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TECHNICAL SPECIFICATION OF THE EVENT ORGANIZATION SERVICES FOR PROJECTS IMPLEMENTED BY CPVA IN UKRAINE


1. PROCUREMENT OBJECT

1.1. The procurement object is the standard event and high-level event organization services for projects implemented by CPVA (the Contracting Authority) in Ukraine (hereinafter referred to as the Services).
1.2. Standard event organisation services (hereinafter referred to as "services") means services for the organisation and execution of the events referred to in point 2.2, organised in the framework of projects implemented by the Contracting Authority. Such events may involve representatives of the Contracting Authority, representatives of institutions of the Republic of Lithuania, representatives of Ukraine, and/or representatives of international institutions. Also, events where only specific services are provided, such as conference hall rent, catering, translation services, organisation of the presentation of publicity merchandise at events organised by the Contracting Authority, social and cultural programme services, or similar services.
      High-level event organisation services (hereinafter referred to as "services") mean services for the organisation and execution of high-level events referred to in point 2.3, organised within projects implemented by the Contracting Authority. Such events involve senior officials, heads of institutions, high-level representatives of Ukraine and/or the Republic of Lithuania, as well as representatives of international organisations or other states. These events require enhanced protocol, security, coordination, and representation standards appropriate to their official status. Services may include full-scope event management or specific components necessary to ensure the proper organisation and implementation of such high-level events.
1.3. Projects currently being implemented by the CVPA in Ukraine: "Support to Public Financial Management in Ukraine" (https://eu4pfm.com.ua/) and "EU Integration Support Programme for Ukraine" (https://ukraine2eu.eu/). Additional information on these and other ongoing projects can be found here:  https://cpva.lt/en/programme/rebuilding-ukraine/ongoing-projects. Additional projects may arise during the contract's implementation period.

2. SCOPE OF APPLICATION OF THE PROCUREMENT OBJECT 

2.1. The services will have to be provided at any location in the territory of Ukraine (indoors, public spaces, in the city, in the countryside). 
2.2. Types and forms of standard events:
2.2.1. preliminary number of events during the 24-month contract period: 90.
2.2.2. preliminary types of events: round table discussions, workshops, trainings, seminars, conferences, study visits inside the country, site opening events, etc.;
2.2.3. preliminary number of events by number of participants:
	Number of participants
	Preliminary number of events during the period of the contract (24 months)

	from 100 
	10 % of all events

	from 50 to 99
	10 % of all events

	up to 20
	20 % of all events

	from 21 to 49
	60 % of all events


2.2.4. preliminary format of the event: contact (offline), virtual (online), hybrid;
2.2.5. preliminary locations: in Kyiv (about 80% of events), in other cities of the country (about 20% of all events).
2.3. Types and forms of high-level events:
2.3.1. preliminary number of events during the 24-month contract period: 26.
2.3.2. preliminary types of events: conferences, high-level meetings, project opening/closing events, official visits, etc.;
2.3.3. preliminary number of events by number of participants:
	Number of participants
	Preliminary number of events during the period of the contract (24 months)

	from 100 
	10 % of all events

	from 50 to 99
	10 % of all events

	up to 20
	20 % of all events

	from 21 to 49
	60 % of all events


2.3.4. preliminary format of the event: contact (offline);
2.3.5. preliminary locations: in Kyiv (about 80% of events), in other cities of the country (about 20% of all events).
2.4. The goods required for the performance of the contract for the Ukraine2EU and EU4PFM projects implemented by CPVA must comply with the requirements set out in Article 11(3) of Regulation (EU) 2024/79 of the European Parliament and of the Council establishing the Ukraine Facility, this is all supplies/goods and materials financed and procured shall originate from Member States, Ukraine, Western Balkan partners, Georgia and Moldova and Contracting Parties to the Agreement on the European Economic Area or and other countries provided for in Article 11 of this Regulation. This Regulation is published in English at the following address: https://eur-lex.europa.eu/eli/reg/2024/792/oj?eliuri=eli%3Areg%3A2024%3A792%3Aoj&locale=en. These requirements may also be relevant for other projects. The CPVA will inform the supplier in advance about the need for such goods for the performance of the contract. The supplier will be required to submit documents along with the goods proving that the goods comply with the requirements of Article 11 of this Regulation.


3. PRELIMINARY VOLUMES OF THE PROCUREMENT OBJECT

3.1. The types, forms and quantities of events specified in Clause 2.2 are indicative, provisional and subject to change during the performance of the Contract in accordance with the needs of CPVA.
3.2. The estimated duration of the Services shall be 24 months from the date of entry into force of the contract, or until the value of the contract is reached, whichever occurs earlier.
3.3. The Services will be ordered as needed, and detailed information and requirements for the Services to be procured will be provided at the time of each specific Service order.

4. REQUIREMENTS FOR THE PROCUREMENT OBJECT

4.1.  The pricing of services is structured in three parts:
4.1.1. reimbursement of actually incurred costs of Services provided by third parties as listed in point 4.2.2 of the Technical specification; 
4.1.2.  the supplier's commission fee for third-party services in accordance with point 4.2.2 of the Technical specification, as specified in the Tender form;
4.1.3.  the costs for services provided under article 4.2.1 and, in cases where services listed in article 4.2.2 are directly provided by the Supplier. These costs will be paid at prices not exceeding market rates, as specified in the price list provided by the Supplier and aligned with the cost estimate for the event prepared and agreed with the Contracting Authority. The commission fee outlined in article 4.1.2 does not apply to these costs.
4.2. Event organisation services, which vary according to the needs of the event, include the following services:
4.2.1. Event organization servises:
4.2.1.1. event planning consultancy services.
4.2.1.2. event programme, concept, artistic solutions, script development services and the coordination with the various parties concerned.
4.2.1.3. organisation of a cultural programme for the participants, e.g. booking of guides, excursions, tickets for attractions and cultural events, etc.
4.2.1.4. coordination of the event programme (at least one project coordinator and/or at least one technical staff member must be present throughout the event if required).
4.2.1.5. ordering and coordination of event photography services.
4.2.1.6. ordering and coordination of translation services to and from foreign languages for the event; ordering of the equipment needed for translation (interpretation booth, headphones, microphones, etc.).
4.2.1.7. search, coordination and ordering of a technical support team for the virtual event (responsible for the smooth operation of the meeting platform, connection of participants, translators to the platform, creation of separate discussion rooms, etc.).
4.2.1.8. drafting and sending the text of the invitations to the event to the participants.
4.2.1.9. clarification (by telephone, e-mail) of the list of invited participants compiled by the Contracting Authority and compilation of a final list of participants, and if the Contracting Authority does not provide a list of invited participants, compilation of a list of participants according to the actual registration of participants.
4.2.1.10. ordering, logistics, coordination of the creation and production services of office and advertising materials (e.g. content and audio visualizations of invitations, apps, prizes, shared materials and other tools) needed for the event.
4.2.1.11. ordering and organising/co-ordinating catering services for the participants (coffee breaks, lunches, dinners, drinks and food, official receptions (banquets/furquets)).
4.2.1.12. organisation and execution of pre-registration services for event participants.
4.2.1.13. organisation and services for the registration of event participants.
4.2.1.14. preparation and sending of invitation/registration confirmations and reminders to final Event participants by e-mail which are agreed in advance with the Contracting Authority.
4.2.1.15. airport/hotel/venue pick-up, escort, drop-off, other similar services.
4.2.1.16. ordering, distribution of participant cards, handouts, stationery and similar services.
4.2.1.17. distribution of participant cards, shared materials, office accessories and similar services as needed.
4.2.1.18. consultation of participants on organisational issues of the event, other similar services.
4.2.1.19. Coordination of the Event progress, organisational and technical support (e.g. technical staff, assistants to coordinate the activities of participants or programme performers
4.2.1.20. finding, booking and coordinating the participation of moderators, speakers, performers, presenters, hosts.
4.2.1.21. searching for, ordering, hiring of production facilities/inventory required for the event.
4.2.1.22. ordering services for the event's technical support (stages, furniture, sound, lighting, live streaming, remote connections, electrical equipment, video equipment, and other equipment).
4.2.1.23. venue, hall and room selection and reservation services.
4.2.1.24. venue preparation services - checking the suitability for use of the venue equipment, structures, furnishings or decor (including furniture) and other tools, supplies or inventory, and arranging them in accordance with the requirements of the Contracting Authority. If necessary, the venue shall be adapted to the needs of disabled persons. 
4.2.1.25. search, ordering and coordination of event maintenance service providers (e.g. catering, transport, logistics, hygiene facilities, medical assistance, etc.).
4.2.1.26. cleaning of the venue during the event, in the event of a minor incident or other necessity, and additional cleaning of the venue after the event.
4.2.1.27. all expenses of the supplier (travel, accommodation, meals).
4.2.1.28. search, ordering and coordination of other services and goods as required by the specifics of the Event and directly related to the event.

4.2.2. Services and tools (services of third parties):
4.2.2.1. transport, logistics provision of services.
4.2.2.2. costs of renting the venue, hall, premises.
4.2.2.3. event equipment rental and maintenance costs; filming, broadcasting, photography costs.
4.2.2.4. cost of venue furnishing, decoration services.
4.2.2.5. the cost of catering services (coffee breaks, lunches, dinners, drinks and food, official receptions (banquets/furquets)) for the participants of the event.
4.2.2.6. interpretation and translation costs.
4.2.2.7. costs for the preparation and/or production of promotional/publicity material for the events.
4.2.2.8. costs of photography and filming services for the event.
4.2.2.9. the cost of accommodation (in accordance with the Contracting Authority's needs, scope and characteristics) in hotels and/or other facilities (for participants and/or speakers).
4.2.2.10. costs of stationery for events.
4.2.2.11. costs of providing the event's socio-cultural programme.
4.2.2.12. costs for the preparation and implementation of a public relations plan and measures for the event.
4.2.2.13. costs for the development of advertising/publicity material for the event.
4.2.2.14. costs of travel arrangements for participants in the event.
4.2.2.15. booking and costs of a virtual event platform.
4.2.2.16. costs of event host/moderator, event speakers.
4.2.2.17. virtual event technical team services.
4.2.2.18. event inventory, hygiene products, decorations, prizes, shared materials, production of advertising materials, invitations, posters, and other tools necessary for the event.
4.2.2.19. ambulance, lifeguard and security services during the event.
4.2.2.20. compensation costs for participants for transportation or similar cost.
4.2.2.21. cleaning services after the event.
4.2.2.22. Other services of third parties and/or goods required by the specifics of the event.
4.2.2.23. other services not directly related to the event and required by the specific nature of the event, the total value of which may not exceed 10 (ten) per cent of the value of the contract price in euro excluding VAT.

4.3. The team the of Service Provider shall compose of:
4.3.1. an event organization manager responsible for event organization, coordination, service quality, and control, ensuring that the contract is properly executed.
4.3.2. creative manager, who will be responsible for the development and execution of the creative concept of the event;
4.3.3. event coordinator, who will be responsible for organising the event, coordinating the personnel.
4.4. Preliminary price for the services and tools foreseen in the Section 4.2.2 to the Technical Specification will compose about 90% of the Contract value.
   4.5. The Supplier shall be responsible for searching, ordering, coordinating, monitoring the quality of the services and facilities directly related to the event, ensuring compliance with representational  requirements, administration and documentation of all the services and facilities directly related to the event.
	4.6. The contracting authority shall carry out continuous quality control and shall have access to all subcontractors who will provide services. If they fail to meet the quality, representation requirements, the contracting authority shall have the right to require them to be replaced by other subcontractors.


5. PROCEDURE AND TERMS FOR THE PROVISION OF SERVICES

5.1.  The services of the Service Provider are ordered by email, with information about each service separately - specifying the purposes, target audience, situation analysis, budget, and other relevant information.
5.2. Upon receipt of a request, the Service Provider must respond within 1 business day to confirm the receipt of the request.
5.3. Taking into account the nature, scale and other circumstances of the Event, in order to determine sufficient preparation for the provision of services and the term of service provision, the Contracting Authority submits the order for services immediately as soon as the need for services becomes clear, but not later than in 14 (fourteen) calendar days before planning a physical or hybrid event and not later than in 5 (five) calendar days when planning a virtual event. In exceptional cases, order can be made in at least 3 (three) calendar days before the planned start of the Event.
5.4. The Service Provider shall provide an estimate of the services to be provided for the ordered Event not later than within 2 (two) business days after the date of placing the Order, at the time of planning of the Event, which shall include the number of hours needed for project manager and/junior project manager and/or creative director, the details of the services (terms and means) and the costs associated with the execution of the Order. The number of hours needed for project manager and/junior project manager and/or creative director foreseen in the invoice shall not be higher than the number agreed in the Order.
5.5. The execution of the Order may only commence upon receipt of the written (by e-mail) confirmation of the Contracting Authority of the adequacy of the estimates, service plan, terms and means.
5.6. Coordination and adjustment of the means for the implementation of the Event may take as long as the Contracting Authority deems necessary.
5.7. The Service Provider must agree all solutions related to the provision of the services with the Contracting Authority and eliminate any defects caused through the fault of the Service Provider at the expense of the Service Provider within 3 (three) business days. A service provided at the initiative of the Service Provider, without the agreement of the Contracting Authority, shall not be considered as the subject of the Contract and will not be paid for.
5.8. The Service Provider must be able to organise and manage several events/event orders in different areas of the country simultaneously.
5.9. If necessary, services must also be provided on non-working days and public holidays and during non-working hours at no extra fee.
5.10. The Service Provider shall be directly responsible for the services provided by the subcontractors or third parties used to provide the services and for the quality of the services and shall be liable to indemnify the Contracting Authority against any losses arising therefrom. 
5.11. When searching, interviewing and selecting the third parties necessary for the execution of the order, the Service Provider must ensure that the third parties have the right to carry out the specific activities (have the necessary valid permits, licences, other administrative documents).
5.12. The prices of the services and goods referred to in the Article 4.1.2 of this Technical specification shall comply with the market prices and shall be agreed with the Contracting Authority, providing the supporting documents, and, at the request of the Contracting Authority - proposals of at least 3 (three) (if possible) third parties and other information.
5.13. The prices of the services and goods referred to in the Article 4.1.2 of this Technical specification and agreed by the Contracting Authority as foreseen in the Article 5.12 of the Technical Specification will be paid by the Contracting Authority after the event as indicated in the Contract provisions regulating payments.
5.14. In order to rationalise the use of funds, at the request of the Contracting Authority, the Service Provider shall organise tripartite negotiations between the Contracting Authority, the Service Provider and a third party on the terms and conditions for the provision of the services and (or) the supply of the goods, the prices, the option of applying discounts or support, etc.
5.15. If the Contracting Authority finds another third party that can provide the Services at a lower cost than the third parties offered by the Service Provider, the Contracting Authority shall have the right to require the Service Provider to procure the Services from the third party identified by the Contracting Authority.
5.16. All charges related to the procurement of services from third parties, including transport and insurance charges, shall be included in the costs of the third parties and (or) the Service Provider.
5.17. The Service Provider shall in all cases inform the Contracting Authority promptly of events and (or) facts that affect or may affect the quality of the services provided and shall consult on further actions.
5.18. In order to ensure the successful and smooth organisation and execution of the events, the Service Provider shall cooperate with other suppliers of the Contracting Authority in the supply of goods, provision of services and performance of works necessary for the organisation of the specific event under other public procurement contracts of the Contracting Authority.
5.19. The Service Provider must provide the high-quality services appropriate to the level, nature and specificity of the event. During the event, high-quality and advanced organisational equipment, information technologies, other equipment, structures, tools and inventory must be used, and a safe and healthy environment for the event participants and organisers must be ensured. The Supplier shall be responsible for compliance with all the requirements of occupational health and safety and fire safety legislation, as well as other legislation governing the installation of stages, electrical safety, working at height, and other work during the execution of the contract, both during the installation and during the event.
5.20.  The Service Provider must appoint a specialist directly responsible for the execution of the Contract (including, but not limited to, coordinating the provision of services related to the organisation of events and maintenance) and must ensure a sufficient number of personnel to provide the services specified in this Technical Specification in a timely and high-quality manner.
5.21. If, during the execution of the order, the Contracting Authority makes substantial changes or additions to the order, the term for the provision of the Services, as agreed with the Contracting Authority, may be extended upon agreement between the parties, and the estimate may be adjusted accordingly.
5.22. The Service Provider shall, at its own expense, indemnify the Contracting Authority against any claims, losses arising from the actions or negligence of the Service Provider or third parties in the performance of the Order, including any violation of any legal act, unauthorised use of patents, trademarks, other intellectual property or infringement of the rights of any person.
5.23. The Service Provider must stipulate in contracts and (or) agreements with third parties for the services and (or) goods which acquisition to be reimbursed under the reimbursement procedure that all copyrights arising in connection with the provision of the services to the Contracting Authority shall be owned by the Contracting Authority (unless this is not possible due to legal requirements or other circumstances beyond the control of the third party).
5.24. The Service Provider is fully responsible for the provision of the Services (including the services of third parties).
5.25. At the request of the Contracting Authority, the Service Provider undertakes to provide the Contracting Authority (by e-mail) with written reports on the interim results of the provision of the Services, in accordance with a timetable agreed between the Parties in advance. 
5.26. The Service Provider shall be obliged to collect and systemise detailed data on the services provided by type of service, event location, number of participants, volume, amounts paid, etc., and to provide them to the Contracting Authority upon request within 5 (five) business days from the date of receipt of the request.
5.27. Dress and behaviour requirements for the personnel of the Service Provider:
5.27.1. The Service Provider must ensure that the personnel responsible for the event are dressed in a formal and tidy manner, and that they interact with the participants in a helpful and friendly manner;
5.27.2. The Service Provider must ensure that the personnel providing event-related services have a good knowledge of the native language of the country (at least C1 level) and English (at least B1 level).
5.28. Services are deemed to have been duly provided when the following conditions are met:
5.28.1. An order is executed in a timely manner and to the best quality (content and form) in accordance with the terms and conditions set out in the order and contract.
5.28.2. Up on request of the Contracting Authority, submission of an event Evaluation Report (the requirement is determined in the TS of each specific purchase) within 7 (seven) business days (the exact term is determined in case of each procurement in the technical specification (hereinafter referred to as the TS) after the event, which would consist of an analysis of the opinion of the participants of the event (based on evaluation questionnaires collected during or after the event), proposals for the improvement of other events, completed participant registration lists with signatures of participants (original) (the requirement is determined by the TS of each specific procurement), completed participant questionnaires (originals) or in electronic form, photos of the event (if applicable). The report must be submitted to the person of the Contracting Authority person responsible for the contract by e-mail.
5.28.3. The supplier must clean up the site after the event.
5.28.4. The CPVA shall provide the Supplier with the final number of event participants requiring catering services no later than two working day prior to the event. The Supplier shall be paid for catering services based on the final number of participants communicated by CPVA within this deadline.
5.28.5. The Supplier must be familiar with and take into account the security situation in Ukraine at the time of the event, and take this into account in the provision of the services, as appropriate, as well as the local administrative system, the authorisation procedure (if applicable), supply chains, logistical and security risks, and the cooperation with local authorities. The supplier shall be aware of working conditions in the event of martial law, weather alerts, movement restrictions and power supply restrictions.







__________________




