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TENDER DOSSIER
LOCAL OPEN TENDER PROCEDURE FOR FINAL EVENT ORGANIZATION AND LOGISTICS SERVICES IN ŠUTO ORIZARI, SKOPJE, NORTH MACEDONIA
	
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.
I. 
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 +381698055062, e-mail rareproject@roma.education legally represented by Ms. Dragana RAJIC, 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 II”

	4. The subject of the contract
The contract covers the provision of comprehensive services for the organization and logistics of the Final Project Event in Šuto Orizari, Skopje, North Macedonia, tentatively planned for 19 November 2026 (TBC), with participants arriving on 18 November and departing on 20 November 2026. Final dates remain subject to confirmation. The services include accommodation, catering, international air travel arrangements, airport and local transportation, reimbursement of travel costs for participants travelling by private car from neighbouring countries, local transportation and related logistical support for the Türkiye Team, interpretation services with technical equipment, event venue and technical equipment, visibility materials, professional photography and video recording, and all other related logistical and support services necessary to ensure the smooth and efficient implementation of the event. The event is expected to gather approximately 8 participants.

	5. The estimated budget of the contract is € 22.000 excluding VAT.
Offers with an amount (excluding VAT) 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.

	9. Applicable law to the present procedure
[bookmark: _Hlk212544679]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)
o	55100000-1 – Hotel services
o	55300000-3 – Restaurant and food-serving services
o	60400000-2 – Air transport services
o	63510000-0 – Travel agency and similar services
o	60112000-6 – Public road transport services
o	74831400-7 – Interpretation services
o	32321200-1 – Audio-visual equipment
o	79952000-2 – Event services
o	22462000-6 – Advertising and promotional materials
o	79961000-8 – Photographic services
o	66512000-2 – Accident and health insurance 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, 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.


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 
October 21, 2026, 9:00 AM

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 October 15, 2026.
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 October 21, 2026, at 10:00 AM. 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. 
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.

****If 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.

	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 version 2021.1.


	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 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
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:
· Dragana Rajic, Director
· Natasa Fenner, Chief Financial Officer
· Marija Radovic, Project Financial Officer
· [bookmark: _heading=h.vq86bfninzv4]Sibina Goloubovic, Program Coordinator
· Natasa Markovska Momcilovic, Project Officer  
· Ana Duraki, Project Officer  
· Svjetlana Mandrino, Project Assistant





II. 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) 2021.1, 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 contract a qualified service provider to support the organization and logistical implementation of the Final Project Event of the “EU Regional Action for Roma Education: Increased Education Support and Opportunities for Roma Students in the Western Balkans and Turkey (RARE), phase II”, which will take place in Šuto Orizari, 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. [bookmark: _heading=h.en1wt0hoi7xr]Background
The Roma Education Fund (REF) is implementing the “EU Regional Action for Roma Education: Increased Education Support and Opportunities for Roma Students in the Western Balkans and Turkey (RARE), phase II” project, financed by the European Commission under Grant Contract No. CN 2022/439-850.
As part of the project implementation, REF will organize a Final Project Event in Šuto Orizari, Skopje, North Macedonia, bringing together project stakeholders, representatives of relevant institutions and organizations, project teams and other participants from the region. The event will provide an opportunity to present the main achievements and results of the RARE Phase II project, exchange experiences and lessons learned, and discuss future cooperation and initiatives aimed at strengthening Roma education and social inclusion.
The event will serve as a regional platform for presenting the results achieved through the project and facilitating dialogue among relevant stakeholders on the sustainability of project outcomes and future opportunities for cooperation. It will also contribute to strengthening regional exchange and visibility of the initiatives and practices developed during the project implementation.
The objectives of the event are to:
· Present the main achievements, results and key outcomes of the RARE Phase II project.
· Share experiences, good practices and lessons learned from project implementation.
· Facilitate exchange and dialogue among project stakeholders and relevant institutions and organizations.
· Discuss opportunities for sustaining and further developing the results achieved through the project.
· Strengthen regional cooperation and continued efforts towards inclusive and equitable education for Roma children and youth.
The Final Project Event is expected to bring together approximately 84 participants from different countries. The event will take place in Šuto Orizari, Skopje, North Macedonia, with the exact date to be confirmed. The event programme will include presentations, panel discussions and other activities aimed at presenting the project results and facilitating exchange among participants
***Note: The final number of participants will be confirmed 10 days prior to the event. Following this confirmation, the confirmed number of participants may be reduced by a maximum of 25%.
2. Purpose and Scope of Services
The objective is to secure high-quality logistical and support services essential for the effective implementation of the final event. The required services include international air travel arrangements, accommodation, catering, local and airport transportation, reimbursement of travel costs for participants travelling by private car from neighbouring countries, transportation and related travel arrangements for the Türkiye Team, interpretation services including the necessary equipment and technical support, venue set-up and technical equipment, on-site event coordination and support, visibility and promotional materials, photography services, and other related services required to ensure the smooth, well-coordinated and efficient delivery of the event.
3. Event Dates and Schedule
The proposed event schedule is as follows:
	Day
	Activity

	Day 1
	Arrival and check-in of participants, dinner and accommodation

	Day 2
	Final Project Event in Šuto Orizari, including welcome coffee, refreshments and light snacks during the entire duration of two-hour event; joint lunch at the hotel; dinner and accommodation

	Day 3
	Check-out and departure of participants


4. Scope of Services
The contract covers the following primary components:
4.1 Accommodation with Half Board
A. Venue: Participants will be accommodated in 4-star or higher-rated hotels in Skopje, North Macedonia. The hotel should be conveniently located and allow for easy access to the organised transportation provided for participants to and from the locations included in the event programme.
B. Accommodation and Meal Requirements:
Accommodation should be provided for two (2) nights, on a Half Board basis, as follows:
	Item Description
	Unit
	Quantity

	Single Rooms – Night 1, including dinner
	Room
	28

	Single Rooms – Night 2, including breakfast and dinner
	Room
	21

	Breakfast – Day 3
	Included
	21


The accommodation requirements are based on the expected arrival and departure schedule of the participants. The final rooming list will be provided by the Beneficiary.
· The hotel must offer high-speed free Wi-Fi in all rooms and public areas.
· Breakfast and dinner should be provided at the hotel.
· The hotel should have free parking available for approximately 10-12 vehicles for participants and/or project staff, subject to prior confirmation.
· Options for early check-in and late check-out should be provided for approximately 25% of the participants, where required and subject to availability.
Supplementary Reservation: In addition to the rooms included in the procurement process, five (5) additional single rooms will be reserved at the same hotel/s for the entire period, at the same price as the rooms that are subject to the tender. 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.
[bookmark: _heading=h.ho0u58new9k8]4.2. Catering Services
A. Catering Requirements
The Contractor shall provide catering services for the participants in accordance with the event programme and the quantities specified below. The catering services shall include:
1. Welcome Coffee, Refreshments and Light Snacks at the Final Event
Welcome coffee, refreshments and light snacks shall be provided at the location of the Final Project Event in Šuto Orizari, Skopje, North Macedonia, for approximately 84 participants.
The service shall be available throughout the entire two-hour event and shall include:
· natural and mineral water;
· a selection of juices;
· coffee;
· milk;
· assorted sweet and salty cookies/snacks;
· delivery to the event location;
· set-up and arrangement of the refreshments before the beginning of the event; and
· replenishment of refreshments throughout the event, as necessary.
The exact location of the event in Šuto Orizari will be communicated to the selected service provider at least 10 days before the event.
2. Lunch at the Hotel
A joint lunch shall be provided at the hotel where the participants are accommodated, following the Final Project Event, for approximately 75 participants.
The lunch shall be served in buffet style and shall include refreshments such as coffee, milk, juice and water.
B. Technical Requirements
· Buffet Setup: The lunch buffet shall be professionally arranged, ensuring smooth flow and accessibility for all participants. Adequate space shall be provided for queuing and serving.
· Quality of Food: All food shall be freshly prepared and served at appropriate temperatures, with appropriate measures taken to maintain food quality and safety.
· Dietary Requirements: The Contractor shall accommodate dietary preferences and restrictions communicated by the Beneficiary, including vegetarian, vegan, gluten-free and halal requirements, where applicable.
· Beverages: Non-alcoholic beverages, including water, coffee, tea, milk and juices, shall be available as specified for the respective catering service.
· Service and Set-up: The Contractor shall provide all necessary arrangements for the delivery, set-up, presentation and serving of the refreshments and lunch, as applicable.
· Hygiene and Food Safety: The catering service shall comply with all applicable local health, hygiene and food safety requirements during preparation, transportation, serving and clean-up.
· Dining Area: The hotel shall provide an appropriate dining area with sufficient seating capacity for all participants and suitable arrangements for comfortable dining.
· Waste Management and Clean-up: The Contractor shall ensure timely clean-up and responsible disposal of waste generated during the catering services.
C. Estimated Catering Quantities
	Item Description
	Unit
	Quantity

	Welcome Coffee, Refreshments and Light Snacks, including delivery and set-up at the Final Event in Šuto Orizari
	Person
	84

	Buffet Lunch at the hotel, including refreshments
	Person
	75


4.3. International Air Travel
The Contractor shall arrange and provide round-trip international air tickets for participants travelling to and from Skopje, North Macedonia, in accordance with the event schedule and the travel arrangements confirmed by the Beneficiary.
The estimated requirement is for up to seven (7) round-trip international tickets, as follows:
	City/Country / Flight Route
	Arrival
	Departure
	No. of Round-trip Tickets

	Bucharest, Romania – Skopje, North Macedonia
	Day 1
	Day 3
	3

	Istanbul, Türkiye – Skopje, North Macedonia – Istanbul, Türkiye
	Day 1
	Day 3
	4

	Total
	
	
	7


· Tickets shall be arranged in economy class and shall include the applicable standard hand-luggage allowance.
· The Contractor shall coordinate travel itineraries to ensure that arrivals and departures are aligned with the event schedule.
· Where direct flights are not available, flights with one stopover may be arranged. Routes should provide reasonable travel times and convenient connections.
· The Contractor shall propose suitable flight options to the Beneficiary for confirmation prior to booking.
· The Contractor shall provide participants with booking confirmations and all relevant travel information.
· The Contractor shall assist with changes or cancellations where required and permitted by the applicable fare conditions.
· The total number of flight tickets may be reduced by up to 25%, depending on the final confirmed participant list.
· The Beneficiary shall provide the Contractor with a preliminary list of participants within 10 calendar days following the signing of the contract. The final list of confirmed participants shall be communicated in due time prior to ticket issuance, taking into account the Contractor's operational deadlines.
· Where feasible, the Contractor should propose booking/fare options allowing limited changes to bookings, including participant name or travel details, for up to 25% of the participants after the final list has been submitted.
4.4. Travel-related Costs for the Türkiye Team
The Contractor shall arrange or facilitate the travel-related costs required for the participation of the Türkiye Team.
The services shall include, as applicable:
· local transportation to and from the airport;
· inter-city transportation where required;
· applicable international departure fees;
· visa-related costs, where applicable; and
· travel health insurance.
The Contractor shall ensure that all required arrangements are made in a timely manner and shall provide the Beneficiary with the relevant confirmations, insurance certificates, tickets and supporting documentation, as applicable.
Any official fees or other travel-related costs shall be charged based on the actual applicable cost and in accordance with the instructions and approval of the Beneficiary.
4.5. Reimbursement of Travel Costs for Participants Travelling by Private Car
The Contractor shall provide reimbursement of travel costs for participants travelling by private car to attend the Final Project Event in Šuto Orizari, Skopje, North Macedonia, from the following cities: Podgorica (Montenegro), Pristina (Kosovo), Tuzla (Bosnia and Herzegovina), Tirana (Albania), Belgrade (Serbia), and Delčevo (North Macedonia).
The required travel routes and number of vehicles are as follows:
	Round-trip Route
	No. of Vehicles

	Podgorica, Montenegro – Skopje, North Macedonia – Podgorica, Montenegro
	2

	Pristina, Kosovo – Skopje, North Macedonia – Pristina, Kosovo
	3

	Tuzla, Bosnia and Herzegovina – Skopje, North Macedonia – Tuzla, Bosnia and Herzegovina
	1

	Tirana, Albania – Skopje, North Macedonia – Tirana, Albania
	2

	Belgrade, Serbia – Skopje, North Macedonia – Belgrade, Serbia
	1

	Delčevo, North Macedonia – Skopje, North Macedonia – Delčevo, North Macedonia
	1



· The distance used for the calculation shall be determined based on ViaMichelin route calculations, unless otherwise instructed by the Beneficiary.
· The reimbursement shall cover eligible road travel costs, including fuel and applicable tolls, in accordance with the agreed reimbursement methodology.
· The Contractor shall maintain appropriate records of all reimbursements and provide the Beneficiary with supporting documentation and a clear summary of the amounts reimbursed.
· The Contractor shall ensure that any applicable taxes arising from the reimbursement are calculated and paid in accordance with the relevant national legislation.
Note: The Contractor shall be responsible for processing and paying the approved travel reimbursements to the participants and for ensuring that any applicable tax obligations related to such payments are duly calculated and settled in accordance with the applicable legislation.

4.6. Airport Transfers and Local Transportation
The Contractor shall provide airport transfer services required for participants and project staff in connection with their arrival in and departure from Skopje.
The Contractor shall provide the following transportation services:
	Type of Vehicle
	Capacity
	Quantity
	Transfer

	Car / Taxi
	Up to 3 passengers
	2
	Airport–Hotel and Hotel–Airport

	Mini-Van
	Up to 6 passengers
	1
	Airport–Hotel and Hotel–Airport


The services shall include:
· two (2) cars/taxis with a capacity of up to three (3) passengers each, for airport–hotel transfers upon arrival and hotel–airport transfers upon departure;
· one (1) mini-van with a capacity of up to six (6) passengers, for airport–hotel transfers upon arrival and hotel–airport transfers upon departure;
· transportation of passengers together with their luggage;
· coordination of pick-up and drop-off times with the confirmed flight schedules; and
· necessary coordination and adjustments in case of changes to flight schedules.
The Contractor shall ensure that all vehicles are clean, safe, properly maintained and suitable for the required number of passengers and luggage. The Contractor shall provide appropriately licensed and professional drivers and ensure compliance with all applicable transportation, safety and insurance requirements.
The exact passenger names, flight details and transfer schedules will be provided by the Beneficiary in advance of the event.
4.7. Transportation between the Hotel and Šuto Orizari
The Contractor shall provide dedicated bus transportation for up to 50 participants between the hotel where the participants are accommodated and the location of the Final Project Event in Šuto Orizari and return transportation to the hotel following the event.
The service should include:
· transportation from the hotel to Šuto Orizari prior to the beginning of the event;
· transportation back from Šuto Orizari to the hotel after the event;
· a vehicle with sufficient seating capacity for the expected number of participants;
· approximately two (2) hours of waiting time while the event is taking place;
· professional and licensed driver(s); and
· all costs related to the provision of the transportation service, including fuel, driver, parking and other directly related operational costs.
The Contractor shall ensure that the vehicle is clean, safe, air-conditioned and properly maintained, and that the transportation service is provided in a timely and coordinated manner.
4.8 . Interpretation Services and Equipment:
Interpretation Requirements:
· The contractor shall provide simultaneous interpretation services for the fine event on Day 2 (2-hour session), covering simultaneous interpretation between Macedonian and English in both directions.
· One professional interpreter are required for the duration of the event.
· The contractor shall ensure that interpreter is qualified, experienced, and able to deliver accurate interpretation for technical and non-technical content.
Equipment Requirements:
· A fully equipped interpretation booth must be provided, ensuring clear visibility and audibility for both interpreters and participants.
· Headsets and receivers must be provided for all participants (80 units).
· The contractor shall also provide technical support and accessories, including microphones, cables, and any other necessary equipment to ensure smooth operation of interpretation services.
·  All interpretation equipment must meet professional standards and be operational for the full duration of the workshop
4.9 Promotional Materials
General Requirements
· Branding and Design: All visibility materials shall follow the approved project and event branding and be consistent with the project and event theme, in accordance with the applicable EU visibility and communication requirements for EU-funded projects.
Black is the preferred colour for the visibility materials. Where another colour is considered more appropriate for a specific item, the proposed colour may be used subject to prior approval. Prior approval of the visual designs and colour scheme is required before printing/production.
· Packaging: Eco-friendly, recyclable packaging for individual items, where applicable. 
· Production: All items must be produced at least one week prior to the event for quality checks. 
· Quality Assurance: Sample proof must be provided for approval before mass production. 
· Transport Obligation: The Contractor shall be responsible for delivering all visibility materials to the event venue at least two hours before the start of the event. Following the conclusion of the event, the Contractor shall collect and return all remaining visibility materials to the hotel where the participants are accommodated.

A. Portable Display Banner / Roll-up
· Quantity: 1 unit 
· Size: Approx. 200 cm height × 100 cm width 
· Structure: Lightweight aluminium roll-up structure, suitable for easy transport and assembly 
· Graphic Panel: Full-colour printed banner with project/event branding 
· Additional Features: Retractable roll-up system designed for repeated use; supplied with a suitable carrying/transport bag and all necessary accessories for installation

B. Branded Cotton Tote Bags
· Quantity: 100 units 
· Material: Cotton, approx. 160 g/m² (±10 g/m²) 
· Size: Approx. 45 × 41 cm (±3 cm), with a bottom gusset of approximately 13 cm (±2 cm) 
· Handle: Long handles, suitable for carrying by hand or over the shoulder 
· Printing: Full-colour project/event branding on one side 
· Additional Features: Reusable design suitable for everyday use

C. Branded Notebooks
· Quantity: 100 units 
· Format: A5 or comparable standard format 
· Cover: Durable hard or semi-hard cover, suitable for repeated use, with elastic closure 
· Material: Recycled polyester (rPET) or comparable durable material 
· Interior: 160 pages (±10 pages), lined paper 
· Paper: Approx. 80 g/m² (±10 g/m²) 
· Binding: Suitable binding for durable, repeated use 
· Branding: Project/event logo and/or branding applied to the lower section of the front cover, covering approximately the bottom 20% (±5%) of the cover surface 
· Additional Features: Elastic closure band and pen holder, where available on the selected model

D. Branded Metal Pens
· Quantity: 100 units 
· Material: Metal, silver finish 
· Type: Ballpoint pen 
· Ink: Standard black or blue ink 
· Mechanism: Push-button or twist mechanism 
· Branding: One-colour project/event logo or branding 
· Printing Method: Pad printing or laser engraving, suitable for the selected pen material 
· Additional Features: Suitable for regular everyday use

E. Printed Logo Card Badge with Branded Lanyard and QR Code
· Quantity: 100 units 
· Material: High-quality PVC or equivalent durable material 
· Size: Custom portrait format – 9 cm (width) × 14 cm (length) 
· Printing: Full-colour project logo on one side 
· Personalization: Printed participant details (Name, Surname, Organization) based on an Excel file provided 
· QR Code: Scannable QR code linking to a website, event registration, or documents 
· Branded Lanyard: Single color, securely designed to hold the badge, 2 cm wide and approximately 86 cm long.

F. Branded Reverse-Folding Umbrellas
· Quantity: 100 units 
· Type: Reverse-folding umbrella with manual opening 
· Size: 23" (±2") 
· Canopy: Double-layer 190T pongee fabric (±20T) 
· Frame: Durable construction with 8 ribs (±1 rib) and metal rib tips 
· Shaft: Steel shaft with plastic lamination, approx. 12 mm (±1 mm) 
· Handle: Soft-touch C-shaped handle 
· Performance: Windproof 
· Additional Features: Reverse-folding mechanism designed to contain water inside when the umbrella is closed; self-standing design 
· Branding: Screen printing or transfer printing, with a recommended branding area of approximately 20 × 8 cm (±2 cm)

G. Branded 6-in-1 Charging and Data Cables
· Quantity: 100 units 
· Type: 6-in-1 USB / Type-C charging and data cable 
· Charging Power: Up to 60W 
· Inputs: USB-A and Type-C 
· Outputs: Micro-USB, Lightning and Type-C 
· Cable Length: Approx. 1.0 m (±0.1 m) 
· Additional Features: Suitable for charging and data transfer across a range of commonly used devices 
· Branding: Project/event logo or branding, using a printing/engraving method suitable for the selected model 
· Colour: Black or comparable neutral colour

4.10.  Photography and Video Services
The Contractor shall provide professional photography and video recording services covering the full conference/event. The services shall include comprehensive visual documentation of the event, including speakers, participants, sessions, group activities, key moments, overall event atmosphere, project visibility materials, branding and event setup.
Photography
The Contractor shall:
· provide professional photographic coverage throughout the entire conference/event;
· capture key moments, including speakers, participants, sessions, group activities, interactions and the overall event atmosphere;
· document project visibility materials, branding elements and the event setup;
· provide a minimum of 100 professionally edited digital photographs;
· deliver photographs in high-resolution digital format suitable for use on websites, in project reports and publications, as well as for social media and other communication purposes;
· deliver the edited photographs on the same day as the event or, where this is not technically feasible, as soon as possible after the event.
Video Recording
The Contractor shall:
· provide professional video recording of the full conference/event, covering all sessions, presentations, speeches and other relevant activities;
· ensure continuous and comprehensive recording of the event, including the main speakers, participants and key activities;
· provide the full raw video footage of the event in a high-quality digital format suitable for further editing and archiving;
· deliver the raw video footage to the Contracting Authority after the event.
Short Edited Video Formats
Following the event, the Contracting Authority shall review the raw video footage and identify the relevant material to be used for the preparation of short edited video formats.
Based on the instructions provided by the Contracting Authority, the Contractor shall:
· select and edit the relevant footage identified by the Contracting Authority;
· produce short video formats up to 7, including social media reels and other short promotional/communication clips;
· follow the Contracting Authority’s instructions regarding the selection of footage, duration, format, content and purpose of each video;
· provide the final edited video files in formats suitable for use on relevant digital and social media platforms.
The short edited video formats shall be produced from the raw footage recorded under this contract and shall be delivered to the Contracting Authority in a high-quality digital format suitable for publication and further communication purposes. 
4.11 Venue Equipment Set-up
The Contractor shall provide, deliver, install, test and dismantle the equipment required for the proper technical set-up and delivery of the conference/event.
The service shall include the provision of the following equipment and related technical support:
· Stage/platform with carpet – 1 set, including delivery, installation and dismantling;
· Speaker podium – 1 unit;
· Sound system with mixer – 1 set, suitable for the size and configuration of the event venue and sufficient to ensure clear sound throughout the event;
· Wireless microphones – 4 units;
· Delivery, set-up and dismantling of all equipment, including transportation to and from the venue;
· On-site technician – 1 technician present throughout the event to install, test, operate and monitor the sound equipment and provide immediate technical support when required.
The Contractor shall ensure that all equipment is delivered to the venue in a timely manner, properly installed and tested prior to the beginning of the event. The Contractor shall also be responsible for the removal and dismantling of all supplied equipment after the event.
The on-site technician shall remain available throughout the event and shall be responsible for the proper functioning of the sound system, microphones and other technical equipment supplied, as well as for addressing any technical issues that may arise during the event.
4.12 Event Management and Support Services
· On-site Event Coordination:
· 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.
· 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.
· Technical Support:
· 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.
· Technical support responsibilities include the setup, testing, and operation of interpretation equipment, such as booths, microphones, headsets, and receivers, to guarantee uninterrupted simultaneous interpretation during the sessions.
· [bookmark: _Hlk176541088]All technical staff must be qualified and experienced in managing event technology and interpretation equipment.
5. DELIVERABLES
The contractor is required to deliver the following:
· Accommodation and meal arrangements for participants.
· Catering services, including welcome coffee, refreshments, light snacks and lunch.
· International air travel arrangements and related travel services.
· Travel-related arrangements and reimbursement of eligible travel costs for participants.
· Airport transfers and local transportation, including transportation between the hotel and Šuto Orizari.
· Simultaneous interpretation services and interpretation equipment.
· Visibility and promotional materials.
· Professional photography and video recording services, including edited photographs and short video formats.
· Venue set-up, technical equipment and on-site technical support.
· On-site event management, coordination, technical and participant 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. 
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.
The currency of payment shall depend on the Contractor’s status and place of establishment:
· For a Contractor established in Serbia, payments shall be made in Serbian dinars (RSD), in accordance with the applicable legislation.
· For a Contractor established outside Serbia, payments shall be made in euros (EUR) or, where applicable and agreed under the contract, in another permitted currency, through an international bank transfer.
Where an amount is stated in EUR in the tender/contract but payment to a Serbian Contractor is made in RSD, the EUR amount shall be converted into RSD using the official middle exchange rate of the National Bank of Serbia applicable on the date of issuance of the invoice, unless otherwise provided by the applicable legislation or the contract.
A maximum of 30% advance payment may be provided to the successful tenderer upon written request and subject to the contractual conditions. The remaining balance shall be paid following the satisfactory completion of the relevant contractual obligations and submission and approval of the required supporting documentation.
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:
a. [bookmark: _Hlk199937401]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).
9.2 Award Criteria: Best Value for Money
The contract will be awarded based on the principle of Best Value for Money, combining the quality of the technical offer and the financial offer.
The evaluation will be conducted in two stages: technical evaluation and financial evaluation.
The technical offer will be evaluated on a maximum of 100 points. Only tenders obtaining a minimum technical score of 75 points will proceed to the financial evaluation.
The final score will be calculated using the following weighting:
· Technical Offer: 80%
· Financial Offer: 20%
A. Technical Evaluation – 100 points
A.1. Relevant Experience – 30 points
The tenderer’s experience in organising and coordinating similar events and multi-component logistical assignments will be assessed.
The evaluation will consider the relevance and extent of the experience presented, particularly experience involving several services and coordination of different suppliers and participants.
Maximum: 30 points
A.2. Technical Approach and Organisation – 70 points
The technical offer will be assessed based on the quality, completeness, clarity and feasibility of the proposed approach to delivering the services described in the Terms of Reference.
The following aspects will be considered:
· Understanding of the assignment and proposed approach – 20 points
· Organisation and coordination of accommodation, catering, travel and transportation arrangements – 15 points
· Organisation of the event venue, technical equipment and interpretation services – 10 points
· Management of visibility materials, photography and video services – 10 points
· On-site event management, participant support and coordination – 10 points
· Work plan, timing and contingency arrangements – 5 points
Maximum: 70 points
The technical proposal should demonstrate that the tenderer has a clear understanding of the requirements and has proposed a practical, well-organised and feasible approach for the timely delivery of all services.
The evaluation will be based on the information provided in the technical offer and its consistency with the requirements of the Terms of Reference.
Weighted Technical Score
For the purpose of the final evaluation, the weighted technical score will be calculated as follows:
Weighted Technical Score = (Average Technical Score of the Tenderer / Average Technical Score of the Best Technical Offer) × 100
The weighted technical score will have a weight of 80% in the final evaluation.
B. Financial Evaluation – 20%
Only tenders achieving at least 75 points out of 100 in the technical evaluation will proceed to the financial evaluation.
The financial score will be calculated using the following formula:
Financial Score = (Lowest Tender Price / Tenderer’s Tender Price) × 100
The financial offer shall be clear, complete and consistent with the requirements of the Terms of Reference and shall include all applicable costs necessary for the complete delivery of the services, unless otherwise specified.
The financial score will have a weight of 20% in the final evaluation.

C. Final Score and Award

The final score will be calculated as follows:
Final Score = (Weighted Technical Score × 0.80) + (Financial Score × 0.20)
The contract will be awarded to the tenderer obtaining the highest final score following completion of the technical and financial evaluation.

Drafted by
Natasa Markovska Momcilovic, Project Officer for Secondary and Tertiary Education
___________________________________
Ana Duraki, Project Officer for Early Childhood Development and Primary Education
___________________________________
Svjetlana Mandrino, Project Assistant
_________________________________	
Slavica Vukasovic, Procurement Officer
_________________________________

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. The tenderer 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:
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:
1.7. General Declaration:
a. The tenderer, 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.
1.8.  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.
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.
e. 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. If subcontractors 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. 


 ANNEX 2: TECHNICAL PROPOSAL TEMPLATE
Tenderer Name:
Contact Person:
Email:
Phone Number:
Tender Reference Number:
Date:
_____________________________________________________________________________________________________
1. Executive Summary
Introduction: Briefly introduce your company, its background, and its experience in organising and coordinating similar events and multi-component logistical assignments.
Objective: Briefly describe the objectives of your proposal and the overall approach you intend to apply to successfully deliver the services required under the Terms of Reference (TOR).

2. Understanding of the Requirements
Understanding of the Assignment: Demonstrate your understanding of the event objectives, scope and requirements as outlined in the Terms of Reference. Highlight the main services to be provided and explain how they will be coordinated to ensure the successful delivery of the event.
Challenges and Risks: Identify the main potential challenges or risks related to the organisation and delivery of the event and briefly describe how you intend to address and mitigate them.

3. Approach and Methodology for the Event
3.1 Overall Approach
Event Planning and Management: Describe your approach to planning, organising and managing the event, including preparation before the event, coordination with the Contracting Authority and service providers, on-site coordination and completion of the required services.
Coordination and Communication: Explain how you will coordinate the different services, participants and service providers and ensure effective communication throughout the preparation and implementation of the event.
Work Plan and Timeline: Provide a brief work plan describing the main activities and key deadlines from the preparation stage through the event and completion of the required deliverables. The proposed timing should be aligned with the schedule provided in the TOR.
3.2 Service Delivery Methodology
Accommodation, Catering, Travel and Transportation Services:
· Describe your approach to organising and coordinating accommodation and catering services for participants, including the management of participant information, special requests and dietary requirements.
· Describe your approach to coordinating international travel arrangements, where applicable, including flight bookings, itineraries and changes.
· Explain how you will organise local and ground transportation for participants, including transportation for participants travelling from North Macedonia.
· Explain your approach to managing travel reimbursements for participants travelling by private car, including the calculation of distances and applicable tolls.
· Explain how you will ensure that all accommodation, catering, travel and transportation arrangements are properly coordinated and delivered on time.
Conference Venue, Technical Equipment and Interpretation Services:
· Describe your approach to selecting, preparing and managing the conference venue, including room setup, audiovisual equipment, internet connectivity and other technical requirements.
· Specify the proposed venue and confirm that it meets the requirements of the TOR, including the required minimum 4-star hotel standard.
· Explain how you will ensure the proper organisation and operation of the required technical equipment throughout the event.
· Describe your approach to providing simultaneous interpretation services, including the availability of qualified interpreters and the provision and operation of interpretation equipment and technical support.
Visibility Materials, Photography and Video Services:
· Describe your approach to the preparation, production and delivery of the required visibility materials in accordance with the applicable branding requirements.
· Explain how design proofs will be prepared and approved prior to production.
· Describe your approach to professional photography and video recording of the event, including coverage of speakers, participants, key moments and the overall event atmosphere.
· Explain how the required photographs and video materials will be edited and delivered in accordance with the requirements of the TOR.
Event Management and Participant Support Services:
· Describe your event management process, including on-site coordination, participant support, coordination of service providers and real-time problem-solving.
· Outline the responsibilities of the personnel who will be responsible for the overall coordination and management of the event.
· Explain how you will ensure that any changes, operational issues or last-minute requirements are addressed efficiently during the event.

4. Team Composition and Qualifications
Organizational Structure: Provide a brief description of the proposed team structure for the assignment, including the person responsible for the overall coordination of the event.
Key Personnel:
· List the key personnel who will be involved in the assignment and briefly describe their roles and responsibilities.
· Attach brief CVs or profiles of key personnel, highlighting their relevant experience and qualifications.
Partners/Subcontractors (if applicable): Specify any partners or subcontractors that will be involved in the delivery of the services and briefly describe their respective roles.

5. Experience and Past Performance
Relevant Experience:
o Provide examples of similar national and/or international events or assignments that your company has successfully delivered, particularly those involving the organisation and coordination of several services, suppliers and participants.
o Include a brief description of the scope of each assignment, the number of participants, the main services provided and the period of implementation.
o Highlight experience that is particularly relevant to the requirements and complexity of the present assignment.
References: Where available, provide contact details of previous clients and a brief description of the relevant project or event completed for them.

6. Quality Assurance and Risk Management
Quality Assurance Plan:
· Describe your approach to ensuring the quality and timely delivery of the services required under the TOR.
· Explain how you will monitor and coordinate the different service components and service providers before and during the event.
Risk Management Plan:
· Identify potential risks such as logistical issues, technical failures, changes in participant numbers or other unexpected situations and describe the measures you will take to mitigate them.
· Describe your contingency arrangements for addressing unexpected changes or disruptions during the preparation and implementation of the event.

7. Technical Assumptions
Assumptions: Clearly state any technical or logistical assumptions made in preparing your proposal, including assumptions concerning participant numbers, availability of information, facilities or other resources.
Dependencies: Identify any dependencies that may affect the successful delivery of the services, including information, approvals or materials to be provided by the Contracting Authority or coordination with other service providers.

8. Conclusion
Summary of Proposal: Briefly summarise your proposed approach and confirm your commitment to delivering the required services in accordance with the Terms of Reference, the agreed schedule and the required quality standards.

Tenderer's Legal Representative Name:
[Insert Name]
Tenderer's Legal Representative Signature:
[Insert Signature]
Date: [Insert Date]



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 without VAT (€)

	Single Rooms – Night 1, including dinner
	Room
	28
	
	

	Single Rooms – Night 2, including breakfast and dinner
	Room
	21
	
	

	Breakfast – Day 3
	Included
	21
	Included
	Included

	Accommodation Total
	€ [Amount]



Note: Half Board is included in the room price. The five (5) additional single rooms are not part of the procurement and are not priced here. The accommodation price shall also include 10–12 parking spaces at the hotel for the participants, at no additional cost.
2. Event Venue Services
	Item Description
	Unit
	Quantity
	Unit Cost (€)
	Total Cost without VAT (€)

	Stage/platform with carpet, including delivery, installation and dismantling
	Set
	1
	
	

	Speaker podium
	Unit
	1
	
	

	Sound system with mixer
	Set
	1
	
	

	Wireless microphones
	Unit
	4
	
	

	On-site technician (throughout the event)
	Person
	1
	
	

	Transportation to and from the venue, set-up and dismantling of all equipment
	Lump sum
	1
	
	

	Event Venue Total
	€ [Amount]


3. Catering Services
	Item Description
	Unit
	Quantity
	Unit Cost (€)
	Total Cost without VAT (€)

	Welcome Coffee, Refreshments and Light Snacks, including delivery and set-up at the Final Event in Šuto Orizari
	Person
	84
	
	

	Buffet Lunch at the hotel, including refreshments
	Person
	75
	
	

	Catering Services Total
	€ [Amount]


Note: Dinners and breakfasts are included in the Half Board accommodation prices (Section 1).
4. Travel Services
4.1. Flight tickets
	City/Country
	Arrival
	Departure
	No. of Tickets
	Quantity
	Unit Cost (€)
	Total Cost without VAT (€)

	Bucharest/Romania – Skopje
	Day 1
	Day 3
	3
	
	
	

	Istanbul/Türkiye – Skopje – Istanbul/Türkiye
	Day 1
	Day 3
	4
	
	
	

	Flight Tickets Total
	€ [Amount]



4.2. Travel-related costs for the Türkiye Team (charged at actual cost, subject to Beneficiary approval)
	Item Description
	Unit
	Quantity
	Unit Cost (€)
	Total Cost without VAT (€)

	Local transportation cost (bus)
	Person
	3
	
	

	Local transportation cost (inter-city taxi/bus)
	Person
	2
	
	

	International departure fee
	Person
	3
	
	

	Travel health insurance
	Person
	3
	
	

	Türkiye Team Travel Costs Total
	€ [Amount]



4.3. Reimbursement of Travel Costs for Participants Travelling by Private Car
	City/Country
	No. of Vehicles
	Round Trip Distance (km)
	Rate (EUR/km)
	Total Round Trip (€)
	Round Trip Tolls (€)
	Other cost (if applicable) (€)
	Personal Income Tax (if Applicable) (€)
	Total Cost without VAT (€)

	Podgorica (Montenegro)
	2
	
	0.20
	
	
	
	
	

	Pristina (Kosovo)
	3
	
	0.20
	
	
	
	
	

	Tuzla (Bosnia and Herzegovina)
	1
	
	0.20
	
	
	
	
	

	Tirana (Albania)
	2
	
	0.20
	
	
	
	
	

	Belgrade (Serbia)
	1
	
	0.20
	
	
	
	
	

	Delčevo (North Macedonia)
	1
	
	0.20
	
	
	
	
	

	Reimbursement of Travel Costs Total
	€ [Amount]


Note to Bidders:
· The reimbursement rate is fixed at EUR 0.20 per kilometre.
· All tolls, insurance, and other travel-related expenses must be included in the offer and clearly itemized in the table.
· Personal income tax applicable to the reimbursement (if applicable) must be calculated and included in the total trip cost.
· Distances should be calculated based on ViaMichelin or an equivalent reliable source.
· The contractor is responsible for covering and paying all applicable taxes and duties related to the reimbursement according to relevant national legislation.

4.4. Airport Transfers and Local Transportation
	Type of Vehicle / Transfer
	Capacity
	Quantity
	Unit
	Unit Cost (€)
	Total Cost without VAT (€)

	Car / Taxi – Airport–Hotel and Hotel–Airport
	Up to 3 passengers
	2
	Vehicle
	
	

	Mini-Van – Airport–Hotel and Hotel–Airport
	Up to 6 passengers
	1
	Vehicle
	
	

	Dedicated bus – Hotel–Šuto Orizari–Hotel, including approx. two hours of waiting time, driver, fuel and parking
	Sufficient for all participants
	1
	Service
	
	

	Airport Transfers and Local Transportation Total
	€ [Amount]



	Travel Services Summary (4.1 + 4.2 + 4.3 + 4.4)
	Total Cost (€)

	Travel Services Total
	€ [Amount]


5. Interpretation services and equipment
	Item Description
	Unit
	Quantity
	Unit Cost (€)
	Total Cost without VAT (€)

	Simultaneous interpretation services (Macedonian ↔ English) for the two-hour session on Day 2
	Person
	1
	
	

	Equipment (Interpretation booth, Headsets & receivers for 80 participants, technical support & accessories)
	Set
	1
	
	

	Interpretation Services and Equipment Total
	€ [Amount]


6. Event Management and Support Services
	Description
	Unit
	Quantity
	Unit Cost (€)
	Total Cost without VAT (€)

	On-site Event Coordination (dedicated Event Manager and registration/check-in staff)
	Package
	1
	
	

	Technical Support (audiovisual equipment, internet, interpretation equipment etc.)
	Package
	1
	
	

	Event Management and Support Total
	€ [Amount]


7. Promotional Material and Photography services
	Item Description
	Unit
	Quantity
	Unit Cost (€)
	Total Cost without VAT (€)

	Portable Display Banner / Roll-up (200 × 100 cm)
	Item
	1
	
	

	Branded Cotton Tote Bags
	Item
	100
	
	

	Branded Notebooks
	Item
	100
	
	

	Branded Metal Pens
	Item
	100
	
	

	Printed Logo Card Badge with Branded Lanyard and QR Code
	Item
	100
	
	

	Branded Reverse-Folding Umbrellas
	Item
	100
	
	

	Branded 6-in-1 Charging and Data Cables
	Item
	100
	
	

	Delivery to the event venue and return of remaining materials 
	Lump sum
	1
	
	

	Photography Services (minimum 100 professionally edited photographs)
	Package
	1
	
	

	Video Recording Services (full raw footage of the event)
	Package
	1
	
	

	Short Edited Video Formats (social media reels and short clips)
	Package
	1
	
	

	Promotional Material and Photography Services Total
	€ [Amount]


8. Grand Total
	Service Category
	Total Cost without VAT (€)
	VAT
	Total Cost with VAT (€)

	Accommodation Services
	€ [Amount]
	€ [Amount]
	€ [Amount]

	Event Venue Services
	€ [Amount]
	€ [Amount]
	€ [Amount]

	Catering Services
	€ [Amount]
	€ [Amount]
	€ [Amount]

	Interpretation services and equipment
	€ [Amount]
	€ [Amount]
	€ [Amount]

	Travel Services
	€ [Amount]
	€ [Amount]
	€ [Amount]

	Event Management and Support Services
	€ [Amount]
	€ [Amount]
	€ [Amount]

	Promotional Material and Photography services
	€ [Amount]
	€ [Amount]
	€ [Amount]

	Grand Total
	€ [[Total Amount]]
	€ [[Total Amount]]
	€ [[Total Amount]]



Tenderer's Legal Representative Name:
[Insert Name]
Tenderer's Legal Representative Signature:
[Insert Signature]
Date: [Insert Date]



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:
· Powers of Representation document
· 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:
· 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.
· We declare no conflict of interest and have no relevant connections with other tenderers or parties involved (Annex 1).
· We acknowledge that any attempt to gain confidential information, enter into unlawful agreements, or influence the contracting authority may result in the rejection of our tender and possible administrative penalties under the applicable Financial Regulation.
· 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]

MODEL SERVICE CONTRACT (FINAL DETAILED CONTRACT TO BE CONCLUDED)
	UGOVOR O PRUŽANJU USLUGA


Zaključen u [MESTO] dana [DATUM] između ugovornih strana:

[bookmark: _Hlk40699877]1. FONDACIJA ZA OBRAZOVANJE ROMA sa sedištem u Beogradu, Majke Jevrosime 51, Republika Srbija, matični br. 28831234, PIB 111260394, koju zastupa Dragana Rajić, Direktor
(u daljem tekstu: FOR)         

i

[bookmark: _Hlk45554420]2. [NAZIV PRUŽAOCA USLUGA], sa sedištem u [ADRESA], [DRŽAVA], registarski broj [matični broj] PIB broj [PIB], kojeg zastupa [IME I FUNKCIJA]

(u daljem tekstu: Pružalac usluga)
 

Član 1.
Predmet Ugovora

U skladu sa odredbama ovog Ugovora, FOR angažuje Pružaoca usluga radi pružanja usluga u skladu sa instrukcijama i interesima FOR-a u okviru projekta „Regionalna akcija EU za obrazovanje Roma: Povećana podrška obrazovanju i mogućnostima za romske učenike na Zapadnom Balkanu i Turskoj (RARE), faza II“ (u daljem tekstu: Projekat), a Pružalac usluga se saglašava da FOR-u pruži ugovorene usluge [NAZIV USLUGA].
Pružanje ugovorenih usluga podrazumeva [OPIS USLUGA I CILJ ANGAŽOVANJA].
Ugovorene usluge obuhvataju sledeće aktivnosti i/ili rezultate:
· [USLUGA/AKTIVNOST/ISPORUKA 1];
· [USLUGA/AKTIVNOST/ISPORUKA 2];
· [USLUGA/AKTIVNOST/ISPORUKA 3];
· [USLUGA/AKTIVNOST/ISPORUKA 4];
· [USLUGA/AKTIVNOST/ISPORUKA 5];
· sve druge povezane aktivnosti i prateće usluge neophodne za blagovremeno i kvalitetno izvršenje ugovorenih obaveza.
Usluge će biti pružene u periodu od [DATUM POČETKA] do [DATUM ZAVRŠETKA] i/ili na lokaciji [LOKACIJA], ukoliko je primenljivo.

Detaljan opis ugovorenih uslova i obima pružanja usluga, kao i predviđenih obaveza sa pojedinačnim cenama, sadržan je u dokumentima Tenderskog dosijea br. [BROJ TENDERA], Tehničkoj ponudi i Finansijskoj ponudi Pružaoca usluga, koji su priloženi uz ovaj Ugovor i čine njegov sastavni deo.

Član 2.
Opšti ugovoreni uslovi 

Ugovorne strane međusobno garantuju da imaju sva ovlašćenja i kompetencije za zaključivanje ovog Ugovora, odnosno da za preuzimanje prava i obaveza koja proizilaze iz ovog Ugovora na njihovoj strani ne postoje pravne ili druge smetnje, kako međusobno tako i u odnosu prema trećim licima. Ugovorne strane su saglasne da se Ugovor zaključuje i izvršava uz poštovanje PRAG pravila (Praktični vodič kroz postupke ugovaranja pomoći Evropske unije državama koje nisu članice EU).

Ugovorne strane će u izvršenju ovog Ugovora postupati poštujući sve relevantne zakone i regulativu, uključujući propise u oblasti bezbednosti i zdravlja, zaštite životne sredine, rada i radnih odnosa, zaštite podataka o ličnosti i sprečavanja korupcije i pranja novca.  

Ugovorne strane konstatuju da je Pružalac usluga nezavisni ugovarač i da se neće smatrati partnerom ili zastupnikom FOR-a. Pružalac usluga svojim radnjama ne može stvoriti obavezu za FOR osim ukoliko za tako nešto nije dobio pisano ovlašćenje od strane FOR-a. Pružalac usluga se obavezuje da o svakom potencijalnom konfliktu interesa tokom izvršenja Ugovora bez odlaganja obavesti FOR. 

Pružalac usluga za izvršenje ugovorenih usluga može angažovati podugovarača samo uz pisanu saglasnost FOR-a i dostavljanje podataka o licu koje planira da angažuje, u kom slučaju u potpunosti odgovara FOR-u za kvalitetno i blagovremeno izvršenje ugovorenih obaveza. Pružalac usluga će ugovorene usluge vršiti uz upotrebu sopstvenih tehničkih i ljudskih resursa. 



Član 3.
Trajanje Ugovora

Ovaj Ugovor stupa na snagu danom potpisivanja od strane ugovornih strana i traje do izvršenja ugovorenih obaveza u skladu sa odredbama ovog Ugovora.


Izvršenje ugovorenih obaveza Pružaoca usluga u roku iz člana 1. ovog Ugovora predstavlja bitan sastojak Ugovora.

Član 4.
Cena usluga i troškovi 

Ukupna ugovorena cena usluga iz člana 1. ovog Ugovora ne može preći iznos od [IZNOS] EUR ([IZNOS SLOVIMA] evra) bez PDV-a.

Plaćanja po ovom Ugovoru vršiće se bezgotovinskim prenosom na račun Pružaoca usluga naveden u ovom Ugovoru [BROJ RACUNA] pod sledećim uslovima:
- avansno plaćanje u iznosu do najviše 30% ukupne ugovorene vrednosti može biti odobreno uspešnom ponuđaču na njegov pisani zahtev i uz prethodno odobrenje FOR-a, nakon potpisivanja ovog Ugovora i dostavljanja uredno ispostavljene profakture ili drugog odgovarajućeg dokumenta kojim se potvrđuje rezervacija smeštaja i konferencijskih kapaciteta; 
- preostali iznos ugovorene cene biće isplaćen nakon uspešno izvršenih ugovorenih usluga, prihvatanja izvršenih usluga od strane FOR-a i prijema uredno ispostavljene fakture.

Plaćanje se vrši RSD/EUR. Ukoliko su cene iskazane u evrima (EUR), preračun u dinare izvršiće se prema srednjem kursu Narodne banke Srbije važećem na dan izdavanja fakture.
Rok plaćanja iznosi 30 dana od dana prijema uredno ispostavljene fakture i prihvatanja izvršenih usluga od strane FOR-a.

Svi troškovi u vezi sa pružanjem ugovorenih usluga Pružaoca usluga uključeni su u ukupnu ugovorenu naknadu, uključujući prateće i druge zavisne troškove, kao i sve druge neposredne i posredne troškove neophodne za potpuno izvršenje obaveza prema ovom Ugovoru. 
   





Član 5.
Obaveze Pružaoca usluga

Pružalac usluga se obavezuje da:
- Ugovorene usluge izvršava blagovremeno i kvalitetno, uz dužnu profesionalnu pažnju;
- Postupa u skladu sa profesionalnim pravilima, dobrom poslovnom praksom i etičkim principima FOR-a;
- Obezbedi adekvatno osiguranje od profesionalne odgovornosti;
- Postupa bez odlaganja u skladu sa instrukcijama i primedbama FOR-a;
- Postupa u skladu sa svim ostalim obavezama i odgovornostima koje proizlaze iz ovog Ugovora. 

Pružalac usluga je odgovoran FOR-u za kvalitetno i blagovremeno izvršenje ugovorenih usluga u skladu sa odredbama ovog Ugovora i odgovara za štetu nastalu usled propusta (namere ili nepažnje) Pružaoca usluga.


U slučaju kašnjenja u izvršenju ugovorenih usluga prema dogovorenom rasporedu, Pružalac usluga je dužan da FOR-u plati ugovornu kaznu u iznosu od 1% ukupne vrednosti Ugovora za svaki dan kašnjenja, s tim da FOR ima pravo da zahteva i izvršenje usluga i plaćanje ugovorne kazne ako o tome bez odlaganja obavesti Pružaoca usluga; a ako kašnjenje ili neizvršenje ugovorenih usluga ugrožava održavanje predmetnog događaja (potpuno neispunjenje), FOR ima pravo i da jednostrano raskine Ugovor, u kom slučaju je Pružalac usluga dužan da plati ugovornu kaznu od 30% ukupne vrednosti Ugovora, vrati eventualno primljene avanse i nadoknadi štetu koja prelazi iznos kazne.

 Ukoliko Pružalac usluga ne postupi odmah po pisanim primedbama FOR-a u vezi sa ispunjenjem traženih standarda obezbeđivanja stručnog osoblja, tehničkih uslova ili opreme, odnosno ne otkloni nedostatke, dužan je da plati ugovornu kaznu od 1% ukupne vrednosti Ugovora po danu. 

Ukupan iznos svih ugovornih kazni po ovom članu (osim kazne za potpuno neispunjenje) ne može preći 20% ukupne vrednosti Ugovora. FOR zadržava pravo na naknadu štete koja prelazi iznos naplaćene kazne.




Član 6.
Obaveze FOR-a

FOR se obavezuje da:
- Blagovremeno obezbedi Pružaocu usluga informacije potrebne za izvršenje ugovornih obaveza;
- Isplati Pružaocu usluga ugovorenu cenu za izvršene usluge u skladu sa odredbama ovog Ugovora. 

Član 7.
Viša sila

Nijedna Ugovorna strana neće biti odgovorna za neizvršenje svojih ugovornih obaveza koje je posledica okolnosti koje ta strana nije mogla predvideti, sprečiti ili otkloniti (viša sila), uključujući, ali ne ograničavajući se na prirodne katastrofe, rat ili štrajkove.

Ugovorna strana koja je pogođena okolnostima više sile dužna je bez odlaganja obavestiti drugu stranu o tome i preduzeti sve razumne mere za ublažavanje posledica događaja, s tim da se izvršenje ugovorenih obaveza obustavlja tokom perioda trajanja više sile.


Član 8.
Poverljivost

Pružalac usluga se obavezuje da će sve informacije i podatke koji se odnose na FOR ili njegove partnere koji mu budu dostupni u vezi sa izvršenjem ugovorenih usluga ili na bilo koji drugi način (usmeno, pisano, elektronski i sl.), tretirati kao poverljive i da ih neće otkrivati trećim licima, objavljivati ili obelodanjivati bez prethodne pisane saglasnosti FOR-a i zainteresovanih strana, kao i da takve informacije neće zloupotrebiti na bilo koji drugi način. 

Tokom trajanja ovog Ugovora, kao i nakon toga, Pružalac usluga će kao strogo poverljive tretirati i čuvati sve poverljive informacije kojima je imao pristup, uključujući i informacije koje se odnose na poslovanje, istraživanja, predloge i ponude, projekte, finansije, imovinu i način rada ili druge podatke koji se odnose na FOR, njegove direktore ili zaposlene. Pružalac usluga neće koristiti ove informacije ili materijale za bilo koju svrhu, niti će ih otkrivati trećoj strane, osim u vezi sa svojim ugovornim obavezama.



Član 9.
Autorska i srodna prava

Sva dokumenta i podaci bez obzira na formu i način čuvanja, koja nastanu tokom izvršenja ovog Ugovora, uključujući bez ograničenja rezultate, istraživanja, publikacije, prevode, koncepte, kreacije, razvojna dostignuća, programe, proizvode, procese, materijale ili šta drugo nastalo kao proizvod priprema ili rada Pružaoca usluga, lica koja angažuje po bilo kom osnovu uključujući podugovarače, tokom izvršenja ugovorenih usluga, smatraće se „radom po narudžbini“ i predstavlja vlasništvo FOR-a na kome FOR ima isključivo pravo iskorišćavanja. Pružalac usluga je obavezan da sve navedene dokumente i podatke preda FOR-u. 

Za ugovorene usluge i/ili proizvode/rezultate tih usluga ili njihov deo i/ili proizvode/rezultate nastale njihovom preradom koji eventualno spadaju u domen intelektualne svojine, odnosno autorskih i srodnih prava, Pružalac usluga garantuje FOR-u da ima obezbeđena autorska prava na njima, odnosno da je isključivi nosilac svih imovinskih autorskih prava na njima, bez bilo kakvih ograničenja i sa pravom prenosa na drugog i odgovoran je za sve zakonske i/ili ugovorne obaveze prema autorima/koautorima i eventualnim drugim nosiocima autorskih i srodnih prava na njima. Pružalac usluga ovim putem prenosi/ustupa FOR-u sva autorska imovinska prava autora/koautora i eventualna srodna imovinska prava na takvim tvorevinama i to isključivo, bez dodatne naknade i bez vremenskog ili prostornog ili predmetnog ograničenja, a posebno: pravo na beleženje i umnožavanje uključujući objavljivanje odnosno umnožavanje štampanjem, u celosti ili delimično, bilo kojim sredstvima, u bilo kom obliku, na bilo koji trajni ili privremeni, posredni ili neposredni način; stavljanje u promet originala i/ili umnoženih primeraka, bez ograničenja u pogledu broja izdanja i tiraža, izgleda ili tehničke opreme; davanje primeraka u zakup; pravo emitovanja i reemitovanja; pravo na javno saopštavanje, uključujući činjenje dostupnim javnosti žičnim ili bežičnim putem; pravo na prevođenje; pravo javnog saopštavanja sa nosača zvuka ili slike. Prenos/ustupanje navedenih prava na iskorišćavanje podrazumeva i davanje dozvole za one izmene koje su tehnički neminovne ili uobičajene za taj način iskorišćavanja. 

Ukoliko ima prava čiji prenos nije moguć, Pružalac usluga neopozivo daje FOR-u neograničeno, prenosivo i isključivo pravo na upotrebu i korišćenje istih bez naknade.

Član 10.
Komunikacija i kontakt osobe

U cilju efikasne realizacije ugovorenih usluga, Ugovorne strane će obezbediti redovnu i blagovremenu komunikaciju kroz imenovanje svojih predstavnika kao kontakt osoba: 
- za FOR: ________________________
- za Pružaoca usluga: _______________.

Sva komunikacija i obaveštenja u vezi sa izvršenjem ovog Ugovora odvijaće se u pisanoj formi (slanjem preporučene poštanske pošiljke na adresu sedišta Ugovorne strane ili elektronske pošte na e-adresu kontakt osobe), s tim da se danom prijema obaveštenja smatra datum prijema preporučene pošiljke, odnosno datum slanja elektronske pošte. 


Član 11.
Raskid Ugovora

Ugovor može biti raskinut na osnovu pisanog sporazuma Ugovornih strana.

FOR može jednostrano raskinuti Ugovor na osnovu pisanog obaveštenja, uz poštovanje otkaznog roka od 5 (pet) dana. FOR može jednostrano raskinuti Ugovor uz pisano obaveštenje i sa trenutnim dejstvom raskida, u slučaju kršenja bilo koje obaveze Pružaoca usluga predviđene ovim Ugovorom. 

U slučaju raskida ovog Ugovora, FOR je obavezan da isplati, a Pružalac usluga saglasan da potražuje, samo isplatu dela ugovorene cene za usluge koje su stvarno i zadovoljavajuće izvršene do dana raskida Ugovora. 


Član 12.
Primena prava i rešavanje sporova

Ovaj Ugovor je sačinjen, podleže i tumači se u skladu sa pravom Republike Srbije. Ugovorne strane će nastojati da sve sporove u vezi sa ovim Ugovorom reše pregovorima. Ukoliko pregovori ne uspeju, Ugovorne strane ugovaraju isključivu nadležnost stvarno nadležnog suda u Beogradu i primenu materijalnog i procesnog prava Republike Srbije.


Član 13.
Završne odredbe

Izmene i dopune ovog Ugovora mogu se vršiti samo pisanim putem, uz saglasnost obe ugovorne strane.  

Ovaj Ugovor je sačinjen i potpisan u 2 (dva) identična dvojezična primerka, na srpskom i engleskom jeziku, od kojih svaka ugovorna strana zadržava po 1 (jedan) primerak. U slučaju neslaganja, verzija teksta na srpskom jeziku imaće veću pravnu snagu.


Za FOR


________________________________
[IME I PREZIME], [FUNKCIJA]

Za Pružaoca usluga


________________________________
[IME I PREZIME], [FUNKCIJA]

	SERVICE CONTRACT


Entered on [DATE] in [PLACE] by and between the Contracting parties: 

1. ROMA EDUCATION FOUNDATION, with headquarters in Belgrade, Majke Jevrosime 51, Republic of Serbia, registration no. 28831234, TIN 111260394, represented by Dragana Rajić, Director
(hereinafter: REF)      

and

2. [NAME OF THE SERVICE PROVIDER], with its registered office at [ADDRESS], [COUNTRY], registration no. [REGISTRATION NUMBER], TIN/VAT no. [TAX IDENTIFICATION NUMBER], represented by [NAME AND TITLE]
(hereinafter: Service provider)

Article 1
Subject of the Contract

In accordance with the provisions of this Contract, REF commissions the Service provider to provide services in accordance with the instructions and interest of REF within the project “EU Regional Action for Roma Education: Increased Education Support and Opportunities for Roma Students in Western Balkans and Turkey (RARE), phase II” (hereinafter: Project), and the Service provider hereby agrees to provide REF with the contracted services – [NAME OF SERVICES].
The contracted services shall consist of [DESCRIPTION OF SERVICES AND PURPOSE OF THE ENGAGEMENT].
The contracted services shall include the following activities and/or deliverables:
• [SERVICE/ACTIVITY/DELIVERABLE 1];
• [SERVICE/ACTIVITY/DELIVERABLE 2];
• [SERVICE/ACTIVITY/DELIVERABLE 3];
• [SERVICE/ACTIVITY/DELIVERABLE 4];
• [SERVICE/ACTIVITY/DELIVERABLE 5];
• any other related activities and ancillary services necessary for the timely and proper performance of the contractual obligations.
The services shall be provided during the period from [START DATE] to [END DATE] and/or at [LOCATION], where applicable.
A detailed description of the contractual terms and conditions, scope of services, and corresponding obligations with individual prices is set out in Tender Dossier No. [TENDER NUMBER], as well as in the Service Provider’s Technical Proposal and Financial Proposal, which are attached to this Agreement and form 
an integral part hereof.
Article 2
General Stipulated Conditions

The Contracting Parties mutually guarantee that they have all the authorization and competencies to conclude this Contract, i.e. that there are no legal or other obstacles on their side to assume the rights and obligations arising from this Contract, both mutually and in relation to third parties. The Contracting parties agree that the Contract is concluded and executed in compliance with the PRAG rules (Practical Guide to Contract Procedures for European Union External Actions).

The Contracting Parties shall, in performing this Contract, comply with all applicable laws and regulations, including those relating to health and safety, environmental protection, labour and employment relations, personal data protection, as well as the anti-corruption and AML.
The Contracting Parties hereby acknowledge that the Service provider is an independent contractor and shall not be considered as REF’s partner or representative. The Service provider cannot create an obligation for REF by its actions, unless it has received written authorization from REF. The Service provider undertakes to notify REF without delay of any potential conflict of interest during the execution of the Contract. 

The Service provider for the execution of the contracted services can hire a subcontractor only with the written consent of REF and the submission of data about the eventual subcontractor, in which case it shall be fully accountable to REF for the quality and timely performance of the contractual obligations. The Service provider shall perform contracted services using its own technical and human resources.

Article 3
Duration of the Contract

This Contract shall enter into force on the day of signing by the Contracting parties and shall last until the execution of contractual obligations in accordance with the provisions of this Contract. 

The fulfilment of the contractual obligations of the Service provider within the term referred to in Article 1 of this Contract is an essential component of the Contract.


Article 4
Price of Services and Expenses

The total agreed fee for the services referred to in Article 1 of this Agreement shall not exceed EUR [AMOUNT] ([AMOUNT IN WORDS] euros) without VAT.

Payments under this Contract shall be made by bank transfer to the Service Provider's designated bank account [BANK ACCOUNT] under the following conditions:
- an advance payment of up to 30% of the total Contract value may be granted, upon the Service Provider's written request and subject to prior approval by REF, following the signature of this Contract and submission of a valid proforma invoice or other appropriate document confirming the reservation of the accommodation and conference facilities;
-the remaining balance shall be paid after the successful completion of the contracted services, acceptance of the services by REF, and receipt of a valid invoice.

Payments shall be made in RSD/EUR. Where prices are quoted in euros (EUR), the conversion into Serbian dinars shall be made using the official middle exchange rate of the National Bank of Serbia applicable on the date of invoice issuance.

The payment period shall be 30 days from the date of receipt of a valid invoice and acceptance of the services by REF.

All costs/expenses related to the provision of contracted services by the Service provider are included in the total agreed fee, including accompanying and other dependent costs, as well as all other direct or indirect costs/expenses necessary for the full performance of obligations under this Contract.   

Article 5
Obligations of the Service provider

The Service provider undertakes to:
- Perform the contracted services in a timely and high-quality manner, with due professional diligence;
- Act in accordance with professional rules, good business practice, and REF’s ethical principles;
- Maintain adequate professional liability insurance;
- Respond promptly to REF’s instructions and remarks;
- Comply with all other duties and responsibilities arising from this Contract.

The Service provider shell be accountable to REF for the quality and timely execution of the contracted services in accordance with the provisions of this Contract and shall be liable for any damage caused as a result of the omission (intent or negligence) of the Service provider. 

In the event of delay in the performance of the contracted services according to the agreed schedule, the Service provider shall pay REF a contractual penalty amounting to 1% of the total Contract value for each day of delay, with REF retaining the right to demand both performance of the services and payment of the contractual penalty, provided that the Service provider is notified without delay; and if the delay or non-performance of the contracted services jeopardized the holding of the event (complete non-performance), REF shall also have the right to unilaterally terminate the Contract, in which case the Service provider shall pay a contractual penalty of 30% of the total Contract value, return any advances received, and compensate damages exceeding the penalty. 

If the Service provider fails to act immediately upon REF's written objections regarding compliance with required standards of provision of professional staff, technical conditions or equipment, i.e. fails to remedy the deficiencies, the Service provider shall pay REF a contractual penalty of 1% of the total Contract value per day.

The total amount of all contractual penalties under this Article (excluding the penalty for complete non-performance) shall not exceed 20% of the total Contract value. REF shall retain the right to claim damages exceeding the amount of the collected penalty. 

Article 6
Obligation of the REF

REF undertakes to:
- Provide in timely manner the Service provider with the information necessary for the performance of contractual obligations;
- Pay the Service provider the agreed price for the executed services in accordance with the provision of this Contract.

Article 7
Force Majeure

Neither Contracting party shall be liable for failure to perform its contractual obligations due to circumstances that the party could not foresee, prevent, or eliminate (force majeure), including but not limited to natural disasters, war or strikes.



The Contracting party that is affected by circumstances of force majeure is obliged to notify the other party about it without delay and to take all reasonable measures to mitigate the consequences of the event, provided that the performance of contractual obligations is suspended during the period of force majeure. 

Article 8
Confidentiality

Service provider shall treat as confidential all information and data related to REF or its partners that are available to him in connection with performance of contractual services or by any other means (oral, written, electronic etc.), and shall not reveal such information/data to third parties, publish it or disclose it without the prior written consent of REF and the interested parties, and shall not misuse such information in any other way. 

During the term of this Contract as well as thereafter, the Service provider shall treat and keep as strictly confidential all confidential Information to which it has had access, including information related to operations, research, proposals and offers, projects, finances, assets and methods of operation or other data relating to REF, its directors or employees.  Service provider shall not use this information or materials for any purpose, nor shall it disclose to a third party, except in connection with its contractual obligations.   

Article 9
Copyright and Related Rights

All documents and data, regardless of the form and method of storage, that originate during the execution of this Contract, including without limitation the results, research, publications, translations, concepts, creations, development achievements, programs, products, processes, materials or anything else created as a product of preparation or work of the Service provider, persons hired on any basis including subcontractors, during the execution of the contracted services, shall be considered as “work-for-hire” and represent REF’s property, on which REF has the exclusive right of exploitation. The Service provider shall be obliged to submit all specified documents and data to REF.

For contracted services and/or products/results of those services or their part and/or products/results resulting from their processing which may fall within domain of the intellectual property, i.e. copyright and related rights, the Service provider guarantees to REF that he has secured copyrights on them, i.e. that it is exclusive holder of all property copyrights on them, without any restrictions and with the right of transfer to another and is responsible for all legal and/or contractual obligations towards the authors/co-authors and any other holders of copyright and related rights on them. The Service provider hereby transfers/assigns to REF all copyright property rights of the author/co-author and any related property rights on such a creations exclusively, without additional remuneration and without time or territorial or subject-matter limitation, and in particular: the right to recording and reproduction including publication or reproduction by printing, in whole or in part, by any means, in any form, in any permanent or temporary, direct or indirect manner; circulation of originals and/or duplicates, without limitations regarding the number of editions and circulations, appearance or technical equipment; leasing copies; the right to broadcast and rebroadcast; the right of public communication, including making available to the public by wire or wireless means; right to translation; the right of public communication from a sound or image carrier. The transfer/assignment of the aforementioned rights to use also implies the granting of permission for the modifications that are technically unavoidable or common for that type of use. 

If there are rights whose transfer is not possible, the Service provider irrevocably grants REF an unlimited, assignable and exclusive right to use and exploit them without compensation.

Article 10
Communication and Contact Persons

In order to effectively implement the contracted services, the Contracting Parties shall ensure regular and timely communication by appointing their representatives as contact persons: 
- for REF: ___________________________
- for the Service provider: _______________.

All communication and notifications related to the execution of this Contract will take place in written form (by sending registered mail to the address of the headquarters of the Contracting party or e-mail to the e-mail address of the contact person), with the date of receipt of the notification being considered the date of receipt of the registered mail, i.e. the date of sending the e-mail.

Article 11
Termination of the Contract

The Contract can be terminated by the written agreement of the Contracting parties.

REF may terminate the Contract on the basis of a written notice, subject to a notice period of 5 (five) days. REF may unilaterally terminate this Contract with a written notice and with immediate effect, in the event of breach of any of the Service provider’s obligations under this Contract.   


In the case of termination of this Contract, REF is obliged to pay, and Service provider agrees to claim, only the payment of the part of the contracted fee for the services that were actually and satisfactorily performed until the day of termination of this Contract.

Article 12
Choice of Law and Forum

This Contract is made, subject to and interpreted in accordance with the law of the Republic of Serbia. The Contracting parties shall endeavour to resolve all disputes related to this Contract through negotiations. Should the negotiations fail, the Contracting parties agree to the exclusive jurisdiction of the competent court in Belgrade and the application of substantive and procedural law of the Republic of Serbia.

Article 13
Final provisions

Amendments and supplements to this Contract may only be made in writing, with the consent of both Contracting parties.

This Contract has been drafted and signed in 2 (two) identical bilingual copies, in Serbian and English, each Contracting party retaining 1 (one). In the event of any discrepancy, the Serbian language version shall prevail. 



On behalf of REF


______________________________
[FULL NAME], [POSITION]

On behalf of Service provider


________________________________
[FULL NAME], [POSITION]
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