Request for Quotation

RFQ Title: Project assistant services

Date of Solicitation: 21.11.2024

Submission Date and time: 07.01.2025 no later than
18:00 Kyiv time

Questions and Clarifications Due by: 27.12.2024

Request for Quotation (RFQ)
for the procurement of Project assistant services

NGO ‘Development of Citizenship Competencies in
Ukraine - DOCCU’ within the framework of the project
“Supporting and Strengthening the System of Education in
Ukraine” under the partnership agreement dated
15.07.2024 between the NGO “DOCCU” and the
Representative Office of the Foreign Non-Governmental
Organization Plan International, Inc. is conducting a
procurement for the provision Project assistant services
and invites you to submit a price quotation.

Place and period of service provision: Ukraine, December
2024 — August 2025 inclusive, starting from the date of
signing the contract for the provision of services.

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 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 07.01.2025 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

3anuT HiHOBOI MPOMO3UIIiI

Haszgpa 3I1II: ITocayru acuCTeHTA IPOEKTY

Jara konkypcy: 21.11.2024

Jara i yac noxanusi: 07.01.2025 ne nmi3uime 18:00 3a
KHIBCHKUM 4aCOM

IHocTaBuTH NMTAHHS Ta 3pO0OUTH YTOYHEHHSI MOMKHA
no: 27.12.2024

3anut ninoBoi npono3unii (3L{IT)
JJISl 3aKYHIBJI MOCJYTH ACHCTEHTA MPOEKTY

I'pomanceka opranizamiss «PO3BHUTOK TpOMaISTHCHKUX
komnereHTHocTel B Ykpaini — DOCCU» B pamkax
npoekty «[linTpuMka Ta 3MIIIHEHHS CHCTEMH OCBITH B
Vkpaini», B pamkax maptHepchkoi yrogu Bim 15.07.2024
p. Mk I'O «IOKKVY» Tta [IpencraaunrBom IHO3eMHOT
HeypsinoBoi Opranizauii [lnan [urepremenan, Iak.
MPOBOIUTHh  3aKymiBmi0  moxo HaganHa  [locayr
aCHCTeHTAa MPOEKTY Ta 3anpouye Bac mogatu uinoBy
MPONO3HILiI0.

Miciie 1 cTpoK HamaHHS TOCIYT: YKpaiHa, rpyneHsb 2024
p. — cepnenb 2025 p. BKIIOYHO, MOYMHAIOYU 3 JATH
MiAMMCAHHS JJOTOBOPY Ha HAJaHHS MTOCIIYT.

IncTpykuii 3 nogaHHA HiHOBOI MPONMO3U LIl

Kanmumar mMOBHHEH BKIIOYUTH B IIPOIO3HUINIO TaKy
iHpopMarito:

- Jlmcr — BiONOBiAB BIAMOBITHO JO 3paska, IO
Jomaetbest 10 mporo 31T,

- Komii JIOKYMEHTIB, 110 MiATBEPIKYIOTh
peecTpailiro IpUANYHOI ocobu um  (hi3muHOL
ocobu-mianpuemis. (Komii Bummckm 3 €amHOTO
JIEPXKAaBHOTO  PEECTpy MOPUAMYHUX oOcid Ta
¢iznuHuX ocio-mianpuemniB; Komii BuUTATY 3
€IMHOTO JepKABHOTO PEECTPY IOPUAUYHHX OCIO
Ta (I3UYHUX OCIO-TIIAMPUEMINB 13 3a3HAYECHHSIM

KBEJl; Komii cBijonrBa TIUIaTHHKA €JIWMHOTO
TIOJIaTKY);

- JIucT-moBiIOMIIEHHS bia(edi (e} BiJICYTHOCTI
BIIKPUTHX  TPOBADKCHb Yy  CIOpaBi  Tpo

OaHKpyTCTBO, TOmIO (lomaeTnes).
Honanus npono3uuii B eJleKTPOHHOMY dopMaTi
[Ipomosuiii B enmekTpoHHOMY ¢opMaTi MaroTh OyTH

HaJICTaHi Ha 3a3HadYeHy Hkde ampecy A0 07.01.2025 ne
mizHime 18:00 3a KMIBCLKUM YacoMm.


mailto:v.heraschenko@doccu.org.ua

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 project assistant 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:
e The price offer must be developed according to the
Technical Task;
e C(riteria for evaluating price offers: service cost
(the cost of 1 hour of service);
e Proposals submitted after the specified deadline
will not be considered.

Evaluation component Weight The
maximum
number of
points you
can get

20% 20

Proven experience in

performing similar work

20% 20
Service calculation details
0

Price of the proposal 60% 60

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.

(1)
Total 100% 100

[MomanHs  MarOTh  3AIMCHIOBaTHUCS ~ BHKIIOYHO B
enekrporHomy ¢opmari (PDF, Microsoft Word ab6o
Excel) Ha agpecy v.heraschenko@doccu.org.ua.
[Mpono3uiii He MarwTh MICTUTH 3alBUX PEKJIAMHUX
MmarepianiB  abo ckiIagHUX  (QOpMariB  mpe3eHTamil
(mepeBara  BimmaeThCs ~ YOPHO-OiTOMY  BapiafTy).
[MocrauaibHUKKM HE TMOBMHHI HAJICWIIATH apXiBOBaHi
¢aiinu. CTOpiHKH, Ha SKHX MAlOTh CTOSITH OpPHUTiHAJIBHI
BJIACHOPYYHI IMiIHUCH, Tpeba BiJCKaHyBaTH i BIANPaBUTH
y dopmati PDF sk momaTok 10 eeKTpOHHOTO JIFCTA.

B Temi JucTta mpocumo 3a3HaYMTH: «3aNMUT HiHOBHX
Npono3uuiii 1010 HAJAHHA NOCIAYTH ACHCTEHTA
MPOEKTY»

[Ipono3nmii oTpumani Ticig 3a3Ha4eHOTO 4acy abo 3a
HILIOFO €JIEKTPOHHOIO apeCcOr0 MOXKYTh HE IPHUMATHUCS.

Kpurepii ouiHroBanus
Opranizaris MPUCYANTH BiIMOBi1aIbHOMY
MOCTAaYaJIbHUKY KOHTPAKT 32 Pe3yJAbTaTaMH LbOTO 3alUTy
Ha OCHOBI HACTYITHOTO METOIY OITIHKH:
e [IliHOBa MpPOIO3UIliT IIOBHHHA PO3POOIIATUCS
3rigHo TexXHIYHOrO 3aBIaHHs;
e Kpurepii OWiHKK LIHOBUX MPOMO3HULIHN: BapTiCTh

MMOCJIyTH 1Ba[2TiCTB 1 TOAVMHU HATAHHA MOCIYT );

e Ilpomo3uriii, TmomaHi Im3HIIIE 3a3HAYCHOTO
TEpMiHY, pO3IVIsIATUCS HE Oy Th.
CriaoBa OLiHKH Bara MakcuMaJbH
a KiJIbKicTh
oaJis, sKi
MOKHA

OTPpUMATH

[linTBepmKxeHmit JIOCBIx 20% 20

BUKOHAHHS TIOAI0HUX POOIT

Heramizamis  po3paxyHKy 20% 20

MOCITyTH

LinoBa npomno3uitis 60% 60

VYei ¢inancoBi mpono3umii

OTPUMAIOTh KUTBKICTh
6aris, 00epHEeHO
OpomopUidHy  iX  wiHi.
ToGTo, HalijeneBa
MPOTIO3UIIist OoTpUMae
MakCUMallbHy  KUIBKICTh

OaiiB, a 1HII TPOMO3UILT
OTPUMAIOTh KiJIbKICTB
OaiB IO BIJHOIIEHHIO 10
X BapTOCTI bie)
HaWEMIEeBIIOT POTO3HIIii.




Total 100% 100
Technical task TexHiuHe 3aBIaHHA

Ne i/m Tasks 3aBnanHs

Line

No

1 -00poOIeHHS BXiIHOI/BUXigHOT | - processing of incoming and outgoing
KOPECIOH ICHII11 (mpuiimanHs, | correspondence  (receiving, registration and
peecTpyBaHHS Ta TmepeaapecyBanns) Ta | forwarding) and document flow within the
JIOKYMEHTOO00ITy B MEKax MPOEKTY; project;

- ompairoBaHHs O(]IiCHOI eIeKTPOHHOT
MOIITH Ta CKPUHBKH (NIPUHAOM, BiJIpaBKa
¢aiiniB Ta TUCTIB);

- 3MIACHIOBATH JIOCTAaBKY JIOKYMEHTIB Ta

JIOTOBOPIB;
- 37ifiCHIOBaTH  BIANpPaBKy, MpUKHOM
JIOKYMEHTIB;
- 3miiicHioBatu  3abe3neueHHs  odicy

HEOOX1THUM KaHLEISIPCHKUM TPUITAIJISM;

- opranizaiis Bi1oopy (axiBIIiB IPOEKTY;

- opraizamisi 1 TEXHIYHHH CyNpOBif
3aKyIliBelIb TOBapiB, poOIT Ta MOCIYr B
MEXax MPOEKTY;

- 3IIMCHIOBAaTH  BIJANPaBKY, NPHHAOM
JIOKyMeHTiB 3 M. KueBa ta UepHiriBchkoi
obmacri

- processing of email inbox (receiving, sending
files and letters);

- delivering documents and contracts;

- sending and receiving documents from Kyiv
and Chernihiv region;

- provision with the necessary stationery;

- organization of the selection of project
specialists;

- organization and technical support of
procurement of goods, works and services within
the project;

- sending and receiving documents from Kyiv
and Chernihiv region

Terms and Conditions
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

Organization may reject any or all proposals
received

Issuance of solicitation does not constitute
award commitment by Organization

Organization reserves the right to disqualify
any quotation based on vendor’s failure to
follow solicitation instructions

Organization will not compensate vendors for
their response to the solicitation

[HonoxeHHs1 Ta yMOBH
Opranizartist 30epirae paBo y Oymnb-sKui
MOMECHT Ha BJIACHHHM pO3CYy 3MIHIOBaTH
YMOBH  I[bOTO  KOHKYpPCY  IUISXOM
MMACEMOBOTO TOBiAOMIIeHHS. OpraHizarmis
MOXKe B Oyab-SKMI MOMEHT CKacyBaTh
KOHKYPC.

2. Opranizaiis MOXe BIIXWINTH OyIb-SIKY
oJlepkaHy TPOIO3HIIit0 abo X yci.
3. OnpuitonHeHHS OTrOJIOIIEHHST mpo
KOHKYpC He SBIISIE CO0OI 3000B’s3aHHS
oprasizaiii o0 MPUCYIHKEHHS JOTOBOPY
Oprani3ariiis 30epirae 3a co00r0 MPaBo HE
JOMYCTUTH A0 Yyd4acTi B  KOHKYpCi
Oyab-Ky TIPOTO3HWIIIF0 HA  Ti/ACTaBi
HECITPOMOKHOCTI mocTadajbHUKa
JIOTPUMYBATHUCSI BUMOT KOHKYPCY
5. Opranizanis He Hamae Kanmuaaram

KOMIeHcarii 3a ixHIH BiATYyK Ha

3alpOIIEHHS A0 Y4acTi y KOHKYPCi.

—

he




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 understand 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.

Opranizamiss  Moxe  3BepTaTucs  JO
[locTayanbHuKiB, 00 YTOYHUTH JIaHI PO
KOHTaKTHY 0co0y, aapecy, a TakoX (hakT
MTOJIaHHSI TPOIO3UIIIT Ha el KOHKYPC
Opranizamisi TakoX 3ajumae 3a co0olo
MpaBO 3BepTaTHCi MO0 IHIIHUX JpHKepel
iHpOpMaIli MOJ0 MUHYINUX pPE3yJbTaTiB
nmisutbHOCTI Kawpupara, He 3a3HaueHUX
HHAM Y TIPOTIO3HITi 1

ITongaroun TIPOIIO3HIIIIO, Kanngumaru
MiATBEPKYIOTh, IIO0 BOHU PO3YyMIiIOTh
YMOBH KOHKYCY.

Indopmartis, mo crocyersess Kanmumara,
1 OTpUMaHa BiJl HbOT'O BHACIIIOK y4acTi B
LBOMY KOHKYpCi, € KOH(]iIeHUiHHOIO.
Kammumar Hajgae 3rogy Ha PO3KPUTTS
iHpOpMaIii, 10 MICTHTBCS B
JOKyMEHTax,  IOJaHHWX,  eKcIepTam,
3aly9eHUM JI0 OIIHKH Y TPOIIeci BiOopy.
3BepraeMo Bamly yBary Ha Te, IO BCi
eKCIIepTH  HecyThb 3000B’sI3aHHS 32
yrogamu po HEPO3TOJIONICHHS
iHdopmarii.



Jlucr-BignmoBian
HA 3aNHUT iHOBOI MPOMO3UILil
1010 HA/IAHHS MOCJAYI acuTeHTa NpoekTy «IlinTpuMKa Ta 3MilHEHHSI CHCTEMH OCBITH B YKPaiHi»,
B paMKax naptHepcbkoi yroam Bix 15.07.2024 p. mixk 'O «JOKKY» ta IlpeactraBHUITBOM
Inozemuoi HeypsimoBoi Opranizanii [liian InTepHemenasn, Ink.

Mama
Micuye

Ha3zBa nonaBaya niHoBoi npono3uuii
KOpuauuna agpeca
KonrakTHa indopmanis

V BiAMOBi/b 32 3aIUT HA/IAEMO I[IHOBY IPOTMO3HUIIIIO BIAMOBIAHO 10 TEXHIYHOTO 3aBJaHHS:

No IHocayra BapricTts 3a
TO/IMHY, T'PH

1. [Tocnyru acucTeHTa MPOEKTY

I1Ib:
ITigmuc:
Ileuarka 3a HIBHOCTI



Answer letter
to the request for quotation

regarding the provision of Project assistant services of the project “Supporting and Strengthening
the System of Education in Ukraine” under the partnership agreement dated 15.07.2024 between
the NGO “DOCCU?” and the Representative Office of the Foreign Non-Governmental Organization
Plan International, Inc.

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 technical task:

Ne Service Cost for hour,
UAH

1. Project assistant services

Full name:
Signature:
Stamp



Kommnasis:
Jara:

JIucT-nmoBigoMJIeHHA

[[TanoBHI maHoOBe, AsSKyeMo 3a Baie 3amikaBieHHs y Hammx nocayrax. Ha Bam 3amut moBogumo 1o
Bamoro Bimoma HactymHe:
1) 3apeecTpOBaHUI 3T1IHO YHHHOTO 3aKOHOAABCTBA HA TEPUTOPIi YKpaiHU.

2) He € OaHKpyTOM, MPOTH HAC HE po3lodara Mpoleaypa OaHKpPYTCTBa, HE

PO3IIIAJAIOTECS CYJOBI 1TO30BH, BCi 3000B’s3aHHS TeEpe]] KPEAUTOPaMU € BUKOHAHWMH, MH HE
NPUTTMHAEMO JIIIOBY aKTHBHICT Ta HAJaHHS TOBAPiB/TIOCIYT;

3) Mu He Oynu oOBHHYBadeHI y Oyab-sSKOMy 3JI0YMHI, IO CTOCY€ThCS Hamoi mpodeciitHol
JUSUTBHOCTI, Ta HE MIATATaeMO OyIb-KOMY TOKapaHHIO 332 CyAOBHUM BUPOKOM, SIKMM He MiJyiirae
OCKap>KEeHHIO;

4) Mu He € 00’€KTOM CyJOBOTO DILIEHHS, SIKE Ma€ 3aKOHHY CHITy 32 3BUHYBAUCHHSM Yy IAXPanCTBi,
KOPYIIIil, y4acTi y 3JI0YMHHIN opranizauii a0o Oyap-sIKUi IHIINKA HEe3aKOHHIH TisSIBHOCTI.

5) Bci 3000B’s3aHHs, TOB’s3aHI 3 CIUIATOI0 BHECKIB Ha COIllajbHE CTpPaxyBaHHsS Ta CIUIATOIO
MOJATKIB Yy BIJMOBIJHOCTI 3 MPaBOBUMHU HOPMaMH KpaiHM, Jie MU 3apeecTpoBaHi, abo KpaiHu, Jie
BUKOHYBATUMYThCSI YMOBU KOHTPAKTy € BHKOHAHUMH.

(ITigmuc)




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)




