
  

 

 
 
 
 
 
 

Invitation to Quote (ITQ) 
 

Date: March 13, 2019 
 
 
The TB Europe Coalition (“TBEC”), non-profit foundation registered in the Netherlands, 
intends contract a company for provision of logistical and administrative support in the 
organization of a series of national and international events (trainings, workshops, 
conferences, etc.) 
 
Services will include but not be limited to:  

 Select event venue; 
 Select the hotels for accommodation; 
 Provide meals for all participants; 
 Ensure the invitation of the participants (participants to be informed three (3) 

weeks in advance on the event details: agenda, dates, venue); 
 Prepare (edit, print or copy on CD or flash drive) trainings’ materials for each 

participant; 
 Provide each participant with event materials; 
 Provide necessary IT equipment for the event; 
 If applicable, provide the reimbursement of the travel costs for participants from 

regions; 
 Develop and print certificates for training participants 

 
1. You are invited to submit your price quotation(s) for the services mentioned above. 

 
2. The contract will be awarded to the company offering the lowest evaluated price and 

meeting the following requirements: 
 The company should have at least four years’ experience in organizing of events for 

twenty (20) and more participants at the national and international level (with the 
list of countries where events were held) ; 

 At least four years’ experience providing services for international organizations; 
 Due to the fact that TBEC projects are funded by different donors and are subject to 

different tax regimes, and the main programs require exemption from VAT, the 
following types of cooperation are possible: 
- agreements with Individual Entrepreneur on the third group with the application 
of the simplified taxation system (5% of the single tax) do not require exemption 
from VAT and provide the opportunity to work on all programs and projects; 
Price Quotations may be submitted by Individual Entrepreneur itself as well as by 
the company Individual Entrepreneur affiliated with. 

 Legal entity under the legislation of Ukraine. In case if the company is planning to 
provide services, including the involvement of business entities affiliated with the 
company (for example, individual entrepreneurs), it is necessary to provide data on 
such individual entrepreneurs. The affiliation of such parties must be confirmed by 
the official letter of the company. 
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 Availability of own resources necessary for the provision of services (managerial 
and service personnel, transport and technical facilities, etc.); 

 % from the estimated budget for event and other prices must be unchanged (except 
for the change for reduction) for the entire term of the contract 

 Proficiency of the staff in Russian and English.  

The company should be able to perform the entire assignment. 

 
3. Your price quotation in the form attached should be submitted electronically to Anna 

Medvedenko, Administrative Officer, TBEC, at the following address 
medvedenko@tbcoalition.eu  

 
4. The deadline for receipt of your quotation(s) by e-mail indicated in paragraph 3: 

March 22, 2019, 6 PM o’clock, Ukraine local time. Late quotations will be rejected. 
 

5. Your quotation in Ukrainian or English should be accompanied by the following 
documents: 

 Company profile indicating experience in the requested field and describing 
how your company meets requirements in paragraph 2 above; 

 Information about availability of own resources necessary for the provision of 
services; 

 The list of the largest customers during the 2017-2018;  
 Information on events for more than twenty (20) participants organized by 

your company; 
 Registration Certificate; 
 License (if applicable) 
 Letters of recommendation for 2017-2018 from companies / organizations (at 

least two). 
 

6. The evaluation of the price quotations will be conducted through shopping procedures 
set out in the World Bank’s Guidelines: Procurement under IBRD Loans and IDA 
Credits, current edition, Para. 3.5 “Shopping”. 

 
7. Your quotation should be submitted as per the following instructions and in 

accordance with the attached Price Quotation Form.  
 
Please fill in and sign the attached Price Quotation Form and return them to the 
TBEC including all the documents require in paragraph 5. 

 
(i)  PRICES: The prices should be quoted in percentage (%) from the estimated budget 
for events.   
 
(ii) EVALUATION OF QUOTATIONS:  Offers determined to be substantially responsive 
to the requirements mentioned above will be evaluated by comparing their prices.  
 
(iii) AWARD OF PURCHASE ORDER:  The award will be made to the company offering 
the lowest evaluated price and that meets the required.   

 
(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 4 of 
this Invitation to Quote. 
 

mailto:medvedenko@tbcoalition.eu
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8. Further information can be obtained from: 
Anna Medvedenko, Administrative Officer, TBEC  
Tel: + 380661908924 
E-mail: medvedenko@tbcoalition.eu  
 
 

9. The Bidder is expected to examine all instructions, forms, terms, and requirements in 
the Invitation to Quote.  Failure to furnish all information or documentation required 
by the Invitation to Quote may result in the rejection of the quote. 

 

10. A prospective bidder requiring any clarification of the Invitation to Quote shall contact 
the TBEC via e-mail specified in the Paragraph 8. TBEC will respond in writing to any 
request for clarification, if such request is received no later than three (3) calendar days 
prior to the deadline for receiving of quotes. 
 

11. At any time prior to the deadline for receiving of quotes, the TBEC may amend the 
Invitation to Quote by issuing addendum. Any addendum issued shall be part of the 
Invitation to Quote and shall be communicated in writing to all who have obtained the 
Invitation to Quote directly from the TBEC. 

 

12.  The bidder shall bear all costs associated with the preparation and submission of its 
quote, and the TBEC shall not be responsible or liable for those costs, regardless of the 
conduct or outcome of the bidding process. 
 

13. The TBEC reserves the right to accept or reject any quote, and to annul the bidding 
process and reject all quotes at any time prior to contract award, without thereby 
incurring any liability to bidders.  

 
 

 
Sincerely, 

 

      
 
 

Yuliya Chorna 
Executive Director 

 
 

mailto:medvedenko@tbcoalition.eu
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Price Quotation Form 
 

Project Name: All TBEC’s projects 
Purchaser: TB Europe Coalition 
 
1. Price 
 

№ Service 
 

Price 

% from the estimated budget for event 

1 

Logistical and administrative support to the 
organization of a series of national and 
international events in accordance with 
TBEC projects’ activities  

 

 
2. Fixed Price: the price indicated above are firm, fixed, and not subject to any adjustment 

during contract performance.  
 

3. Duration of Services: Services are required during the period commencing April 5, 
2019, and continuing through December 31, 2019, or any other period as may be 
subsequently agreed by the parties in writing. 
 

4. Applicable Law: The Contract shall be interpreted in accordance with the laws of the 
TBEC’s country. 

 
5. Resolution of Disputes: The TBEC and the Contractor shall make every effort to resolve 

amicably by direct informal negotiation any disagreement or dispute between them 
under or in connection with the Contract. In the case of a dispute between the TBEC 
and the Contractor, the dispute shall be settled in accordance with the country 
procedures. 

 
6. Deliverables and Documents:  

The Consultant (Company) will provide depending on the application the following 
deliverables: 

1. Programmatic records and documents or each event, including but not limited to: 
 Event agenda1; 
 Lists of participations filled and signed by all participants and trainers. Trainee’s 

attendance sheet will be signed twice per day (in the first and second part of the day) 
for the whole duration of the training;  

 Training materials (handouts and any other support materials in electronic form); 
 Travel reimbursement list, with signature and with the ID copy attached of each 

person that received the reimbursement. 
 Primary financial documents. 

 
7. Payment:  

The payment will be made for each particular event on the basis of the Estimate of the 
Event and will include two installments: 

 Prepayment 50% of the amount indicated in the preliminary estimate of the 
event based on the submitted invoice, within 5 (five) banking days from the 

                                                        
1
 Agendas for the events will be developed by the TBEC. 
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moment of approval of the estimate; 
 balance payment for the difference between the amounts indicated in the final 

and preliminary estimates of the event, within 5 (five) banking days from the 
moment of signing the Acceptance Certificate for provided services, balance 
payment is subject to successful submission of the final invoice and all 
supporting documents. 

Due to the fact that the TBEC is registered in the Netherlands, payment of services will 
be made in euros or US dollars depends of TBEC’s project currency. 
 

8. Force-Majeure:  The TBEC and Contractor shall not be liable for improper performance 
or non-fulfillment of the terms of the Contract in case that such improper performance 
or non-performance is caused by force majeure circumstances, which are beyond the 
reasonable control of the TBEC and Contractor and do not depend on their will. The 
following circumstances are considered as force majeure: hostilities in the country of 
holding the event; earthquakes, floods, tornadoes, hurricanes and other natural 
disasters; adoption of laws and other decisions by state authorities of Ukraine that 
would prevent the implementation of the provisions of this Agreement by the 
Contractor. 
In case of impossibility of carrying out the event due to force majeure circumstances, 
the Contractor undertakes to notify the TBEC in writing thereof and reimburse the 
paid cost of the event, except for the actual expenses incurred by the Contractor, within 
a period no later than three banking days after such notice. 
 
  

9. Termination of the Contract: 
The TBEC and Contractor have the right to terminate the operation of the Contract 
ahead of schedule, having previously notified in writing to the other party in one 
month. 
 
 
 
 
NAME OF CONTRACTOR________________________________________________  
 
Authorized Signature________________________________________ 

 
 Date:  


