Organisation & methodology
ANNEX III: Organisation & Methodology
[ref. no. of the call]

To be completed by the tenderer

Please provide the following information:
Rationale
· Any comments you have on the terms of reference for the successful execution of activities, in particular regarding the objectives and expected results, thus demonstrating the degree of understanding of the contract. Your opinion on the key issues related to the achievement of the contract objectives and expected results.
· An explanation of the risks and assumptions affecting the execution of the contract.
Strategy
The Tender must demonstrate a clear understanding of the objectives and assignments, project management, organisation of the project team and communication, work plan and timelines. The tenderer must submit its Technical Offer (maximum 30 pages) describing at least the following points:
· A detailed description of the organisational structure and project team proposed for the implementation of the Framework Contract (FWC), including operational arrangements that will ensure the timely and high-quality delivery of the services specified in Section 3 of the Terms of Reference;
· A description of the arrangements for the designation and continuous availability of a Project Manager (PM). In the case of a consortium, the PM shall be appointed by the Lead Consortium Partner. The PM shall act as the single point of contact and official interface with the CEFTA Secretariat and shall be responsible for overall coordination of all services under the FWC;
· A comprehensive description of the project management methodology to be applied, including coordination of tasks with subcontractors (where applicable), allocation and coordination of required expertise, scheduling and timeline management and mechanisms for ensuring timely implementation of activities;
· A description of the internal and external technical and professional expertise to be mobilized for the implementation of the contract, demonstrating adequate capacity and experience;
· A description how the tenderer will manage the information flow during the stages of meetings preparation and organization, during the meetings and reporting after the meeting, to keep the CEFTA Secretariat and all parties involved well informed and to ensure quality performance;
· A description of the operational capacity to manage multiple assignments simultaneously, including the organisation of separate meetings in parallel without compromising service quality;
· A description of the measures ensuring availability and continuity of services, including during peak periods, under short notice, and in situations where multiple requests are submitted concurrently by CEFTA;
· A description of the criteria and procedures for the selection and monitoring of subcontractors, ensuring reliability, technical competence, financial stability, and compliance with contractual obligations;
· A description of the risk management framework, including identification of potential risks, preventive measures, risk-control mechanisms and risk-response strategies;
· A description of the arrangements ensuring consistency and continuity of management from planning to execution, including handover procedures, back-up arrangements for key personnel and contingency planning measures;
· A description of the response time standards and procedures that will ensure the Tenderer’s capacity to respond promptly and effectively to requests from CEFTA;
· A description of the proposed cancellation policy applicable to events or packages of events, including measures to mitigate financial exposure and ensure flexibility;
· A description of the geographical coverage and operational capacity to deliver the services covered under the FWC at European and international levels;
· The Curriculum Vitae (CV) of the proposed Project Manager and CVs of key team members assigned to the contract;
· A list of proposed hotels located in the capitals of the CEFTA Parties (minimum two proposals per capital city) and in Brussels (minimum two proposals), within walking distance of the CEFTA Secretariat, including indicative preferential rates and available meeting facilities.
 Support facilities, subcontracting and capacity providing entities
· A description of the support facilities that the contractor will provide to the team of experts during execution of the contract. The back-up function will be assessed in the evaluation and should be carefully explained in the organisation and methodology, including the list of perspnnel, units, capacity of permanent personnel regularly intervening as experts on similar projects, provision of expertise in the region/country or origin as well as partner countries, organisational structure, etc. which are supposed to ensure that function, as well as the available quality systems and knowledge capitalisation methods and tools, within the respective members of the consortium. 
· A description of any subcontracting arrangements with a clear indication of the tasks that will be entrusted to subcontractors and a statement by the tenderer guaranteeing the eligibility of subcontractors.
involvement of all members of the consortium and capacity providing entities
· If a tender is submitted by a consortium, a description of the input from each member of the consortium and the distribution and interaction of tasks and responsibilities between them. Furthermore, the involvement of all members of the consortium will be considered added value in the tender evaluation. If the tender is submitted by a single company, the total of available points for this part in the evaluation grid will be allocated.
· If the tenderer relied on the capacity of other entities to fulfil the technical and professional criteria, a description on the involvement of those entities for performing the services for which their technical and professional capacities are required must be provided. Evidence of the involvement of the capacity providing entities should be demonstrated through a written commitment made by the capacity providing entities.
· If the tenderer relied on the capacity of other entities to fulfil the economic and financial criteria, a description on the involvement of those entities establishing their joint liability for the performance of the contract must be provided. Evidence of the involvement of the capacity providing entities should be demonstrated through a written commitment made by the capacity providing entities.
Timetable of work
· The timing, sequence and duration of the proposed tasks. The identification and timing of major milestones in executing the contract, including an indication of how the achievement of these would be reflected in any reports, particularly those stipulated in the terms of reference.
· The methodologies contained in the offer should include a work plan indicating the envisaged resources to be mobilised. 
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