2021”
Financed from:  Regional Youth Cooperation Office (RYCO)
1. My financial offer is: ____________________________ (insert total price in numbers and words) EUR.

2. Financial offer includes VAT and all applicable taxes.


	Activity/Events
	Insert price per unit/event (EUR)

	RYCO goes local (up to 34%)
	

	Capacity Building Training for CSOs  (up to 10 %)
	

	Regional meeting between NYCs and RYCO  (up to 40%)
	

	[bookmark: _GoBack]Annual reception of LBO Serbia (up to 16%)
	

	Total financial offer (VAT & applicable taxes included)
	




	Name
	

	Signature and stamp
	

	Date
	



Regional Youth Cooperation Office – RYCO 
A: Rruga « Skënderbej » 8/2/2, Tirana 1000, Albania │ E: office@rycowb.org │ T: +355 4 56 200 24 │ W: www.rycowb.org
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