Request for Quotation

RFQ Title: services for organizing and conducting
events (integrated event services). Organization of
the kick-off meeting on 16-17.12.24.

Date of Solicitation: 14.11.2024
Submission Date and time: 19.11.2024

Questions and Clarifications Due by: 19.11.2024

Request for Quotation (RFQ) on the
procurement of services for organizing and
conducting events (integrated event services).
Organization of the kick-off meeting on
16-17.12.24.

NGO ‘Development of Citizenship Competencies in
Ukraine - DOCCU’ within the framework of the
project "Improving the level of safe education for
children and adolescents affected by the war in the
Sumy, Kharkiv and Donetsk regions of Ukraine",
financed by the Department of the FEuropean
Commission for Civil Protection and Humanitarian
Affairs (ECHO) is conducting a procurement for
services for organizing and conducting events
(integrated event services). Organization of the kick-off
meeting on 16-17.12.24.

and invites you to submit a price quotation.

Place and period of service provision: Ukraine, 16-17
December 2024 inclusive.

Instructions for submitting

The candidate must include the following information
in the proposal:

- Letter — a response according to the sample attached
to this RFQ);

- Copies of documents confirming the registration of a
legal entity or an individual entrepreneur. (Copies of an
extract from the Unified State Register of Legal
Entities and Individual Entrepreneurs; Copies of an
extract from the Unified State Register of Legal
Entities and Individual Entrepreneurs with an

3anuTt HiHOBOI MPONMO3MILil

Ha3zga 3I1I1: nocnyr 3 oprasizaiiii Ta IpOBEICHHS
3ax0/iB (KOMIIEKCHOTO 0OCITYyTrOBYBaHHS 3aXOiB).

Opranizanis Kick-off 3ycrpiui 16-17.12.24 p.

Jara koukypcy: 14.11.2024
Jara i yac moxanus: 19.11.2024

IlocTaBUTH NUTAHHSA Ta 3pOOUTH YTOUHEHHS MOYKHA
mo: 19.11.2024

3anut ninosoi npono3uuii (3LII) moxo
3aKymiBJIi MOCJYT 3 opraHizauii Ta npoBeIeHHs
3axX01iB(KOMILIIEKCHOTO 00C/IyrOBYBaHHS
3axoaiB). Opranizaunis Kick-off 3ycTpiui
16-17.12.24 p.

I'pomanceka opranizaiisi «Po3BUTOK T'pOMaTHCHKUX
komnereHTHocted B VYkpaini — DOCCU» B pamkax
npoekty “IlokpameHHst piBHS 0e3MeyHOi OCBITH ISt
IiTe Ta WIUNTKIB, SIKI TOCTPaXXTaJId BiJ BiHH, Yy
Cymchkili, XapkiBchkili Ta JIOHEIBbKIA 0O0IAcTsIX
VYkpainu”, 1o ¢dinancyerbes  JlemapramMeHTOM
€Bporneticbkoi Komicii 3 muTaHs MUBLUIHPHOTO 3aXHUCTY Ta
rymanitapHoi gonomoru (ECHO) npoBoauTh 3aKymiBio
ION0 HAJaHHS TOCIyr MOCHYr 3 Oprasizamii Ta
MPOBEICHHS 3aXOMiB (KOMITIEKCHOTO OOCIYTOBYBaHHS
3axofiB).Opranizanis kick-off 3yctpiui 16-17.12.24 p.
Ta 3anpoinye Bac nogaru uinoBy mpomno3uiiro.

Micrie i cTpoK HaJaHHS MOCHYT: YKpaiHa, 16-17 rpymss
2024p.. BKIIOYHO.

IncTpykuii 3 mnogaHus HiHOBOI MPoONO3UILii

Kangunar moBWHEH BKJIIOYUTH B TPOTO3HIII0 TaKy
iH(pOpMarriro:
- Jluct — BIANOBIAL BIATOBIAHO 1O 3pa3ka, IIO
JomaeTbes no 1poro 3111
-  Komii  moxymeHTiB, IO  MiATBEPIDKYIOTH
peecTpailiro  IOpPUIUYHOT 0Cco0M YU  (hi3UYHOI
ocobu-mianpuemis. (Komii Bumucku 3 €1uHOTO
JIEPXKABHOTO PEECTPY IOPUAWYHHX OCi0 Ta
¢iznuHNX ocio-mignpuemiiB; Komii BuTAry 3
€IMHOTO JIEP’KaBHOTO PEECTPY FOPUAMYHHUX OCI0



indication of KVED; Copies of the single tax payer's
certificate);

- Notification letter regarding the absence of open
proceedings in the bankruptcy case, etc. (Attached).

Submission of proposal in electronic format

Proposals in electronic format must be sent to the
address below by 19.11.24 no later than 18:00 Kyiv
time.

Submissions must be made exclusively in electronic
format (PDF, Microsoft Word or Excel) to
v.heraschenko@doccu.org.ua.

Proposals should not contain redundant advertising
materials or complex presentation formats (black and
white is preferred). Suppliers should not send archived
files. Pages with original handwritten signatures must be
scanned and sent in PDF format as an e-mail attachment.
In the subject of the letter, please note: "Request for
quotations for the organizing and conducting events
(integrated event services).

Offers received after the specified time or to a different
email address may not be accepted.

Evaluation criteria
The organization will award the contract to the
responsible supplier based on the results of this request
based on the following evaluation method:
Criteria for selecting a counterparty:

e The price quotation shall be developed in
accordance with the Specification (Attached:
Response Letter)

e C(Criteria for evaluation of price offers:

Evaluation Weight The
component maximum
number of
points you
can get
20% 20
Proven experience in
performing similar
work
20% 20
Details of the

Ta (PI3UYHUX OCIO-TIANPHUEMIIIB i3 3a3HAYCHHSIM
KBEJl; Komii cBimonTBa IJIaTHUKA €IHHOTO

MOJIATKY);
- JIucT-noBiIOMIIEHHS 111(0)1 (0] BiJICYTHOCTI
BIIKPUTHX  TPOBa/PKEHh Yy  CHpaBi  Mpo

0aHKpyTCTBO, TOIIO (JlomaeTncs).

Mopanus npono3uuii B eJieKTpOHHOMY (popMmaTi

[Ipomo3umii B emekTpoHHOMY QoOpMari MarTh OyTH
HajJicmaHli Ha 3a3Ha4eHy Hmk4e aapecy g0 19
aucronaga 2024p._ He mizHime 18:00 3a KMIBChKHM
4acom.

IMoganHs  MarTh  3AIMCHIOBATHCS  BUKIIOYHO B
enexktponHomy ¢opmari (PDF, Microsoft Word a6o
Excel) Ha agpecy v.heraschenko@doccu.org.ua.

[Ipomo3umii He MarloTh MICTHTH 3alBHX pEKIaMHHUX
MmarepianxiB abo cknamHUX (QopmariB  mpe3eHTanil
(mepeBara  BIJA€TBCA  YOPHO-OUTOMY  BapiaHrty).
[locTayansHuKM He TIIOBHMHHI HAJICHWIIATA apXiBOBaHi
¢atimn. CTOpiHKY, HA SKUX MAIOTh CTOSTH OPUTIHAIBHI
BIACHOPY4YHI  miamucu, Tpebda  BiACKaHyBaTH 1
BignpaButu 'y ¢Qopmari PDF sk gomarok mo
€JIEKTPOHHOTO JIFICTA.

B Temi nucTra nmpocumo 3a3HAYNTH: «3aNUT HIHOBHUX
NPONO3ULii 11010 HAJAHHS NMOCJIYI 3 Oprasizauii Ta
NPOBEACHHA 3axofiB (KOMILTIEKCHOTO
00CJIyrOByBaHHSI 3aX0iB).

[Mpomo3urii orprMaHi micis 3a3HadeHOro yacy abo 3a
1HIIIOO €JIEKTPOHHOIO apeCcOr0 MOXYTh HE IPHUUMATHUCS.

Kpurepii oninioBaHHs
Opranizaris MPUCYANUTH BiJIIOBiAaJIbHOMY
NOCTa4YaIbHUKY KOHTPAKT 3a pe3yJbTaTaMd IIbOTO
3alUTy Ha OCHOBI HACTYITHOTO METOMY OIlIHKH:

KpuTtepii BuGopy KoHTparenra:
1. IlinoBa mpomO3WIlis TOBHHHA PO3POOIATHCS
3rigHO Crierudikarrii (Honaetncs:
JIucT-BiANOBib)

2. Kpurepii OI[IHKM HIHOBUX MPOTIO3HUIIIN:

CKJ1a710Ba OIIHKH Bara MaxkcumanbHa
KiJIBKICTH
oauis, ski

MOKHA
oTpuMaTHu
[ligrBepmxenuit mocsig | 20% 20
BHUKOHAHHSI OX10HUX
pooiT



mailto:v.heraschenko@doccu.org.ua

calculation of event
services

Price of the proposal
All financial
proposals will receive
a number of points
inversely proportional
to their price That is,
the cheapest offer will
receive the maximum
number of points, and
other offers will
receive the number of
points in relation to
their cost to the
cheapest offer.

60%

60

Jlerami3arist
pO3paxyHKy TOCIYr 3
MIPOBEJICHHSI 3aX0/Ty

20%

20

Total

100%

100

Terms and Conditions

1. Organization reserves the right to modify by
written notice the terms of this solicitation at
any time in its sole discretion. Organization
may cancel the solicitation at any time

2. Organization may reject any or all proposals

received

3. Issuance of solicitation does not constitute
award commitment by Organization

4. Organization reserves the right to disqualify
any quotation based on vendor’s failure to

follow solicitation instructions

[{inoBa mpomo3uilis

VYei (hiHaHCOBI
MPOTO3HIli  OTPUMAIOTh
KUJIbKICTh OaiB,
00epHEHO MPONOPIIHHY
ix LiHI. ToOTto,
HaleIeBIa
MIPOTIO3HILIS oTpuMae
MaKCUMaJbHY KUIbKICTh
OauiB, a iHIII MTPOTO3MITIT
OTPUMAIOTh  KUIBKICTh
OaJiB II0 BIIHOIIEHHIO
oo iX  BapTocTi 10
HalIemeBIol

MIPOIO3UIIi.

60%

60

Total

100%

100

IHos10:keHHSI TA YMOBH

Opranizartist 30epirae paBo y Oymnb-sKui
MOMEHT Ha BJIACHHI pO3CYyJ 3MIHIOBaTH
YMOBA  I[bOTO  KOHKYpPCY  IUISXOM
MMMCHMOBOTO TIOBimoMiIeHHs. OpraHizaris
MOXKe B Oyab-sKHii MOMEHT CKacyBaTh
KOHKYPC.

Opranizarliss MOXe BIIXWIHTH OYIb-sSKY
oJIepKaHy MPOIO3HIIit0 abo iX yci.

OnpuTtonHeHHS OTOJIONICHHS po
KOHKYpC HE SIBJSIE COOOI0 3000B’s3aHHS
oprasizaiii o0 IPUCYIKESHHS JOTOBOPY

Opranizartis 30epirae 3a cob6oro IpaBo He
JNOMYCTUTH A0 Yyd4acTi B  KOHKYpCi
Oylb-Ky TIPONO3HWIIIF0 HA  TiJCTaBi
HECTIPOMOXKHOCTI nocTayaibHUKa
JOTPUMYBATHCSI BUMOT KOHKYPCY



Organization will not compensate vendors for
their response to the solicitation

Organization may contact vendors to confirm
contact person, address, and that the proposal
was submitted for this solicitation

The organization also reserves the right to
refer to other sources of information regarding
the past results of the Candidate's activities,
not specified by him in the proposal

By submitting an offer, Candidates confirm
that they wunderstand the terms of the
competition

Information concerning the Candidate and
received from him as a result of participation
in this competition is confidential. The
candidate consents to the disclosure of the
information contained in the submitted
documents to the experts involved in the
evaluation during the selection process. We
draw your attention to the fact that all experts
are bound by non-disclosure agreements.

Opranizanis He Hamae Kanmunaram
KOMITeHcarlii 3a IXHIH BIiATYK Ha
3aIPOIICHHS JI0 YYacTl Yy KOHKYpPCI.

Opranizamiss  Moxe  3BepTaTucs J0
[TocraganbHUKIB, 00 YTOYHUTH JTaHI TIPO
KOHTaKTHY 0CO00y, ajpecy, a TakoX (akT
TTOJIaHHSI MTPOITO3UIIiT Ha el KOHKYPC

Opranizallisi TakoX 3alumae 3a co0oko
MpaBoO 3BEpTaTUCs A0 IHIIMX JpKEpen
iHpopMarii MO0 MUHYIHX pe3yibTaTiB
mismeHOCTI Kanmupara, He 3a3HayeHUX
HUM y MIPONO3ULIT

ITomaroun  mpomosumiro,  Kangumaru
MIATBEPKYIOTh, 10 BOHH PO3YyMIIOTh
YMOBHU KOHKYPCY.

Indopmartis, mo crocyersest Kanmumara,
1 OTpUMaHa BiJl HhOTO BHACIIIOK y4acTi B
LBOMY KOHKYpCi, € KOH(]iIeHUiHHOIO.
Kanmunmar Hamae 3roqy Ha PpO3KPHUTTS
iHpOopMaIii, 10 MICTHUTBCSI B
JOKyMEHTax,  IOJaHMX,  EKCIepTam,
3aly9eHUM JI0 OIIHKH Y TPOIIeci BimOopy.
3BepraeMo Bamry yBary Ha Te, IO BCi
eKCIIepTH  HecyTh 3000B’sI3aHHS 32
yromamu po HEPO3TOJIOMICHHS
iHopmarii.



JucT-BignoBianL
HA 3aIUT HiHOBOI MPOMO3UILil
1010 HAJAHHS MOCJIYT 3 OpraHizaunil Ta NpoBeJeHHs 3aX04iB (KOMILJIEKCHOTO 00CIyTOBYBAHHSA
3axoaiB) - Opranizanis Kick-off 3ycrpiui 16-17.12.24 p. npoekry “IlokpauienHs piBHs 6e3ne4Hol
OCBITH A1 JiTeld Ta MiAJIITKIB, AKI MOcTpakaaau Big BiliHN, y CyMcbKii, XapKiBcbKiil Ta
JoHeubkiii od1acTax Ykpainu”, mo ¢inancyerbes enapramentom €Bponeiicbkoi Komicii 3
NUTAHb IMBITBHOIO 3aXHCTY Ta rymMaHiTapHoi fonomoru (ECHO)

Jama

Micue

Ha3Ba nonaBaua uinoBoi npomno3uuii
IOpuanuna aapeca
KonrakTHa iHopmanis

V BiJIMOBi/Ib 32 3aUT HAZAEMO LIHOBY MPOIO3HLLiO BimoBinnHo 10 CITEITADIKAIII:

Ha3sBa nojaaBada IiHOBOI
NMPONO3uILil

IOpuanuna aapeca

KonrakTHa iHpopManis

IniniaTop 3akymiBii: I'O “Po3BMTOK rpOMagsiHCbKHX KOMIIETEHTHOCTEH
B Ykpaini”
IO “AOKKY”)
€IPIIOY 40458053
Jara orosiomeHHs 3anuty uiHosux | 14.11.2024 p.
NMPOono3uuii
KinueBuii TepMiH noxayi | 19.11.2024 p. (7o 18:00 rom)
NMPOono3uuii

KonrakTn nJis1 moxayvi npono3uuiii | v-heraschenko@doccu.org.ua

HisiboBe Npu3HaAYEeHHS: Opranizauis Kick-off 3ycTpivi B pamkax npoekry
“ITokpanieHHs1 piBHs 0e3Me4YHOI OCBITH ISl AiTeil
Ta MiVIITKIB, SIKi MOCTPAXKIaJIM Bijl BiliHH, Y
Cymcbkiii, XapkiBcebkiii Ta JloHenbKiil o01acTsx
Ykpainun”

Jara 3axony 16-17.12.2024 p.




Ha3ssa Pooit/IIocayr

KinbkicTh

Cyma
oe3 I1/IB

Hpumitkn

Jlokauis

Jlokauis

Jokarii Ha
nposeneHHs kick-off 3ycrpiui
16.12.24 - 50-60 oci6

17.12.24 - 50-60 oci6

3abe3neyeHHs

Openga 3amy st
3axo/1y, KeUTepiHTY, IeperoBopiB

MPOBEJICHHS

3aobe3neuennsn npoyxcusanns 50-60
ocio Ha 2 0oou

(ocmamouna KinvKicmo J1100eil 0ns
Xap4yeanus oyoe 6U3HaYeHa
6i0n06IOHO 00 npozpamu 3axooy)

Bcroro

NPONO3MNuis:

TexHiune ocHAIEeHHSA

Texuiune
OCHALICHHSA

TexHiuHMI CYTTPOBIJ ay/1i0/Bi€0

Ilocnyru nepeknagaya (2-3 roguHm)
Ha 16.12.24 i moxnumeo 17.12.2024

Bcroro

NPONO3HILisi:

Keiitepinr

Keiitepinr

KaBa-Opeliku Ha KOXEH JCHb 3aXOIy
16-17.12.24
16.12.24 -
KaBa-Opeiku
17.12.24 -
KaBa-Openku

50-60 oci6 - 1Ba

50-60 oci6 - 1Ba

O0inx Ha HaA KOXKEH JEeHb 3aXOay
16-17.12.24

16.12.24 - 50-60 ocib

17.12.24 - 50-60 ocib

(ocrarouHa KUTBKICTh JIFOIEH ISt
Xap4yBaHHS oyze
BiJIMOBIIHO /10 TIPOTPaMH 3aX01y)

BHU3Ha4YCHA

Bcroro

NPONO3HUILisi:

Penopra:xuna 3iiomka

®dotorpad

Bineoomneparop

MonTaxx | BiZe€o3BiTY Ha OCHOBI
BIJI3HSTOTO KOHTEHTY




Bceboro
Npono3uuis:

IHocayru 3 opranizauiiiHoro
3a0e3ne4eHHs

[TinTprMKa KOMaHAM 3 TUIAHYBaHHSIM
JIOTICTUKOI0, OPraHi3alli€l0 3axony,
KOMYHIKaIll€l0 3 y4YaCHMKaMH Ta
CyOTIIi IpsSITHUKAMH, peecTpari€ero
YYaCHUKIB Ha JIOKalli  3axomny,
OIO/DKETOM Ta 3BITHICTIO

Pazom oe3 I/IB

I11b:
ITigmuc:

ITewarka




Answer letter
to the request for quotation

for the provision of services for the organization and conduct of events (integrated event services) -
Organisation of the Kkick-off meeting on 16-17.12.24 of the project ‘Improving the level of safe
education for children and adolescents affected by war in Sumy, Kharkiv and Donetsk regions of
Ukraine’, funded by the European Commission's Department for Civil Protection and
Humanitarian Aid (ECHO)

Date

Place

The name of the bidder
Legal address
Contact information

In response to the request, we provide a price offer in accordance with the SPECIFICATION.

Name of the submitter of the price
offer

Registered address

Contact information

NGO «Development of Citizenship Competences in
Procurement initiator: Ukraine»

(NGO “DOCCU”)
40458053

14.11.2024
Date of announcement of the

request for quotations

19.11.2024 (until 18:00)
Deadline for submission of

proposals

v.heraschenko@doccu.org.ua

Contacts for submitting proposals




Purpose:

Organisation of the Kick-off meeting within
the project ‘Improving the level of safe
education for children and adolescents
affected by war in Sumy, Kharkiv and

Donetsk regions of Ukraine’

Date of the event: 16-17.11.2024

Name of the Works/Services

Quantity Amount | Notes

without
VAT

Location

Location

Providing a location for the kick-off
meeting

16.12.24 - 50-60 people

16.12.24 - 50-60 people

Rent a hall for an event, catering,
negotiations.

Providing accommodation for 50-60
people for 2 days

(the final number of people for
meals will be determined in
accordance with the event
programme)

Total offer:

Technical equipment

Technical
equipment

Technical support of audio/video




Interpreter services (2-3 hours) on
16.12.2024 and possibly 17.12.2024

Total offer:

Catering Catering

Coffee breaks for each day of the
event 16-17.12.24

16.12.24 - 50-60 people - two coffee
breaks

17.12.24 - 50-60 people - two coffee
breaks

Lunch for each day of the event
16-17.12.24

16.12.24 - 50-60 people

17.12.24 - 50-60 people

(the final number of people for meals
will be determined in accordance
with the event programme) Total offer:

Reportage shooting

Photographer

Videographer

Editing of 1 video report based on
the captured content

Total offer:

Organizational support services




Support the team with planning
logistics, event organisation,
communication with participants and
subcontractors, registration  of
participants at the event location,
budget and reporting.

Total excluding VAT

NAME:

Signature :

Seal



KoMmnasnis:
Mara:

Jlucr-noBinomMJjieHHs

[[TanoBHI maHOBe, ASKyemo 3a Bare 3arfikaBieHHs y Hammx nociayrax. Ha Bam 3amut goBogmmo mo
Bamoro Bioma HacTymHe:
1) 3apeeCTPOBAHMM 3T1JTHO YUHHOTO 3aKOHO/IABCTBA HA TEPUTOPii YKpaiHH.

2) He € OaHKpyTOM, NpPOTM Hac HE posnoyara IMpoueaypa OaHKpyTCTBa, He
PO3MISAAIOTECS CYIOBI TO30BH, BCi 3000B’sI3aHHS Tepel KPEOUTOpAaMH € BHKOHAHUMH, MU HE

MIPUTITMHSAEMO J1JIOBY aKTUBHICTh Ta HaJIaHHS TOBAPiB/TIOCIYT;

3) Mu He Oynmu oOBHMHYBaueHi y OyAb-KOMY 3JI0YMHI, IO CTOCY€TbCA Hamoi mpodeciiiHol
JUSIBHOCTI, Ta HE MJUISTaeMoO Oylb-KOMY MOKapaHHIO 3a CyJOBUM BHPOKOM, SIKMH HE MiAJsrae
OCKap>KEHHIO;

4) Mu He € 00’€KTOM CyIOBOTO PIIICHHS, SIKE Ma€ 3aKOHHY CHITy 33 3BUHYBAau€HHSM Y IaXpaicTBi,
KOPYTIIii, y4acTi y 3JIO4MHHINA opraHizallii a0o Oyb-aKui 1HIITNI HE3aKOHHIN JisSTTbHOCTI.

5) Bci 3000B’s13aHHS, TOB’S3aHi 3 CIUIATOI0 BHECKIB Ha COIiaJIbHE CTpPaxyBaHHS Ta CIUIATOIO
MOJATKIB y BIAMOBIAHOCTI 3 IPaBOBUMU HOpPMaMH KpaiHH, Jieé MU 3apeecTpoBaHi, a0 KpaiHu, Je
BUKOHYBATUMYThCSI YMOBU KOHTPAKTY € BUKOHAHUMH.

(ITigmmuc)




Company:
Date:

Letter of notification

Dear Sirs, Thank you for your interest in our services. At your request, we bring the following to your
attention:
1) registered in accordance with the current legislation on the territory of Ukraine.

2) is not bankrupt, no bankruptcy proceedings have been initiated against us, no
lawsuits are pending, all obligations to creditors have been fulfilled, we do not stop business
activity and the provision of goods/services;

3) We have not been charged with any crime related to our professional activities and are not subject
to any punishment by a court judgment that is not subject to appeal;

4) We are not the subject of a valid court decision on charges of fraud, corruption, participation in a
criminal organization or any other illegal activity.

5) All obligations related to the payment of social insurance contributions and the payment of taxes
in accordance with the legal regulations of the country where we are registered or the country
where the terms of the contract will be fulfilled are fulfilled.

(Signature)




