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TENDER DOSSIER

Local Open Tender Procedure for Regional Event Organization Services in Skopje

By submitting a tender, tenderers fully and unreservedly accept the conditions set out in
this procurement procedure, whatever their conditions of sale may be, which they waive.
Tenderers are expected to examine carefully and comply with all instructions and forms
detailed in this tender dossier. Failure to submit a tender containing all the required
information and documentation by the specified deadline will lead to the rejection of the
tender.
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L INSTRUCTIONS TO TENDERERS

These instructions set out the rules for selecting, awarding, and implementing an
events services procurement contract financed under Grant contract no. CN
2022/439-850.

1. Information on the Contracting Authority

The procurement procedure will be carried out by Roma Education Foundation based
in Majke Jevrosime 51, Belgrade (Stari Grad), Serbia, phone number +381600806236,
e-mail rareproject@roma.education legally represented by Mr. Redjepali CHUPI, as
Contracting Authority.

2. Type of contract
Services

3. Funding source

Grant Contract No. CN 2022/439-850 financed by the European Commission.

Title of the action “EU Regional Action for Roma Education: Increased Education Support
and Opportunities for Roma Students in the Western Balkans and Turkey (RARE), phase
IIII

4. The subject of the contract

The contract covers the provision of comprehensive services for organizing a four-day
regional event in Skopje, North Macedonia, scheduled to take place from December
2 to 5, 2025. The services include international air travel arrangements,
accommodation, catering, event venue rental, local transportation, promotional
materials and all other related logistical and support services necessary to ensure the
smooth and efficient implementation of the event, which is expected to gather
approximately 50 participants from various countries.

5. The estimated budget of the contract is € 43.000 excluding VAT.

Offers with an amount that exceeds the estimated budget of the contract will be
rejected. Financial data to be provided by the Tenderer in the standard tender form
(Annex No. 3) must be expressed in Euro.

6. Language of tenders
The tender and all correspondence related to the tender exchanged by the tenderer and
the Contracting Authority must be written in English as the language of the procedure.

7. Tender Validity Period
The Tender must be valid for at least 30 days from the deadline for the submission of
tenders.

8. Period of the contract
Two (2) months from the date on which the contract is signed by the last party.
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9. Applicable law to the present procedure

This procurement is conducted through a competitive tendering procedure, in line
with the REF procurement methodologies, considering the public procurement
principles set out in the Practical Guide on Contract Procedures for European Union
External Actions (PRAG), as well as the measures necessary to ensure their effective
implementation and respect.
https://wikis.ec.europa.eu/display/ExactExternalWiki/1.+Introduction

10. Procurement procedure

“Local Open Tender”

This competitive procedure is carried out under conditions of equality and in
compliance with the following principles:

a) transparency in the procurement processes

b) equal treatment and non-discrimination for all potential contractors

c) competition

d) sound financial management (principles of economy, efficiency and effectiveness).

11. Common Procurement Vocabulary (CPV)

55100000-1 (Hotel Services),

63510000-7 (Travel Agency Services),

60400000-2 (Air transport services),

60112000-6 (Public road transport services),

79952000-2 (Event Services),

55300000-3 (Restaurant and food-serving services),

22462000-6 (Advertising material) and 79800000-2 (Printing and related services).

12. Award criteria
Award criteria will be the “Best Value for Money”.

The contract will be awarded based on a combination of qualitative and quantitative
factors that deliver the best value for money.

13. Submission of tenders
Tenders must be submitted to the Contracting Authority at the following address:
Majke Jevrosime 51, Belgrade (Stari Grad), Serbia.

The tenderer is solely responsible for ensuring that their offer is submitted on time.
Any tenders received after the submission deadline will be disqualified.

Tenders must be submitted as one original copy, dated and signed, in a sealed envelope
containing the following documents: financial proposal, technical proposal, and
supporting documents. Additionally, the envelope must be accompanied by a
cover letter, as outlined in Annex No. 4.
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A. Submission of the Technical Proposal

Tenderers must complete and submit Annex No. 2, which should include a detailed
technical proposal outlining the approach and methodology for meeting the service
requirements.

During the evaluation process, the contracting authority may request clarifications
regarding the submitted tenders.

B. Submission of the Financial Proposal

Tenderers must complete and submit Annex No. 3, which should include a financial
proposal detailing the costs associated with each service category. The tender price
must be expressed in Euro.

C. Supporting Documents

Tenderers must provide all supporting documents that demonstrate eligibility and
compliance, as specified in Section II of the Terms of Reference (ToR). This includes
relevant company experience and references from similar events.

14. Deadline for submission of tenders
November 14, 2025,1:00 PM

Any request for additional information or clarifications regarding the Tender Dossier
must be submitted in writing via email to rareproject@roma.education

no later than November 6, 2025.

Responses to requests for clarification will be communicated to all operators invited to
participate in the tender process.

Tender Opening:

The Tenders will be opened on November 14, 2025, at 2:30 PM. The opening will be
held at Roma Education Foundation Headquarters based in Majke Jevrosime 51,
Belgrade (Stari Grad), Serbia.

All timely submitted tenders will be publicly opened at the specified time and location,
ensuring a transparent and fair process. Tenders submitted on time will be opened in
the presence of tenderers or their representatives who wish to attend. No tenders will
be rejected during this session, except for those submitted after the deadline, which will
be marked and returned unopened. During the opening, key details such as the name of
each tenderer, the offered price, and relevant aspects of the submitted documents will
be recorded in a formal tender opening report. This report will be signed by the
responsible committee and made available for review to ensure transparency and
accountability to the meeting participants.

15. Evaluation of tenders
The aim of this stage of procurement is to check that tenders comply with all
requirements of the tender dossier.
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A tender is deemed to comply if it satisfies all the conditions, procedures and
specifications in the tender dossier.

The tender is considered non-compliant in the following cases:

- the tender is sent after the submission deadline or to a different mail address than
the one mentioned in the Tender Dossier.

- the price, without VAT, included in the financial offer exceeds the estimated value
communicated in the Tender Dossier.

- the tender was sent by a tenderer that does not meet one or more of the conditions
mentioned in the Tender Dossier.

- the tenderer does not respond to the requests for clarifications, or the response is
not submitted within the established term.

- the tender does not comply with the technical specifications set out in Section II.

The tenders that do not fall into any of the situations mentioned above will be
considered compliant.

During the evaluation of the offers, clarifications or additions to the documents
submitted by the tenderers may be requested at any time.

Any such request for clarification must be made in a manner that does not distort or
compromise fair competition.

The request for clarification and the response must be in writing and no change to the
price or substance of the tender may be requested or accepted, except when it is
necessary to correct arithmetical errors discovered during the evaluation of the offers.
Errors will be corrected by the Contracting Authority as follows:

- where there is a discrepancy between amounts in figures and in words, the amount
in words will be the amount considered.

- except for lump-sum contracts, where there is a discrepancy between a unit price
and the total amount derived from the multiplication of the unit price and the quantity,
the unit price as quoted will be the price considered.

Amounts corrected in this way will be binding on the tenderer. If the tenderer does not
accept them, the tender will be rejected.

The deadline for the response to the request for clarification is a minimum of three
working days.

Requests for clarifications regarding additions/modifications will be governed by the
principles stipulated in this document.

To apply these principles, clarifications or additions are requested and admitted only
to the extent that they do not determine the appearance of an advantage in favour of
any economic operator.

****[f multiple compliant offers receive the same score following the evaluation, the
contracting authority will request the tenderers in this situation to submit revised price
offers for the contract.

**** Alternative or variant solutions will not be accepted or considered as part of
this procurement process. Only proposals that fully comply with the specified
requirements will be evaluated.
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16. Notification of award

By submitting a tender, the tenderer agrees to receive notification of the result of the
procurement procedure by electronic means.

The notification is received on the date when the contracting authority sends it to the
electronic address referred to in the offer.

The contracting authority will inform all the tenderers about the award decision.

17. Appeals

Tenderers who believe they have been adversely affected by an error in the award
process or who do not agree with the outcome of the procurement procedure have the
right to submit a complaint. The deadline for submitting the appeal is three working
days from the date of notification of the result procurement procedure.

The appeal will be addressed to the Contracting Authority and will be sent by e-mail to
rareproject@roma.education or the mail address Majke Jevrosime 51, Belgrade (Stari
Grad), Serbia.

The appeal submitted after this deadline will be rejected as late. The appeal must be
accompanied by all the documents on which it is based. Each appeal will be answered
within no more than two working days from the date of registration of the appeal.

The appeal settlement meeting is not public.

The dispute settlement commission may dismiss the complaint if it is found to be
unfounded, late, or premature. If the complaint is admitted, appropriate remedial
measures will be ordered if feasible, or the procurement procedure may be cancelled.
If the appellant is not satisfied with the answer received from the Contracting Authority
with reference to his appeal, he may file a complaint according to the provisions of
Section 2.12. of the PRAG.

18. Signature of the contract

The contract will be signed only after the deadline for filing a complaint will be ended.
If such an appeal is received, the contract will be signed only after the communication
of the result of the appeal analysis.

19. Ethics clauses and code of conduct
19.1 Absence of conflict of interest

Tenderers must act independently and without any conflict of interest. They must not
have any relationship, direct or indirect, with other tenderers or parties involved in the
procurement process that could compromise their impartiality or objectivity.

Any attempt by a tenderer to obtain confidential information, collude with competitors,
or influence the evaluation committee or contracting authority during the tendering
process will result in the rejection of their tender. Additionally, such actions may lead
to administrative penalties by the applicable EU Financial Regulation.

A conflict of interest is defined as per Article 61 of Regulation (EU, Euratom) 2018/1046
of the European Parliament:

A conflict of interest exists when the impartiality and objective exercise of the functions
of a financial actor or other person involved in budget implementation is compromised
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due to family ties, emotional connections, political or national affiliations, financial
interests, or any other direct or indirect personal interest.

A conflict of interest can arise even if the person does not personally benefit from the
situation. It is sufficient that circumstances could potentially impair their ability to act
objectively and impartially.

19.2 Respect for Human Rights, Environmental Legislation, and Core Labor
Standards

Tenderers and their personnel must comply with human rights, applicable data
protection rules, environmental legislation (including multilateral environmental
agreements), and core labour standards as defined in relevant national law and
International Labor Organization conventions.

The Contracting Authority maintains a "zero tolerance" policy toward sexual
exploitation, abuse, and harassment. Physical abuse, punishment, threats, sexual abuse,
exploitation, harassment, and verbal abuse, as well as other forms of intimidation, are
prohibited.

19.3 Anti-Corruption and Anti-Bribery

Tenderers must comply with all applicable laws and regulations related to anti-bribery
and anti-corruption. The European Commission reserves the right to suspend or cancel
project financing if corrupt practices are discovered during the award process or
contract execution and the contracting authority fails to address the situation.

"Corrupt practices" include offering bribes, gifts, gratuities, or commissions to induce
or reward actions related to contract award or execution.

19.4 Unusual Commercial Expenses

Tenders will be rejected, or contracts terminated if unusual commercial expenses arise.
These include commissions not mentioned in the main contract, commissions not paid
for legitimate services, commissions remitted to tax havens, commissions paid to
unidentified payees, or commissions paid to front companies. Contractors found to have
paid unusual commercial expenses on EU-funded projects may face contract
termination or permanent exclusion from receiving EU funds.

19.5. Breach of Obligations, Irregularities, or Fraud

The contracting authority reserves the right to suspend or cancel the procedure if
breaches of obligations, irregularities, or fraud occur. If such issues are discovered after
the contract award, the contracting authority may refrain from concluding the
contract.

20. Cancellation of the tender procedure
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If a tender procedure is cancelled, tenderers will be notified by the contracting

authority.
Cancellation may occur, for example, if:
. the procurement procedure has been unsuccessful, namely where no suitable,

qualitatively or financially acceptable tender has been received or there has been no valid
response at all.

. the economic or technical parameters of the project have changed fundamentally.
. unforeseen events that significantly disrupt the project's normal execution, making
it unfeasible to proceed as planned.

. force majeure who renders normal implementation of the project impossible.

. all acceptable tenders exceed the financial resources available.

. there has been a breach of obligations, irregularities or fraud in the procedure,
where these 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 considered
disproportionate to the price of the market.

Under no circumstances shall the contracting authority be held liable for any damages,
including but not limited to loss of profits, arising in connection with the cancellation of
a tender procedure, regardless of whether the contracting authority has been advised
of the potential for such damages.

21. Personal Data Protection

In cases where you are processing personal data in the context of participation in a
tender (e.g. CVs of both key and technical experts) and/or implementation of a contract
(e.g. replacement of experts), you shall accordingly inform the data subjects of the
possible transmission of their data to EU institutions/agencies/bodies.

22. Conflict of Interest

Each tender must include a declaration, in the prescribed form provided in Section III
of the Tender Dossier (Annex 1), detailing the nature and extent of any potential or
actual conflict of interest related to this procurement procedure.

Failure to comply with this requirement may result in the rejection of the tender at the
sole discretion of the Contracting Authority.

The individuals involved in management or decision-making for this procurement are:

- Redjepali Chupi, Director

- Natasa Fenner, Chief Financial Officer

- Marina Savkovic, Program Manager

- Dragana Rajic, Project Financial Manager

- Sibina Golubovic, Project Manager

- Natasa Markovska Momcilovic, Project Officer
- Ana Duraki, Project Officer

- Syjetlana Mandrino, Project Assistant
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IL. TERMS OF REFERENCE

This procurement is conducted through a competitive tendering procedure, in line with
the REF procurement methodologies, considering the public procurement principles set
out in the Practical Guide on Contract Procedures for European Union External Actions
(PRAG), as well as the measures necessary to ensure their effective implementation and
respect. https://wikis.ec.europa.eu/display/ExactExternalWiki/1.+Introduction

The objective of this procurement is to award a contract for the provision of services
required for the organization of a regional event in Skopje, North Macedonia.

The event is financially supported by the European Union through the Directorate-
General for Enlargement and the Eastern Neighbourhood (DG ENEST).

1. Background

The Roma Education Foundation (REF) is hosting a regional event in Skopje, North
Macedonia, bringing together educational partners (Implementing Partners Organization
and Country Facilitators) from seven Western Balkan countries to discuss key challenges
and solutions in Roma education and to showcase good practices in promoting Roma
inclusion under the project "EU Regional Action for Roma Education: Increased
Education Support and Opportunities for Roma Students in the Western Balkans and
Turkey" (RARE), Phase II. This event is part of the EU Regional Action for Roma
Education (RARE) program, funded under IPA111/2021/043-643/04.

The objectives of the event are to:

e Strengthen the capacity of Implementing and Supporting Partner
Organizations (IPOs) in the field of Roma education through interactive learning
sessions and trainings focused on gender balance, skills development,
employment, and effective models of working with Roma children and youth;

o Facilitate the sharing of best practices and innovative approaches in
promoting inclusive and equitable education for Roma children and youth;

o Identify key challenges encountered in the implementation of Roma education
initiatives and explore potential solutions to improve the effectiveness and

sustainability of interventions.

The event is scheduled to take place over four days, from December 2 to 5, 2025, and is
expected to bring together approximately 50 participants from various countries.

***Note: The number of participants may decrease by a maximum of 25%.
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2. Purpose and Scope of Services
The objective is to secure high-quality logistical and support services essential for the
effective implementation of the regional event. These services include international air
travel arrangements, accommodation, catering, event venue rental, local transportation,
promotional materials and other related services required to ensure a seamless and
efficient event experience.

3. Event Dates and Schedule
The proposed event schedule is as follows:

Day Activity
Day 1 Check-in for all participants, dinner, accommodation
Day 2 Welcome coffee, Workshop IPOs, lunch, Training (Gender), coffee break Training

(Gender)_second part, dinner, accommodation

Welcome coffee Training ECD&PRI&SEC&TER (part 1), coffee break, Training
Day 3 ECD&PRI&SEC&TER (part 2), lunch, Field Visit (during the visit coffee break),
dinner, accommodation

Day 4 Check-out

4. Scope of Services
The contract covers the following primary components:

4.1. Accommodation with breakfast included
A. Venue: Participants will be accommodated in 4-star or higher-rated hotels in
Skopje, North Macedonia. The hotels must be located within a maximum distance
of 1 km from Skopje City Square.

B. Room Requirements:
o Accommodation should be reserved for:
« 47 single rooms on Night 1
= 49 single rooms on Night 2
» 48single rooms on Night 3

o The hotel must offer high speed free Wi-Fi in all rooms and public areas.
o Options for early check-in and late check-out should be provided for
approximately 25% of the participants.

Supplementary Reservation: In addition to the rooms included in the procurement
process, six (6) additional single rooms and one double will be reserved at the same hotel/s
for the entire period. These rooms will not be part of the procurement procedure and will be
booked separately by the Beneficiary. However, the provider is required to pre-reserve these
rooms and inform the hotel accordingly.

4.2. Event Venue

The project “EU Regional Action for Roma Education: Increased Education Support and Opportunities 2 M
for Roma Students in the Western Balkans and Turkey (RARE), phase I1” is funded by the European P .
Commission through the Directorate-General for Neighborhood and Enlargement Negotiations and is

implemented by REF Romania and REF Serbia. anceciby,

the European Union

* *
* p Kk

10



63 Sachelarie Visarion St
021694/ Bucharest | Romania

e +4021.2000.600

© office@roma.education

@ roma.education

A. Main Event Room:
o The eventwill be organized in the event facilities of a 4-star or higher-rated
hotel, where the participants will also be accommodated. The venue must
have the capacity to comfortably accommodate approximately 50
participants.
o The selected venue must be equipped with modern event facilities,
including audiovisual equipment, projectors, microphones.
B. Workshop Room:

o Each room seating approximately 30 people. The setup of the workshop
room will be in a classroom style, allowing participants to take notes, as
specified in the documentation.

o Itisequipped with modern event facilities, including audiovisual equipment,
projectors, microphones, and high-speed internet access.

The two conference rooms are required on the second day (for the entire day) and on the
third day of the event, until departure for the field visit.
4.3. Catering Services

A. Meal Provisions:

o Catering for lunch and dinner shall be provided in a buffet style, offering a
minimum of six options per course (starter, main course, and dessert) per
person. No pork or pork-based products shall be included in the menu.

o Dietary preferences and restrictions (e.g., vegetarian, vegan, gluten-free,
and halal) must be catered for.
o The service requirements for meals and coffee breaks are outlined as

follows:
Meals/person | Day 1 | Day 2 Day 3 Day 4
Dinner 49 51 50 -
Lunch - 50 50 -
Coffee Breaks | 50 50
(2/day)

The second coffee break on the third day will be organized as a take-away package and
will include bottled water and a packaged sweet or savoury snack for participants to
bring with them during the field visit.

B. Technical Requirements:

o Buffet Setup: The buffet should be arranged professionally, ensuring
smooth flow and accessibility for all participants. Adequate space must be
allocated for queuing and serving.

o Quality of Food: All meals must be freshly prepared and of high quality.
The contractor should prioritize sourcing fresh ingredients and must
ensure the food is served at appropriate temperatures (hot food kept hot,
cold food kept cold).
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o Dietary Accommodations: Clear labelling of dishes for dietary
preferences and restrictions (e.g., vegetarian, vegan, gluten-free, halal) is
mandatory. The contractor must ensure cross-contamination is avoided,
especially for those with food allergies.

o Beverages: Non-alcoholic beverages, such as water, coffee, tea, and soft
drinks, must be available during all meals and coffee breaks.

o Service Staff: Adequate service staff must be available to manage the
buffet, assist participants, and ensure cleanliness throughout the meal
periods. The staff should be professional, well-trained, and able to handle
special requests or dietary needs.

o Sanitation: The catering service must adhere to all local health and safety
regulations, ensuring high standards of hygiene throughout meal
preparation, serving, and cleanup. Disposable gloves, masks, and other
sanitary items should be utilized as necessary.

o Dining Area Setup: The dining area should be set up to accommodate all
participants comfortably, with sufficient seating arrangements. Tables
should be arranged in a manner that facilitates conversation while
ensuring ease of movement.

o Waste Management: A clear plan for waste management must be in place,
ensuring prompt and responsible disposal of food waste and other refuse
generated during meal services.

4.4, Travel Services

International Air Travel: Arrangement and provision of air tickets for up to 12
international participants, as detailed below. Most participants will travel on a round-trip
basis to/from Skopje, while one participant will have different inbound and outbound
destinations, as specified in the table below:

City/Country Arrival Departure |No. of Tickets
Bucharest/Romania Day 1 Day 3 1
Bucharest/Romania Day 2 Day 4 1
Bucharest/Romania (outbound) Day 1 1
Vienna/Austria (inbound) Day 4

Belgrade/Serbia Day 1 Day 4 3
Ankara/Turkey Day 1 Day 4 1
Istanbul/Turkey Day 1 Day 4 5

o Tickets must include standard baggage allowances (one checked bag and
one carry-on).

o The coordination of travel itineraries must ensure that arrivals and
departures align with the event schedule.

o Assistance with travel insurance and visa support, if required.
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o The contracting authority will provide the service provider with a
preliminary list of participants within 10 calendar days following the
signing of the contract. The final list of confirmed participants will be
communicated in due time prior to ticket issuance, considering the service
provider’s operational deadlines. The service provider is expected to
consider and, where feasible, propose insurance or booking options that
allow for limited changes—such as name or city or country
modifications—for up to 25% of the participants after the final list has been
submitted.

o The total number of flight tickets is subject to a potential reduction of up to
20%.

4.5. Local Transportation:

o Provision of local transportation services, including airport transfers and
transportation for site visits.

o Provision of transportation services for site visit to the Shuto Orizari
municipality to be conducted during the event (Day 3), using two modern,
air-conditioned minibuses, each with a minimum seating capacity of 25
passengers.

5. Event Management and Support Services
e On-site Event Coordination:

o The contractor must provide a dedicated event manager to coordinate and
supervise all logistics, acting as a liaison between participants, service
providers, and the organizing team. The event manager and all relevant
staff must be proficient in English to facilitate smooth communication.

o On-site staff must be available to assist with registration, check-in, and
provide general support to participants throughout the event. All staff
involved in these duties must be English speakers to ensure effective
interaction with international attendees.

e Technical Support:

o Provision of technical support for audiovisual equipment, internet, and
other event facilities must be included. This support should ensure that all
technical aspects of the event run smoothly, with prompt resolution of any
issues that arise.

4.6. Promotional Materials

A. Agendas
Quantity: 60 units
Size: A5 (approximately 14.8 cmx 21 cm)
Cover Material: High-quality, durable hardcover made of eco-friendly
material (e.g., recycled leather, fabric).
Number of Pages: 120-200 pages, lined or dotted for notetaking.
Paper Quality: Minimum 80 GSM, FSC-certified, smooth writing surface.
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o Binding: Strong binding (e.g., sewn or spiral-bound) to withstand frequent
use.
Printing: Event logos on the front cover (embossed or printed).
Colour Options: To align with the event branding (e.g., navy, black, red or
grey).

o Additional Features: Includes a ribbon bookmark, pen holder, and an elastic
band closure.

B. Pens
o Quantity: 80 units
o Type: High-quality retractable ballpoint pen or rollerball pen.
o Material: Metal, available in navy or silver or gold.
o Ink Colour: Black or blue (standard ink).
o Printing: Full-colour logo or branding on the pen body (pad printing or laser

engraving).
o Clip: Metal or sturdy plastic clip for easy attachment to the agenda or pocket.
o Additional Features: Smooth writing experience with replaceable ink refills.
C. Badge with Lanyard
Quantity: 60 units
Material: High-quality PVC or equivalent durable material
Size: Custom portrait format - 9 cm (width) x 14 cm (length)
Printing: Full-colour project logo on one side
Personalization: Printed participant details (Name, Surname,
Organization) based on an Excel file provided

o Lanyard: Securely designed to hold the badge, 2 cm wide and approximately

86 cm long.
D. Roll-Up Banner

o Quantity: 1 unit

Size: Standard roll-up dimensions (e.g., 85 cm width x 200 cm height)
Material: Durable, high-quality PVC or fabric banner with retractable stand
Printing: Full-colour project/event logo and key visuals
Portability: Lightweight and easy to transport, set up, and retract
Additional Features: Stable base for indoor use and smooth retracting
mechanism
E. General Requirements

o Branding and Design: The design of all materials must be consistent with
the overall project and event theme, adhering to DG ENEST branding
guidelines. Prior approval from REF is required before printing any
promotional materials. REF will provide specific visibility requirements and
detailed instructions in compliance with the EU Visibility Manual.

o Packaging: All items should be individually packaged in eco-friendly,
recyclable materials to ensure safe delivery and ease of distribution during
the event.

o Delivery: All items must be delivered at least one week prior to the start of
the event to allow sufficient time for quality checks and preparation for
distribution.

o Quality Assurance: The supplier must provide sample proofs of each item
before mass production to ensure quality and conformity with specifications.
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5. DELIVERABLES
The contractor is required to deliver the following:

Accommodation booking for participants.

Fully equipped conference rooms with full catering services.
Comprehensive travel services.

Visibility materials (Promotional materials).

e On-site event management and technical support throughout the event.
6. IMPLEMENTATION SCHEDULE

The implementation of the contract shall commence immediately upon signature. All
preparatory activities, including booking and logistical coordination, must be completed
in due time to ensure the timely and efficient start of the events, following the schedule
set by the REF.

7. PLACE OF PERFORMANCE

All services will be provided in Skopje, North Macedonia, at hotels where the event will
be held. Local transportation services will extend to nearby areas in Skopje for the
purpose of site visits.

8. PAYMENT TERMS

Payments will be made following the contractual terms upon the successful completion
of agreed-upon deliverables and after the event. Invoices, accompanied by supporting
documentation, must be submitted to the contracting authority for verification. Once
approved, payments will be processed via bank transfer to the contractor's designated
account.

Payments will be made in Euro or Serbian dinars, with the conversion from euros based
on the official middle exchange rate published by the National Bank of Serbia on the date
the invoice is issued.

A maximum 30% advance payment can be provided to the successful tenderer upon
written request. All subsequent payments will be made via bank transfer, adhering to the
conditions specified in this document.

9. PROCUREMENT ELIGIBILITY AND AWARD CRITERIA:
“BEST VALUE FOR MONEY”

9.1. Eligibility Criteria
To ensure that all tenders meet the minimum requirements for participation in the
procurement process, the following eligibility criteria must be met:
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a. Legal Standing: The tenderer must be legally registered and authorized to
conduct business in the relevant jurisdiction. Proof of registration, such as a
business license, must be provided.

b. Financial Stability: Tenderers must demonstrate sufficient financial resources
and stability to execute the project. This may include submitting financial
statements for the past three years or other evidence showing a positive financial
position.

c. Experience: The tenderer must have a minimum of [3] years of experience in
event organization or a related field. Previous experience with events of similar
size and complexity or equivalent should be evidenced by a portfolio and/or
references.

d. Compliance with Regulations: The tenderer must comply with all relevant laws
and regulations, including health and safety, environmental, labour, and anti-
corruption laws. Any breaches of compliance will result in disqualification
(Declaration of Honour).

e. Insurance: The tenderer must possess the mandatory Travel Guarantee
Insurance (Garancija putovanja) or equivalent.

9.2. Award Criteria: Best Value for Money

The contract will be awarded based on a combination of qualitative and quantitative
factors that deliver the best value for money. The assessment will be weighted according
to the following criteria:

A. Experience and References (30%)
o Relevance of Experience: The tenderer’s experience in organizing events
of similar size, scope, and complexity.
o References: Positive references from previous clients, demonstrating the
tenderer’s capability to successfully manage similar events.

Scoring Guidelines:

o Excellent (90-100): Extensive relevant experience with outstanding

references.

Good (70-89): Adequate experience with positive references.

Adequate (50-69): Limited relevant experience, but satisfactory
references.

o Poor (0-49): Lack of relevant experience or negative references.

B. Technical Execution Plan (50%)

o Venue: Accommodation and event venue at a hotel with a minimum 4-star
rating; the suitability and quality of the venue will be considered in the
evaluation of the offer.

o Logistics: Detailed and realistic planning of event logistics, including setup,
timing, and overall flow of the event.

o Equipment and Technology: Suitability and quality of the proposed
equipment and technology (e.g., sound, lighting, etc.).

o Safety Measures: Inclusion of a comprehensive safety plan that addresses
potential risks (e.g., crowd control, emergency procedures).
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Scoring Guidelines:

o

o

Excellent (90-100): Highly detailed plan with advanced logistics,
appropriate technology, strong safety measures, and a high-quality 4-star
(or higher) venue.

Good (70-89): Detailed plan with sound logistics and adequate safety
measures.

Adequate (50-69): Acceptable plan with basic logistics and safety
coverage but lacking in some areas.

Poor (0-49): Incomplete or unrealistic plan with insufficient logistics and
safety measures.

C. Price (20%)

o

Total Cost: Evaluation of the overall cost concerning the quality of the
services offered.

Cost Breakdown: Clarity and detail in the cost breakdown (e.g., venue, fly
tickets, accommodation for participants, catering, local transportation and
other costs).

Scoring Formula:

o

The price score will be calculated using the formula:

Price Score Lowest,Tenfier Price < 100
Tender’s Price

9.3. Evaluation Algorithm
A. Assign Scores: For each criterion, a score between 0 and 100 will be

Drafted by

assigned based on the scoring guidelines provided.

Apply Weighting: Each score will be multiplied by its respective weight.
For example, Weighted Score for Technical Execution Plan =Scorex0.50
Sum Weighted Scores: The total score for each tender will be calculated
by summing all weighted scores.

Total Score=(Experience and References Scorex(.30)+(Technical Execution
Plan Scorex0.50)+ (Price x0.20).

Rank Tenders: Tenders will be ranked based on their total scores.

The contract will be awarded to the tender with the highest total score,
ensuring the best value for money.

Natasa Markovska Momcilovic, Project Officer for Secondary and Higher Education

Ana Duraki, Project Officer for Early Childhood Development and Primary Education

Svjetlana Mandrino, Project Assistant
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ANNEX 1 DECLARATION OF HONOUR
(To be completed by the tenderer)

I, the undersigned,
[Full Name]
[Position]
[Company Name]
[Official Address]
[Registration Number]

In my capacity as [Position] and authorized to represent the above-mentioned
tenderer, hereby declare that:

1. Absence of Exclusion Criteria:

a. The tenderer is not in any of the exclusion situations referred to in Articles
106 and 107 of the Financial Regulation applicable to the general budget of the
European Union, including but not limited to:

= Bankruptcy, liquidation, or cessation of business.

* Fraud, corruption, participation in a criminal organization, or any
illegal activity detrimental to the EU's financial interests.

= Non-compliance with tax or social security obligations in accordance
with the laws of the country where the tenderer is established or
where the contract is to be performed.

= Conflict of interest that could affect the impartiality or objectivity of the
procurement process.

2. No Misrepresentation or Fraudulent Activity:

a. The information provided in the tender submission is true, accurate, and
complete to the best of my knowledge. No material facts have been withheld
that could affect the evaluation of the tender.

b. The tenderer has not engaged in any activity intended to unduly influence the
procurement process, including collusion, bid-rigging, or any form of
deception.

3. Compliance with EU Sanctions:

a. The tenderer and any related entities or subcontractors are not subject to EU
restrictive measures (sanctions), as published in the Official Journal of the
European Union.

4. Legal and Financial Capacity:

a. The tenderer has the necessary legal and financial capacity to perform the
contract and has complied with all legal obligations related to its business
activities.

b. Thetenderer has not been involved in any litigation or other legal proceedings
that could impair its ability to carry out the services required under this
contract.

5. Adherence to Ethical Standards:

ROMA
E EDUCRTIGN
=) FunD * X x

*

*
* *

The project “EU Regional Action for Roma Education: Increased Education Support and Opportunities
for Roma Students in the Western Balkans and Turkey (RARE), phase I1” is funded by the European
Commission through the Directorate-General for Neighborhood and Enlargement Negotiations and is
implemented by REF Romania and REF Serbia.

* *
* p Kk

Funded by
the European Union

18



1.7.

1.8.

63 Sachelarie Visarion St
021694/ Bucharest | Romania

e +4021.2000.600

© office@roma.education

roma.education

a. The tenderer is committed to upholding the highest standards of ethical
conduct, including respect for human rights, labour standards, and
environmental sustainability.

b. The tenderer will not offer any gifts, payments, or other forms of
compensation to any parties involved in the procurement process in order to
influence the outcome of the tender.

6. Acceptance of Terms and Conditions:

a. The tenderer acknowledges and accepts all terms and conditions of the
procurement process as outlined in the tender documentation, including the
General and Special Conditions, and will adhere to the requirements set forth
therein.

7. Absence of Conflicts of Interest:

General Declaration:

a. Thetenderer, including its personnel, management, and any subcontractors, confirms
that there is no conflict of interest, whether direct or indirect, that could impair its
ability to perform the contract impartially and objectively.

b. The tenderer declares that it has not granted, sought, or accepted any advantage,

financial or otherwise, that could be perceived as a conflict of interest in relation to

this procurement process.
Definition and Examples of Conflict of Interest:

A conflict of interest may arise in situations where the impartial and objective exercise

of the procurement process is compromised, or could be perceived to be compromised,

due to personal, financial, or other considerations. This includes but is not limited to:

a. Personal Relationships: If any personnel involved in the tender preparation or
contract performance has a close personal relationship (e.g., family member,
partner, or friend) with any person employed by or connected to the contracting
authority, this may constitute a conflict of interest.

Example: A project manager on the tenderer's team is the sibling of an official
working for the contracting authority overseeing the procurement process.

b. Previous Employment or Advisory Roles: If the tenderer or any of its personnel
has previously worked for or provided consultancy or advisory services to the
contracting authority or any related entity in the recent past, this may create a
conflict of interest.

Example: A consultant who helped the contracting authority draft the Terms of
Reference for the procurement is now working for a tenderer bidding for the
contract.

c. Financial Interests: If the tenderer, its personnel, or subcontractors hold any
financial interests, shares, or stakes in the contracting authority or its related
entities, this may present a conflict of interest.

Example: A key employee of the tenderer holds significant shares in the contracting
authority’s company or has business interests in an entity benefiting from the
outcome of the procurement.

d. Subcontractors' Conflicts: If any proposed subcontractors have a conflict of interest
like the ones mentioned above, the tenderer must declare it and address how it
intends to mitigate this risk.
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Example: A subcontractor proposed by the tenderer may already provide services to
the contracting authority under a separate contract. This will constitute a potential
conflict of interest only if the existing contract gives the subcontractor access to
confidential information or influence that could affect impartiality in the current
tender.

Conflicting Roles: If the tenderer is simultaneously involved in multiple roles that
could conflict with the current procurement, such as being both a supplier and a
consultant for related services, this may lead to a conflict of interest.

Example: A firm that supplies conference equipment is also providing consultancy
services on event management to the contracting authority.

1.9. Ongoing Obligation to Disclose:
The tenderer understands that conflicts of interest may arise during the contract period
and commits to promptly disclose any potential or actual conflict of interest to the
contracting authority as soon as it becomes aware of such a situation. The tenderer will
propose appropriate measures to mitigate any adverse effects of the conflict on the
impartiality and objectivity of the contract's performance.
8. Subcontractors/Partners:

a. Ifsubcontractors or partners are proposed, the tenderer must declare that the
same exclusion criteria apply to them and confirm that appropriate due
diligence has been conducted to ensure their eligibility. This applies both to
subcontractors providing part of the services and to partners participating in
the tender as part of a consortium or joint venture.

9. Compliance with Labour Laws:

a. The tenderer confirms compliance with all applicable labour laws and
regulations, including minimum wage requirements, working conditions, and
social security obligations.

10.Data Protection:

a. The tenderer acknowledges and consents to the processing of personal data
for the purposes of the procurement procedure and any subsequent contract,
in accordance with the data protection law.

I hereby certify that the above statements are accurate and truthful. I understand that
any false declaration or misrepresentation may result in exclusion from the
procurement process and potential legal consequences.

Signed on behalf of the tenderer:

Signature:
Name:
Position:
Date:

Official Stamp of the Company: [Stamp here]

Note: This Declaration of Honour must be signed by a person authorized to represent the tenderer.
Failure to provide a signed declaration may result in the exclusion of the tenderer from the
procurement process.
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ANNEX 2: TECHNICAL PROPOSAL TEMPLATE

Tenderer Name:

Contact Person:

Email:

Phone Number:

Tender Reference Number:
Date:

1. Executive Summary

e Introduction: Briefly introduce your company, its background, and its experience in
delivering similar services.

e Objective: Outline the key objectives of your proposal and the services you intend to
provide to meet the procurement requirements.

2. Understanding of the Requirements

¢ Understanding of the Project: Demonstrate your understanding of the event's goals
and requirements as outlined in the Terms of Reference (TOR). Highlight the key
components of the event and the expected outcomes.

e Challenges and Risks: Identify potential challenges or risks associated with the
project and provide strategies to mitigate them.

3. Approach and Methodology for the event
3.1 Overall Approach

e Event Planning and Management: Describe your approach to planning and
managing the event, including key phases such as pre-event planning, on-site
coordination, and post-event evaluation.

e Stakeholder Engagement: Explain how you will engage with stakeholders, including
event participants, vendors, and service providers, to ensure smooth communication
and coordination.

e Timeline: Provide a detailed timeline of activities, outlining key milestones and
deadlines. Ensure that the timeline aligns with the event schedule provided in the
TOR.

3.2 Service Delivery Methodology

e Accommodation Services:
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o Describe your approach to securing and managing accommodation for
participants, ensuring comfort, accessibility, and adherence to the specified
quality standards.

o Specify how you will handle special requests (e.g., early check-ins, dietary
needs).

¢ Conference Venue Services:

o Outline your methodology for selecting and preparing the venue, including
room setup, audiovisual equipment installation, and internet connectivity.

o Specify the proposed venue, ensuring it is a hotel with a minimum 4-star
rating; note that the suitability and quality of the venue, including star
rating, will be considered in the evaluation and scoring of the proposal.

o Explain how you will ensure that the venue meets all the technical and
logistical requirements outlined in the TOR.

e (Catering Services:

o Detail your approach to providing high-quality catering services, including
menu planning, special dietary considerations, and the coordination of meal
delivery at appropriate times.

o Describe how you will ensure the quality, freshness, and safety of food and
beverages.

e Travel and Logistics:

o Explain your strategy for coordinating travel arrangements, including
international and local transportation, airport transfers, and site visits.

o Discuss how you will manage logistics to ensure timely and efficient
transportation of participants and materials.

e Event Management and Support Services:

o Describe your event management process, including on-site coordination,
real-time problem-solving, and post-event debriefing.

o Outline the roles and responsibilities of your event management team,
including the event manager, technical staff, and support personnel.

4. Team Composition and Qualifications

e Organizational Structure: Provide an organizational chart showing the structure of
your team for this project, including key personnel.
e Key Personnel:
o List the key personnel who will be involved in the project, along with their
roles and responsibilities.
o Attach brief CVs or profiles for each key team member, highlighting relevant
experience, qualifications, and past projects.
e Partners/Subcontractors (if applicable): Specify any partners or subcontractors
intended to be engaged, outlining their roles and qualifications. Provide brief profiles
for key subcontractors and their personnel.

5. Experience and Past Performance
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e Relevant Experience:

o Provide examples of similar national and/or international projects or events
that you have successfully delivered, particularly those aligning with the
requirements outlined in the TOR.

o Include details such as the scope of the project, the number of participants,
and the services provided.

e References: Provide at least three references from previous clients who can speak to
your company's performance on similar projects. Include contact details and a brief
description of the project(s) you completed for them.

6. Quality Assurance and Risk Management

¢ Quality Assurance Plan:
o Describe your approach to ensuring the quality of services provided, including
monitoring and evaluation processes.
o Explain how you will measure success and ensure that the services meet or
exceed the standards outlined in the TOR.
¢ Risk Management Plan:
o Identify potential risks (e.g., logistical issues, technical failures, participant no-
shows) and outline your strategies for mitigating them.
o Discuss your contingency planning approach in case of unexpected challenges
or disruptions during the events.

7. Sustainability and Social Responsibility

e Environmental Considerations:

o Describe how your approach and methodology will incorporate
environmentally sustainable practices, such as reducing waste, using eco-
friendly materials, and minimizing carbon emissions.

e Social Responsibility:

o Highlight any initiatives or policies your company implements to support local
communities, promote diversity, and ensure ethical labour practices in the
delivery of services.

8. Technical Assumptions

e Assumptions: Clearly state any technical or logistical assumptions you have made in
preparing your proposal (e.g., availability of resources, participant numbers, access
to facilities).

e Dependencies: Identify any dependencies that may affect the successful delivery of
the services (e.g, dependencies on client-provided materials or information,
coordination with other vendors).
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9, Conclusion

e Summary of Proposal: Summarize your technical proposal, reaffirming your
commitment to delivering high-quality services that meet the requirements outlined
in the TOR.

e Value Proposition: Highlight what differentiates your company and why you are best
suited to deliver the services.

Tenderer's Legal Representative Name:
[Insert Name]

Tenderer's Legal Representative Signature:
[Insert Signature]

Date: [Insert Date]
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ANNEX 3: FINANCIAL PROPOSAL TEMPLATE

Tenderer Name:

Contact Person:

Email:

Phone Number:

Tender Reference Number:
Date:

Instructions
Tenderers are required to provide a detailed breakdown of costs for each service category.

All costs should be presented in euros (€), without VAT. Please ensure all costs are realistic
and reflect the required quality and standards specified in the Terms of Reference (TOR).

1. Accommodation Services

Item Description Unit | Quantity | Unit Cost (€) Total Cost (€)
Single Rooms (Night 1) Room 47
Single Rooms (Night 2) Room 49
Single Rooms (Night 3) Room 48
Accommodation Total € [Amount]

2. Event Venue Services

Item Description Unit | Quantity Un1(t€()Iost Total Cost (€)
Main Event Room Rental Day 2
Workshop Room Rental Day 2
Event Venue Total € [Amount]
3. Catering Services
Unit
Item Description Unit Quantity Cost Total Cost (€)
(€)
Dinner (Day 1 - 49 People) Person 49
Lunch (Day 2 - 50 People) Person 50
Dinner (Day 2 - 51 People) Person 51
Lunch (Day 3 - 50 People) Person 50
Dinner (Day 3 - 50 People) Person 50
Coffee Breaks (50 people X4 coffee Person 200
break)
Catering Services Total € [Amount]
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4. Travel Services
4.1. Flight tickets
. . No. of] .. |Unit Cost/Total
City/Country Arrival Departure Tickets Quantity €) Cost (€)
Bucharest/Romania Day1l |Day3 1
Bucharest/Romania Day2 |Day4 1
Bucharest/Romania Day 1
(outbound) 1
Vienna/Austria (inbound) Day 4
Belgrade/Serbia Day1l |Day4 3
Ankara/Turkey Day1l |Day4 1
Istanbul/Turkey Day1l |Day4 5
Flight Tickets Total € [Amount]
4.2. Other Services Related to Travel
Unit Total
Item Description Unit Quantity | Cost
€) Cost (€)
Local Transportation (Airport Person 12
Transfers)
Transportation for Site Visits (25 Bus 9
People/bus=50 people)
Parking Car 14
Travel Services Total € [Amount]
5. Event Management and Support Services
Unit Cost | Total Cost
Description Unit uanti
P Quantty | ey (€)
Event Management and Support Total € [Amount]
6. Promotional Materials
Unit
Item Description Unit Quantity Cost Total Cost (€)
(€)
Agendas Item 60
Pens Item 80
Badge with Lanyard Item 60
Roll up Roll-Up Banner Item 1
Promotional Materials Total € [Amount]
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7. Grand Total
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Service Category Total Cost (€)
Accommodation Services € [Amount]
Conference Venue Services € [Amount]
Catering Services € [Amount]
Travel Services € [Amount]
Event Management and Support Services € [Amount]
Promotional Materials € [Amount]
Grand Total € [Total Amount]

implemented by REF Romania and REF Serbia.
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ANNEX 4 COVER LETTER

From: [Official Name of the Tenderer]
To: [Official Name of the Contracting Authority]

Subject: Tender Submission in Response to Invitation Letter [Registration Number]

Dear Sir or Madam,

I, [Full Name of the Legal Representative], as the authorized representative of [Official Name
of the Legal Entity], hereby submit our tender in response to your Invitation Letter, registered
under [Registration Number].

Enclosures:

e Powers of Representation document
e Registration document for the legal entity

1. Commitment to Compliance:

We commit to providing the services in full accordance with the terms and conditions
outlined in the Tender Dossier and all applicable legal provisions. The technical proposal has
been completed as required (Annex 2).

2. Financial Offer:

The financial proposal is [Amount in Euro], excluding VAT, and includes all necessary
expenditures, with unit prices provided for all required items (Annex 3).

3. Tender Validity:

The validity period of this tender is [Validity Period] from the submission deadline,
extendable for [Extension Period] if requested by the Contracting Authority.

Declarations:

e We agree that, if this tender is accepted, the Notification of Award and this tender will
constitute a binding commitment until the contract is signed.

e We declare no conflict of interest and have no relevant connections with other
tenderers or parties involved (Annex 1).

e We acknowledge that any attempt to gain confidential information, enter into
unlawful agreements, or influence the contracting authority may result in the
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rejection of our tender and possible administrative penalties under the applicable
Financial Regulation.

e We confirm we are not in any of the exclusion situations specified in Sections 2.4,
2.6.10.1, or 2.6.10.1.2 of the EU Practical Guide (PRAG) and submit the Declaration on
Honour (Annex 1).

Sincerely,

Tenderer's Legal Representative Name:
[Insert Name]

Tenderer's Legal Representative Signature:
[Insert Signature]

Date: [Insert Date]
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MODEL SERVICE CONTRACT (FINAL DETAILED CONTRACT TO BE CONCLUDED)
Contract Title: [Insert Title]

Contract Number: [Insert Number]

The Roma Education Foundation (REF)

Address: [Insert Address]
Represented by: [Insert Name and Position]
Hereinafter referred to as "the Contracting Authority"

And
[Insert Name of the Contractor]

Address: [Insert Address]
Represented by: [Insert Name and Position]
Hereinafter referred to as "the Contractor”

WHEREAS:

e The Contracting Authority requires the provision of services as described in this
contract.

e The Contractor has the necessary professional competence, financial stability, and
technical resources to perform these services.

e This contract is established under the provisions of the Practical Guide to Contract
Procedures for European Union External Actions (PRAG) and the relevant annexes.

The parties have agreed as follows:
SECTION I: SPECIAL CONDITIONS

Article 1. Subject of the Contract

1.1. The subject of this contract is the provision of services for [Insert Description of
Services], as detailed in the Terms of Reference (Annex I to the contract), under the
conditions set out in the present contract.

1.2. The Contractor undertakes to execute these services in accordance with the terms
and conditions set forth in this contract.

Article 2. Contract Value

2.1. The total contract value is EUR [Insert Amount], which includes all costs, taxes, and
other expenses incurred by the Contractor in the performance of the contract.

Article 3. Duration of the Contract

3.1. The contract shall commence on the date of signature by both parties (the

"Commencement Date").
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3.2. The contract will remain valid until the satisfactory completion of all services or until
[Insert Date], whichever is earlier, unless terminated earlier in accordance with this
contract.
Article 4. Payment Terms
4.1. Payments shall be made in accordance with the schedule set out in Annex V: Payment
Schedule.

4.2.  Payments will be made via bank transfer to the Contractor’s designated bank account,
upon receipt of invoices and approval of deliverables by the Contracting Authority.

4.3.  The Contracting Authority shall pay the Contractor within 30 days of receipt of the
invoice and approval of deliverables.

Article 5. Reporting and Deliverables

5.1. The Contractor shall submit reports and deliverables as specified in Annex IV:
Reporting and Deliverables Schedule.

5.2. Failure to submit the required deliverables in accordance with the schedule may
result in penalties as per Article 10 of the General Conditions.

Article 6. Contact Persons

6.1. The Contracting Authority appoints [Insert Name and Contact Details] as the contact
person for all matters related to this contract.

6.2. The Contractor appoints [Insert Name and Contact Details] as the contact person for
all matters related to this contract.

6.3. Any change in contact persons must be communicated in writing and agreed by both
parties.

Article 7. Language of the Contract

7.1. The language of this contract and all related communication shall be English.

Article 8. Law and Dispute Resolution

8.1. This contract shall be governed by the laws of the Republic of Serbia.

8.2. Any disputes arising from or related to this contract shall be settled amicably
between the parties.

Article 9. Amendments

9.1. Any amendment to this contract must be agreed upon in writing by both parties and
shall form an integral part of the contract.

Article 10. Penalties for Non-Performance

10.1. Late Delivery of Services

If the Contractor fails to deliver the services in accordance with the agreed deadlines, as set
out in this contract and its annexes, the Contracting Authority reserves the right to impose a
penalty of [1] % of the total contract value for each day of delay, up to a maximum of [100] %
of the total contract value.

10.2. Failure to Meet Quality Standards

If the services provided by the Contractor do not meet the quality standards outlined in the
Terms of Reference (Annex I), the Contracting Authority may impose a penalty of [20]% of
the total contract value. The Contracting Authority will notify the Contractor in writing of any
deficiencies, and the Contractor will be required to address and rectify these issues
immediately. Failure to correct the deficiencies within the specified timeframe will result in
the enforcement of the penalties.

10.3. Failure to Provide Required Personnel
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If the Contractor fails to provide the required personnel, such as the event manager or
technical support staff, as specified in this contract, the Contracting Authority will impose a
penalty of [10]% of the total contract value per day for each missing staff member, until the

staffing requirement is met.
10.4. Termination for Repeated Failure

In the event of repeated non-performance, including but not limited to failure to meet
deadlines or maintain quality standards, the Contracting Authority reserves the right to
terminate the contract in accordance with Article 5 of the General Conditions, without any
obligation to make further payments except for services already rendered satisfactorily.

SECTION II: GENERAL CONDITIONS

Article 1. Performance of the Services

1.1. The Contractor shall perform the services with the highest standards of
professionalism and ethical competence.

1.2.  The Contractor shall be responsible for the quality, accuracy, and timeliness of the
services provided.

Article 2. Liability

2.1.  The Contractor shall be liable for any damages caused to the Contracting Authority
because of negligence or intention or breach of any contractual obligations.

2.2.  The Contractor shall maintain adequate insurance coverage, including public liability
and professional indemnity insurance, to cover any claims arising from the
performance of the services.

Article 3. Confidentiality

3.1. The Contractor undertakes to keep all information and documents related to the
contract confidential, unless otherwise required by law.

3.2.  This obligation shall continue to apply after the termination or expiry of the contract.

Article 4. Conflicts of Interest

4.1.  The Contractor shall avoid any situation that could create a conflict of interest during
the performance of the contract.

4.2.  Inthe event of a potential conflict of interest, the Contractor must immediately inform
the Contracting Authority and propose measures to mitigate the conflict.

Article 5. Termination

5.1.  The Contracting Authority may terminate the contract at any time, by giving written
notice, if the Contractor fails to perform the services or breaches any of the terms of
the contract.

5.2. The Contracting Authority may also terminate the contract for convenience, with a
notice period of five (5) days, in which case the Contractor shall be entitled to payment
for services rendered up to the date of termination.

5.3. The Contracting Authority may terminate the contract immediately in the event of
insolvency, bankruptcy, corruption, or professional misconduct of the Contractor.

Article 6. Force Majeure

6.1.  Neither party shall be liable for failure to perform its obligations due to circumstances
beyond its reasonable control (force majeure), including but not limited to natural
disasters, war, or strikes.

6.2. The affected party shall promptly notify the other party and take all reasonable
measures to mitigate the effects of the event.
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6.3.  Performance shall be suspended during the force majeure period without penalty.

Article 7. Ownership of Results

7.1.  All results, reports, and materials produced by the Contractor in the performance of
the contract shall become the property of the Contracting Authority.

7.2.  The Contractor grants the Contracting Authority an exclusive, royalty-free, and
irrevocable license to use, reproduce, and distribute any deliverables produced under
this contract.

Article 8. Ethics and Integrity

8.1.  The Contractor shall act with integrity and avoid any practice that could be considered
corrupt, fraudulent, collusive, coercive, or obstructive.

8.2.  The Contractor shall immediately inform the Contracting Authority if it becomes
aware of any event that may constitute a breach of this obligation.

8.3.  The Contracting Authority may terminate the contract immediately in the event of
corruption, fraud, or any act contrary to professional ethics.

Article 9. Assignment and Subcontracting

9.1. The Contractor shall not assign, transfer, or subcontract any part of this contract
without the prior written consent of the Contracting Authority.

9.2.  Where subcontracting is authorized, the Contractor shall remain fully responsible for
the performance of the subcontracted activities and for the acts and omissions of its
subcontractors.

Article 10. Communication

10.1. Any notice or communication under this contract shall be made in writing and sent
by email or registered post to the addresses specified in Article 6.

10.2. Communications shall be deemed received on the date of delivery if sent
electronically, or five (5) days after posting if sent by mail.

SECTION III: ANNEXES
The following Annexes form an integral part of this contract:

e AnnexI: Terms of Reference

e Annex II: Contractor’s Technical and Financial Proposal
e Annex III: Declaration of Honour

e AnnexIV: Reporting and Deliverables Schedule

e Annex V: Payment Schedule
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