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PRIORITY ACTIONS PROGRAMME REGIONAL ACTIVITY CENTRE 
SPLIT, KRAJ SV. IVANA 11
INVITATION TO TENDER
PROCUREMENT SUBJECT: Providing expert advisory services related to the communications and public relations for the needs of GEF Adriatic Project
SIMPLE PROCUREMENT
Reference number 24/2020
Split, April 2020
1. GENERAL INFORMATION
1.1. Client information:
Name: Priority Actions Programme Regional Activity Centre – PAP/RAC (hereinafter: the Client)
Registered office - address: 21000 Split, Kraj Sv. Ivana 11
Personal identification number (PIN): 27788012253
Telephone number: +385 (21) 340470
Website: www.paprac.org 
1.2. Contact person: Questions concerning the tender contents and format can be sent to the person in charge of communicating with Tenderers, Veronique Evers, e-mail: veronique.evers@paprac.org 
1.3. Procurement type: Simple procurement
1.4. Estimated procurement value: Procurement value is estimated at 150,000.00 HRK without VAT.
1.5. Common Procurement Vocabulary (CPV) code: 79416200-5
2. INFORMATION ON THE PROCUREMENT SUBJECT MATTER
2.1. Description of the procurement subject matter
The subject matter is providing expert advisory services related to the communications and public relations. The procurement is carried out as part of the project “Implementation of ecosystem approach in the Adriatic Sea through marine spatial planning” (GEF Adriatic) co-financed by the Global Environment Facility (GEF). 
The selected Tenderer will be contracted for the implementation of the following activities:
· Providing support to the national consultants responsible of the communication activities within the project (in Albania and in Montenegro). The expert will guide and coordinate the work of national experts, ensuring synergies and supporting them in developing appropriate communication contents, including communications’ reports. He/she will provide overall support in planning events, making sure all the national communications work is undertaken within the overall communication strategy of the Project. 
· Supporting project unit (PAP/RAC, SPA/RAC, UNEP/MAP) with planning events and media work.

· Exploring the opportunity of collaboration with the National Geographic society and/or other magazines in order to increase the visibility of the GEF Adriatic project to reach a wider audience. Together with the national consultants, the expert will prepare necessary media contents relevant for development of report(s)/story (ies). A field visit of a week (two days in Albania and two days in Montenegro) might be necessary.
· Assisting PAP/RAC in building a catalogue of pictures by advising on the choice of the adequate software and train one member of the PAP/RAC staff on the use of the software.
· Support the preparation of various communications tools, such as “thank you notes”, roll-ups, posters and alike;

· Coordinating the elaboration of the key project communication outputs, including experience notes, result notes and the project final report. The coordination will include drafting documents, identification of the key messages, providing adequate illustrations and other as necessary. 
· Prepare final communications report.

The expert proposed by the Tenderer, based on whose expertise the Tender will be evaluated (see ch. 4.1, 5; annexes 2 and 3) shall implement all the tasks and participate in all the project meetings. No substitutes will be allowed. Involvement of substitutes, unless exceptionally allowed by the Client, will be the ground for termination of the Contract. 
2.2. Deliverables and deadlines

The deliverables and tentative deadlines related to the activities/tasks defined in 2.1 are given in the table below:
	Deliverable 
	Tentative deadline

	1. Draft communication work plan 
	15 May 2020

	2. Initial communications report, indicating tasks performed and communications outputs provided
	15 May 2020

	3. Interim communications report, indicating tasks performed and all the communications outputs provided
	30 July 2020

	4. Final communications report, including all the communications/media inputs provided throughout the project
	15 December 2020


The above-listed deliverables shall be written in English language.
3. ELIGIBILITY OF ECONOMIC OPERATORS (SELECTION CRITERIA)
The Tenderer shall prove he/she has at his/her disposal the qualified expert for the provision of services indicated as the subject matter of the procurement.
The Tenderer shall prove that the qualified expert has:
· University degree in social science, communications, marketing or a closely related field;

· Experience in developing communication materials for projects or institutions;

· A good interpersonal skills and good ability to work as a part of a team;

· Very good command of both written and spoken English. 
For the purposes of establishing the grounds set out in item 3.1. of the Invitation to Tender the Tenderer shall submit the following in his/her Tender:
i) The qualified expert’s curriculum vitae (CV), clearly highlighting, among others, required technical and professional qualifications. The Tenderer can submit more than one CV in case more experts will be involved, indicating the one of the expert;
ii) If relevant, company profile (not obligatory).
4. INFORMATION ON THE TENDER
4.1.
Tender contents and format
The Tender proposal should contain the following elements:
i.  Tender sheet filled in according to this Invitation to Tender, signed by the authorised representative of the Tenderer (Annex 1); 
ii.  Curriculum vitae of the qualified expert, proving required technical and professional capacity; 
iii.  List of projects verifying expertise (see ch 5) of the qualified expert (Annex 2);
iv.  List of projects verifying knowledge of the target area (see ch 5) of the qualified expert (Annex 3);

v.  Cost statement filled in according to this Invitation to Tender, signed by the single authorised representative of a Tenderer (Annex 4).
4.2.
Tender format and submission
Tender offers need to be drafted according to the requirements laid out in the Invitation to Tender.
Offers shall be sent electronically to the following e-mail addresses: pap@paprac.org and veronique.evers@paprac.org with “Communication for GEF Adriatic project” as the e-mail subject.
4.3.
Date, time and place of tender submission
Tender offers must be received on 17 April 2020.
All offers received after the bid opening deadline will be marked as late and excluded from the procedure. 
4.4. The Tenderer may amend or withdraw his Tender before the Tender submission deadline. The amended Tender shall be submitted in the same manner as the original and clearly marked as amended. The Tenderer may withdraw his Tender by submitting a written statement before the Tender submission deadline. The written statement shall be submitted in the same manner as the original Tender and clearly marked as a statement of Tender withdrawal. Alternative Tenders are not permitted.
4.5. Tender currency: Croatian kuna (HRK). 
Tender currency shall be expressed in HRK. However, payment can be made in other currency (in case the Tenderer is based outside Croatia) using the exchange rate of the Client’s bank (OTP bank), valid on the date of the payment. 
4.6. Language and script: The Tender shall be drafted in English language, using the Latin script.
4.7. Period of validity: 15 days from the tender submission deadline.
4.8. Price setting method
The Tender price consists of Pre-Vat price, VAT and total price. If the Tenderer is in VAT system, expressed VAT shall be 25%. If the Tenderer is out of VAT system, expressed VAT shall be 0%.

The Tender price shall be expressed in HRK and written in numbers. The bid price cannot be altered.
Transport fees (airplane ticket) and accommodation expenses related to the Tender (if any) are not included and will be covered by the Client as an additional expense. 
NOTE: The Pre-VAT price for natural person includes all taxes, pay-related social insurance contributions and all other contribution or payments, statutory or otherwise, arising by virtue of performance of the services. 
5. Award criteria
The Tender will be awarded according to the most economically advantageous tender (MEAT) criteria. 

The following table sets out the criteria, units of measure, labels and their relative importance. They will be applied to Tenderers whose experts satisfy technical and professional capacity criteria set in ch 3. The MEAT award criteria are the following:
· proposed price (Annex 4); 
· expertise of the Tenderer’s qualified expert (Annex 2);
· knowledge of the target area of the Tenderer’s qualified expert (Annex 3).
Determining the MEAT according to the above criteria for selecting the MEAT will be done as follows: after the Client has determined the score value by individual criteria for each Tenderer, the points awarded to Tenderer according to each of the criteria will be summed in order to obtain the total number of points for each Tenderer. The most favourable Tenderer will be the one who has earned the highest total score according to all the above criteria. 
At that, the MEAT is equal to the highest total score resulting from the ranking of the Tenders; the total maximum number of points is 100.00 with the total points being calculated in two decimal places. In case that two or more Tenders achieve equal number of points, the one received earlier will be chosen. As a proof, data will be used on the order in which tenders have been received.

	Criteria 
	Criteria label
	Description and measuring unit
	Methodology
	Number of points
	Maximum

	Price
	P
	The Tender price, i.e. the financial Tender amount in HRK including VAT, if applicable 
	C = (Lowest Tender price/price of the tender) x 30.00
	30
	30

	Expertise
	E
	Number of projects related to coastal management (including marine coastal management) in the Mediterranean region, (in the last 10 years) in which the expert was involved as a communication expert. 
	0
	0
	40

	
	
	
	1 - 5
	20
	

	
	
	
	6 or more
	40
	

	Knowledge of the target area of the Tender (Albania and Montenegro)
	K
	Number of projects, relevant to the Tender, in the target (geographic) area of the Tender (in the last 10 years)
, in which the expert was involved as a communication expert.


	0
	0
	30

	
	
	
	1 - 2
	15
	

	
	
	
	3 or more 
	30
	


Selection of the most economically advantageous Tenders (ENP) will determine the basis for evaluating the criteria for each individual Tender according to the delivery of the requested Tenderer's documentation, in the appropriate form: ENP = P + E + K.
For the purposes of establishing the grounds set out in item 6. of the Invitation to Tender the Tenderer shall submit the following in his Tender:
i.  List of projects verifying expertise of the qualified expert (Annex 2);
ii.  List of projects verifying knowledge of the target area of the Tenderer’s expert (Annex 3)
6. DUE DATE, MANNER AND TERMS OF PAYMENT
The Client shall make the payments to the Tenderer, based on invoices drawn up by the Tenderer. The invoices shall be issued in the following manner:

· First invoice is issued upon finalisation of deliverables 1-2 listed in chapter 2.2 of this Tender and clearance by the Client;

· Second invoice is issued upon finalisation of deliverable 3 listed in chapter 2.2 of this Tender and clearance by the Client;
· Third invoice is issued upon finalisation of deliverable 4 listed in chapter 2.2 of this Tender and clearance by the Client.
The Client shall pay the issued invoices, pursuant to the prices set out in the selected Tender, within 30 days of the invoice receipt. 
All legal persons and natural persons which are in VAT system conducting financial transactions with the Client are required to issue electronic invoices. The invoices shall be issued as e-invoice through FINA e-invoice service or through PEPPOL Network.

An advance by the Client is not included.

Annex 1

Tender sheet

Tender date:








Contracting Authority: Priority Actions Programme Regional Activity Centre (PAP/RAC), Kraj Sv. Ivana 11, 21000 Split, Croatia
Subject of procurement: Providing Services as a Communication Expert in the framework of the GEF Adriatic project
Tender price:
	Tender price, excluding VAT
	

	VAT (25%)

	

	Tender price, with VAT 
	

	Currency (HRK)
	


Bid validity date: (at least 15 days after the bid submission deadline)

(Lead) Tenderer information:

	Name and address 
	

	National identification number
	

	IBAN
	

	SWIFT
	

	Bank name
	

	Name, family name and position of a person/persons responsible for signing the contract
	

	Contact person 
	

	Contact details
	

	

	Procurement information 

	Deliverable description
	Procurement value (excluding VAT)
	Percentage of the total Tender price

	Draft communication work plan 
	
	 

	Initial communications report, indicating tasks performed and communications outputs provided
	
	

	Interim communications report, indicating tasks performed and all the communications output provided 
	
	

	Final communications report, including all the communications/media inputs provided throughout the project
	
	

	TOTAL
	
	


   









For Tenderer:
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 (Signature of a legal representative)
Annex 2
List of projects verifying expertise of the Tenderer’s expert
Relevant references of the expert (Name and Surname) ________________________, in projects related to coastal management (including marine coastal management) in the Mediterranean region, relevant to the Tender, in which the expert had a role of communication expert: 

	No
.
	Name of the project
	Tasks of the expert, relevant to the Tender 
	Beginning and end date of the project

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	


Annex 3

List of projects verifying knowledge of the target area of the Tenderer’s qualified expert
Relevant references of the expert (Name and Surname) ________________________ in Albania or/and Montenegro, relevant to the Tender, in which the expert had a role of the Key expert or team leader: 

	No
.
	Name of the project
	Tasks of the expert, relevant to the Tender 
	Beginning and end date of the project

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	


Annex 4
Cost statement
	TECHNICAL DESCRIPTION AND COST STATEMENT FOR PROVIDING ADVISORY SERVICES RELATED TO THE ASSESSMENT OF THE SEA USE IN THE MARINE AREA OF MONTENEGRO 

	No.
	Deliverable description
	Unit 
	Approx. amount
	Unit price in HRK (without VAT)
	Total HRK/ (without VAT)

	1.
	Draft communication work plan
	Piece
	1
	
	

	2. 
	Initial communications report, including tasks performed and communications outputs provided
	Piece
	1
	
	

	3.
	Interim communications report, indicating tasks performed and all the communications outputs provided
	Piece
	1
	
	

	4.
	Final communications report, including all the communications/media inputs provided throughout the project
	Piece
	1
	
	

	
	Tender price in HRK without VAT (total item amount)
	

	
	VAT amount (25%)

	

	
	Tender price with VAT in HRK
	


In_______________2020
________________________________

(Full name of the legal representative)
(Signature of the legal representative)
� Can be included in the previous criterion as well


� Economic operators that are not in VAT system, do not fill in the column 


� Add rows, as necessary


� Add rows, as necessary


� Economic operators that are not in VAT system, do not fill in the column
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