INSTRUCTIONS TO THE TENDERS
REFERENCE: “Technical assistance for the development and implementation of Capacity Building and Coaching for FSTP Beneficiaries (May–December 2025) - YOU(th) CARE”.
Location: Czech Republic 
When submitting their tenders, tenderers must follow all instructions, forms, terms of reference, contract provisions and specifications contained in this tender dossier. Failure to submit a tender containing all the required information and documentation within the deadline specified may lead to the rejection of the tender.
These instructions set out the rules for submitting, selecting and implementing contracts financed under this call for tenders, in conformity with the practical guide, (available on the internet at this address: https://wikis.ec.europa.eu/display/ExactExternalWiki/ePRAG).
1. Services to be provided
The services required by the contracting authority are described in the terms of reference. They are set out in Annex II to the draft contract, which forms Part B of this tender dossier.
2. Timetable
	Event
	Date

	Deadline for submission of tenders
	

	Deadline for completion of tender evaluation
	

	Notification of contract award
	

	Signing of contract
	

	Start of implementation
	


3. Participation
Subcontracting is permitted. The successful tender signing the contract shall maintain full responsibility to the awarding administration for the proper implementation of the contract. The tender must clearly specify its intention to subcontract one or more parts of the contract in the methodology section and in the bid submission form. Entities to be subcontracted must be eligible and not subject to any cause for exclusion.
4. Origin
Not applicable.
5. Contract Type
Unit Price.
6. Currency
The tender must be submitted in EUROS.
7. Lots
The procedure is not divided into lots.
8. Period of validity
The tender shall be send to the contracting authority for a period of 90 days from the deadline for submission.
9. Language of the tender
The tender must be written in English.
10. Submission of the tender
The tender must be sent to the contracting authority before the deadline indicated in the invitation to tender. It must include all the documentation mentioned in point 11 of these instructions and be sent to the following e-mail addresses: karolina@ekumakad.cz
Specific instructions for sending:
- The subject of the mail must be: Ekumenická akademie_YC_CB-CoachingFSTP_01
Attachments must be duly completed and signed, including the technical and financial offer, as indicated in the following sections.
11. Contents of the tenders
The tender must include a technical and financial offer
    11.1 Technical tender
        Must include the following documents:
 1. Signed and completed technical tender, with notes in column 4 if applicable, using Annex 4, together with the CV of the expert person proposed for the execution of the contract.
2. Tender form and signed declaration, using the format in Annex 6, for each legal entity and any potential subcontractor.
3. Financial Identification Form (Form 6.1), with the data of the bank account where the payments will be made in case the tender is accepted.
4. Legal Identification Form (Form 6.2): Sheet 1, if it is an entity of private law; Sheet 2, if it is a natural person.
     11.2 Financial offer
The financial offer must be submitted with a specific amount in Euros, using the Annex 5 - Financial offer.
The offer must include VAT and other possible additional charges.
The maximum budget available for this contract, as indicated in the call for proposals, is EUR 2500 Payments shall be made in Euro.
12. Taxes and other charges
VAT must be included in the financial offer and will be considered a cost within the offer submitted.
13. Additional information
Not applicable.
14. Information meeting
Not applicable.
15. Modification of the tender
The tender may not be withdrawn during the period between the deadline of submission and the expiration of the bid validity period.
16. Tender preparation costs
No costs incurred for the preparation and submission of the tender will be reimbursed.
17. Ownership of tenders
The contracting authority shall be the owner of the tenders received during this procedure. Consequently, the organization shall not be entitled to the return of its tender.
19. Consortium or joint ventures
Not applicable.
20. Tender opening
The bid opening shall serve to verify whether the bid has been submitted in accordance with requirements. Any attempt by the tender to influence the evaluation process, to obtain information about the tender or to influence the awarding administration will result in immediate rejection of the tender.
Tenders received after the deadline for submission indicated in the solicitation or at these instructions, without written justification and submitted before the deadline, will be rejected and will not be evaluated.
21. Tender Evaluation
20.1 Evaluation of Administrative Compliance
The criteria for administrative compliance are detailed in the table at Administrative Compliance (Annex 9). The tender must comply with these criteria; otherwise, it will be rejected.
20.2 Technical conformity evaluation
The awarding administration will verify the conformity of the technical offer (Annex 4) and the CVs of the expert persons proposed for the execution of the contract with the Terms of Reference (Annex 3).
20.3 Financial evaluation
If the tender meets the administrative and technical criteria, the financial evaluation will be carried out at to verify that the financial bid (Annex 5) complies with the maximum established budget (2500).
20.4 Award Criteria
The award of the contract will be made to the organization whose tender is administratively, technically and financially responsive.
21. Notification
By submitting the tender, the company agrees to receive communication of the result of the procedure by e-mail or in person. The notification is deemed to have been received on the date on which the awarding administration sends it to the e-mail address indicated in the tender or signs a letter of acceptance in person.
22. Signing of the contract
The contracting authority reserves the right to modify the quantities specified in the bid by ±100% at the time of signing the contract and during its term. However, the total value of the contract may not vary by more than 25% from the original financial tender. The unit prices indicated in the tender shall apply.
The successful tender must sign and date the contract within 10 days of receipt and return it to the awarding administration. Once signed, the successful organization will become the contractor and the contract will become effective. Failure to comply with this provision may result in cancellation of the award.
23. Warranty
Not applicable.
24. Ethical Clauses and Code of Conduct
Not applicable.
24.1 Absence of Conflict of Interest
The candidate must not have relationships with parties involved in the project that may generate a conflict of interest.
Any attempt by the candidate to obtain confidential information, to establish illicit agreements with other candidates or to influence the awarding administration will result in immediate exclusion from the bid.
24.2 Respect for human rights, environmental legislation and labor rights
The candidate and its team shall respect human rights and the regulations of protection of personal data. The successful tender shall comply with environmental legislation and multilateral environmental agreements, as well as with the minimum labor standards defined by the International Labor Organization (ILO), including:
· Freedom of association and collective bargaining.
· Elimination of forced or compulsory labor.
· Abolition of child labor.
· Zero tolerance for exploitation, violence and sexual harassment
· Any type of physical violence, punishment, threats, sexual abuse, exploitation, verbal harassment or any other form of intimidation is strictly prohibited.
24.5 Violation of legal obligations, irregularities or fraud
The awarding administration reserves the right to suspend or cancel the tender if any violation of legal obligations, irregularities or fraud is detected during the procedure. If such acts are discovered after the award, the administration shall refuse to conclude the contract.
25. Cancellation of the procedure
If the contracting authority decides to cancel the tender procedure, it shall notify the organization. If the cancellation occurs before the opening of the tender, it shall be returned.
Cancellation may occur in the following cases:
· Unsuccessful tender: no conforming tenders are received in terms of quality or finances, or there is no response from invitees.
· Substantial changes in the economic and technical aspects of the project.
· Exceptional circumstances or force majeure that make it impossible to execute the contract.
· Exceeding the budget available for the project.
· Violations of regulations, irregularities or fraud affecting the fair competition.
· Failure to comply with the principle of sound financial management, i.e. when the award does not respect the principles of economy, efficiency and effectiveness (e.g. if the awarded price is disproportionate in comparison with the market).
The contracting authority shall not be liable for any damages of any kind (including damages for loss of profit) that may arise due to the cancellation of the tender, even if the bidder had warned about possible losses.
26. Complaints
If a tender considers that he has suffered a loss due to an error or irregularity in the procedure, he/she should inform the contracting authority before to go to court, with the aim of trying to reach an amicable solution.
