Invitation to Quote (ITQ) - LOGISTICAL SERVICES FOR SEMINARS
Program Title:
ENPI-FLEG (770034)



Date: August 15, 2010

Source of Funding: IUCN
Contract Ref: (Ref. RUS/TR/AP/6)
To: Logistics services and events organizing companies
Dear Supplier,

1.
You are invited to submit your price quotations and conditions for:

(i) Logistics services for Russia IUCN ENPI-FLEG seminars in 2010-2011.
2.
You must quote for all the items under this Invitation.  Price quotations will be evaluated for all the items together and contract awarded to the firm offering the lowest evaluated total cost of all the items}.
3.
Your price quotation in the form attached may be submitted by facsimile or electronically at the following address:

Andrey S. Zaytsev
Lva Tolstogo street, 7-98, 119021 Moscow, Russia

e-mail andrey.zaytsev@enpi-fleg.org
Telephone : +7(963)711-9154
Fax: +7(499)1341920 (upon request)
4.
Your quotation in duplicate and in Russian language, should be accompanied by adequate technical documentation and catalogue(s) and other printed material or pertinent information (in Russian language) for each item quoted, including names and addresses of firms providing service facilities in Russia.

5.
The deadline for receipt of your quotation (s) by the Purchaser at the addressed indicated in Paragraph 3 is:
September 05, 2010
6.
Quotations by fax or by electronic means are acceptable.

7.
You quotation(s) should be submitted as per the following instructions and in accordance with the attached Contract. The attached Terms and Conditions of Supply is an integral part of the Contract.

(i) PRICES:  The prices should be quoted for delivery CIP Russia for imported goods or Ex-Works for domestically supplied goods plus the price of delivery to the place of destination, according to INCOTERMS, 2000. Prices can be quoted in any Bank member country currency, including Euro, but no more than three currencies. 

(ii) EVALUATION OF QUOTATIONS:  Offers determined to be substantially responsive to the technical specifications will be evaluated by comparison of their prices by converting their CIP/Ex-Works price (plus the price of delivery to the place of destination, including incidental charges such insurance, etc.) to the US dollar based on the selling exchange rate published by the Central Bank of Russia on the date specified in Paragraph 5  of this invitation for submission of quotations. 

In evaluating the quotations, the Purchaser will determine for each proposal the evaluated price by adjusting the price quotation by making any correction for any arithmetical errors as follows:


(a) where there is a discrepancy between amounts in figures and in words, the amount in words will govern;


(b) where is a discrepancy between the unit rate and the line item total resulting from multiplying the unit rate by the quantity, the unit rate as quoted will govern;


(c) if a Supplier refuses to accept the correction, his quotation will be rejected.

In addition to the quoted price, the evaluated price shall include :

· All custom duties, import and any other taxes or fees applicable for services, and

· Value Added Tax (VAT) in Russia if applicable.  

(iii) AWARD OF PURCHASE ORDER  The award will be made to the bidder offering the lowest evaluated price and that meets the required standards of technical and financial capabilities.  The successful bidder will sign a Contract as per attached form of contract and terms and conditions of supply. 

(iv) VALIDITY OF THE OFFER: Your quotation(s) should be valid for a period of forty five (45)  days from the deadline  for receipt of quotation(s) indicated in Paragraph 5 of this Invitation  to Quote.

8.
Further information can be obtained from:


Andrey S. Zaytsev

Lva Tolstogo street, 7-98, 119021 Moscow, Russia

Telephone:+7(963)7119154

E-mail: andrey.zaytsev@hotmail.com
9.
Please Confirm by Fax/ E-mail the receipt of this invitation and whether or not you will submit the price quotation(s).

Sincerely,

Andrey S. Zaytsev,

IUCN Consultant

TERMS OF REFERENCE (TOR)

Logistical services for seminars
  SERVICE:
IUCN ENPI/FLEG PROGRAM Russia seminars 


Program title: “Improving Forest Law Enforcement and Governance in the European Neighbourhood Policy East Countries and Russia” (ENPI-FLEG)

REPORTING RESPONSIBILITIES
:

	Direct Reporting Line
	Nature of services

	ENPI/FLEG IUCN Program Consultant(s) overseeing Russia
	Logistics organization for Russia IUCN ENPI-FLEG seminars in 2010-2011.

All administrative issues pertaining to these Terms of Reference


LOCATION – Russia, Moscow

DURATION – 9 monthS 

STARTING – SEPTEMBER 2010
BACKGROUND

This Program aims to support country-level implementation of the policy commitments of the 2005 St. Petersburg FLEG Ministerial Declaration in the Europe and North Asia (ENA) Region. This European Commission financed European Neighbourhood and Partnership Instrument – Forest Law Enforcement and Governance (ENPI-FLEG) Program will promote the development of improved forest law enforcement and governance arrangements in seven targeted countries: Armenia, Georgia, Azerbaijan, Moldova, Ukraine, Belarus and Russia. 

The Program’s core funding is provided through a grant agreement from the European Commission to the World Bank. The Program is being undertaken as a partnership among the World Bank, IUCN and WWF. IUCN and WWF will receive sub-grants from the World Bank and will be key implementation partners. Each of the three partnered Program implementation organizations will be responsible for its own set of specified Program activities and deliverables.

 Three broad categories of stakeholder groups will be targeted by the Program: government (line departments, parliamentarians, local authorities and the judiciary); civil society (NGOs, community organizations and forest-dependent communities); and the private sector (particularly timber companies). 

The Program will define the policy, legal, institutional and economic obstacles to improved forest governance (including the control of illegal logging and support of creation conditions,  needed for the legal forest resources usage,  including local population and  small business); test pilot innovative approaches to overcoming these obstacles; enhance the capacity of key stakeholders to implement forest governance reforms; and disseminate the lessons learned at national, regional and global levels. 

The Program will also contribute to the EU FLEGT Action Plan.  
The Program’s purpose is to contribute to ensuring that improved forest governance arrangements are in place in the forest sector and closely linked sectors through effective implementation of the ENA FLEG Ministerial Declaration (St. Petersburg Declaration 2005), involving governments, civil society and the private sector.

The Program’s specific objective is to contribute to legal and sustainable forest management and utilization practices and improved local livelihoods in the six ENPI East countries plus Russia. 

The Program’s results will be:

Result 1:  Increased awareness and commitment of key stakeholders on FLEG

Result 2:  Effective national and regional FLEG action processes in place

Result 3:  National ownership and capacity increased

Result 4:  Improved regional and sub-regional collaboration and knowledge sharing

Result 5:  Effective engagement of key trading partners

Result 6: Continuation of the formal official ENA FLEG process

Result 7: Sustainable forest management practices implemented

Tasks

In close cooperation and under supervision of ENPI-FLEG Country Program Coordinator and Russia Program Consultant(s) will be responsible for organizing four seminars for IUCN ENPI-FLEG Russia: 

· Organise the seminars for 30-35 participants each. 

For each seminar:

· Provide or rent the seminar hall which can host up to 35 people for up to two full working days with all necessary equipment including multimedia presentation system, whiteboards, flipcharts, etc. in accordance with the program of the seminar (will be elaborated by ENPI-FLEG consultants);

· Contact at least one week in advance with all Russian ENPI-FLEG seminar participants and ensure their timely arrival to the seminar.
· Organize and cover costs of seminars participants transportation to the seminar venue, lodging and catering during the seminar (35 persons);

· Produce the sufficient number of copies of seminar materials and distribute them at least 3 days in advance among seminar participants. Seminar materials will include all required hand-outs (max. 150 pages), stationery and multimedia materials on DVD’s. 

· Collect, digitize and distribute all materials produced on the seminar and create seminar summary among seminar participants within five working days after the seminar is over.

· Collect and transfer to the Country Program Coordinator and Russia Program Consultant(s) feedback and questions from the seminar participants within five working days after the seminar is over.

· Provide final report indicating all tasks completed, difficulties and deviations from the plan analysis. 

Minimun requirements and limitations for logistics provided

· Lodging for seminar participants if necessary should be provided in hotels of 3* category in single rooms with separate shower maximum of 30 min walking distance from the seminar venue.
· FB meals should be provided including warm food.

· Two coffee-breaks a day must be included in the seminar program

· Transportation should be organized preferably by surface means of travel (1-st class travel and business-class airtravel are not permitted) if travel takes less than 12 hours.

FIRM qualifications

The following specific qualifications must be met: 

· Legal entities registered at least 1 year ago are eligible.

· Proven experience in providing logistics for seminars and similar events. 

· Ability to accept funds directly from EU-registered Bank in European currency

· Proven ability to summarize the seminar outcomes.

· Established working relationships with travel agencies and different carriers.

Seminar Budget.

The maximum total budget of the seminars $ 25 000. Approximate budget breakdown is provided in Annex 1. The total budget can be increased under no circumstances.

Annex 1. Indicative budget breakdown for the seminar

1. Staff salary







$      2000

2. Participants travel (15 non-locals * $ 200) 



$      1500
3. Lodging (15 non-locals * 2 nights * $ 50)



$        750

3. Catering (35 persons * 2 days* $ 30)




$      1050
4. Communications and handouts




$        100

5. Meeting hall and equipment rent




$        240
6. Other costs incl. taxes






$        610
Total 









$      6250
FORM OF QUOTATION










_________, 2010

To: Andrey Zaytsev Russia ENPI-FLEG Consultant

Lva Tolstogo street, 7-98, 119021 Moscow, Russia
Tel. (963)7119154
e-mail: andrey.zaytsev@enpi-fleg.org
We offer to execute the Logistics organization of Russia IUCN ENPI-FLEG seminars in 2010-2011. (Ref. RUS/TR/AP/6) in accordance with the Conditions of Contract accompanying this Quotation for the Contract Price of $ 25000 (twenty five thousand US Dollars). We propose to complete the delivery of services described in the Contract within a schedule defined in the Contract. 

This Quotation and your written acceptance will constitute a binding Contract between us. We understand that you are not bound to accept the lowest or any Quotation you receive.

We hereby confirm that this Quotation complies with the Validity of the Quotation required by the proposal documents.

Authorized Signature:______________________________________

Name and Title of Signatory_________________________________




         _________________________________

Name of Supplier:_______________________________________

Address:
         _______________________________________



         _______________________________________

Phone Number         ___________________

Fax Number, if any  ___________________

Logistics Firm’s References

Relevant Services Carried Out in the Last Three Years

That Best Illustrate Qualifications
Using the format below, provide information on each assignment for which your entity, either individually as a corporate entity or within an association, was legally contracted.

	Assignment Name: 

_______________________________________________________

Location: 

_______________________________________________________

Name of Client: 
_______________________________________________________

Address and telephone:

_______________________________________________________

_______________________________________________________


	Professional Staff Provided by Your Entity (profiles): 

_______________________________

No of Staff-Months:
_______________________________

Approx. Value of Services

(in USD/or respective currency)




Entity’s Name:

Sample Format of Curriculum Vitae (CV)

Proposed Position:  

Name of Firm:  

Name of Staff:  

Profession:  

Date of Birth:  

Years with Firm/Entity:  
Nationality:  

Membership in Professional Societies:  

Detailed Tasks Assigned:  

Key Qualifications:

[Give an outline of staff member’s experience and seminar most pertinent to tasks on assignment.  Describe degree of responsibility held by staff member on relevant previous assignments and give dates and locations.  Use about half a page.]

Education:

[Summarize college/university and other specialized education of staff member, giving names of schools, dates attended, and degrees obtained.  Use about one quarter of a page.]

Employment Record:

[Starting with present position, list in reverse order every employment held.  List all positions held by staff member since graduation, giving dates, names of employing organizations, titles of positions held, and locations of assignments.  For experience in last ten years, also give types of activities performed and client references, where appropriate.  Use about two pages.]

Languages:

[For each language indicate proficiency: excellent, good, fair, or poor in speaking, reading, and writing.]

Certification:

I, the undersigned, certify that to the best of my knowledge and belief, these data correctly describe me, my qualifications, and my experience.


Date:  

[Signature of staff member and authorized representative of the firm]
Day/Month/Year
Full name of staff member:______________________________________

Full name of authorized representative: ____________________________

Cost Estimate of Services and Schedule of Rates

(1)
Remuneration
	Name
	Rate 
(per working day)
	Time spent (number of

working days)
	Total (currency)

	
	
	
	

	
	
	
	Sub-Total (1)


(2)
Reimbursables1
	
	Rate
	Calendar days
	Total

	(a)
International Travel
	
	
	

	(b)
Local Transportation
	
	
	

	(c)        Interpreter/Translation
	
	
	

	(d)
Per Diem
	
	
	

	
	
	
	Sub-total (2)


TOTAL COST _________________________

CONTRACT CEILING __________________

� Direct reporting lines indicate those staff members providing direct supervision. Additional reporting lines indicate accountability for particular functions or areas of work. Consultation, information sharing and other relationship lines are not indicated, as they are likely to be numerous.


1  	To include expenses for international travel, local transportation, interpretation/translation, per diem, visas, airport taxes, and other such travel related expenses as may be necessary; reimbursable at cost with supporting documents/receipts; except for per diem (which is fixed and includes cost of housing, meals and subsistence for the period spent in the country).





