Organisation & methodology


ANNEX III: Organisation & Methodology

To be completed by the tenderer

Please provide the following information:

1. 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.
The ToR is defined clearly. In accordance with that we can conduct all of the required activities regarding to defined objectives and expected results. Also, in accordance with our earlier experience in cooperation with international organisations and projects funded by foreign donors we will be able to achieve all required expected results defined in the ToR.   
· An explanation of the risks and assumptions affecting the execution of the contract.
The main risk for properly execution of the required activities can be delays in providing of necessary information and documentation for the preparing of the tender documentation from the contracting authority to as. 

2. Strategy

· An outline of the approach proposed for contract implementation.
In accordance with ToR, all of the procurement procedures must be conducted in accordance with PRAG 2016 rules.
First, we need to introduce ourselves with existing project documentation (Final versions of Grant Contract, application form, Budget, logical framework, activity plan and procurement plan.). After that we will prepare time frame for preparation and conducting all required procurement procedures. The contracting authority should provide to as all necessary data for preparation of the procedures (Terms of references for services, Project technical documentation for the executing of the construction works, technical specifications for supply) after our request for the documentation for each procurement procedure. All of the procurement procedure will be conducted in accordance with project procurement plan.
· A list of the proposed tasks you consider necessary to achieve the contract objectives.
Task 1. Introduction with the existing project documentation   

Upon signature of the Contract, the Contractor will receive from the Contracting Authority project proposal, budget and procurement plan in order to get familiar with the project and all-important aspects related to its implementation. In cooperation with project team members, all details and aspects will be discussed in order to reach the common understanding of the project purpose and activities necessary to be implemented, including introduction with specific details and procurements necessary to be prepared for other project partners.  This imply detailed introduction with Implementation Package for the Cross-border Cooperation Programme Serbia – Bosnia &Herzegovina, which contain instructions for procurement procedures. 

Task 2:  Review and introduction with existing project documentation related to the works to be executed on the planned location of Neolithic settlements 

Upon detailed introduction with all requirements, the Contractor should review the existing documentation (Technical Specifications, Bill of Quantity and Design Drawings). Based on the review, inputs received from project team  and the site visit (if estimated necessary), the Contractor should assess whether the documentation is complete and appropriate in order to compile a works tender dossier according to PRAG. The Contractor is solely responsible for obtaining this task. The background documentation for the proposed facilities is the following:

· Urban technical requirements for the construction 

· Preliminary Design 

· Detailed Design (Technical Specification/Requirements and BoQ)

Based on the review of the documents, the Contractor will provide the Contracting Authority with the findings and a detailed programme of implementation of the tasks in order to launch the tender and sign the contract. The Contractor will take into consideration that the final version of the documents must comply with both the PRAG 2016 rules and the requirements of the Serbian legislation for obtaining the necessary authorisations, for which the Contracting authority is responsible.  

Based on the agreed documentation and scope of works and methodology and after having received approvals from the Contracting Authority, the Contractor should prepare the Tender Dossier - Volumes 1, 2, 3, 4 and 5 for works according to PRAG 2016 rules and forms provided. The Volumes 1-5 must be approved by the Contracting Authority. In particular the Contractor will cooperate with project team members after tender launching in preparation of answers in case invited tenderers required clarifications, site visit (if planned) and all other activities Contracting Authority considers as necessary for timely implementation of works tender procedure. 

This task also includes preparation of ToR for the supervision of the works contract and monitoring of the supervision progress. The ToRs will be drafted in accordance with the guidelines of the PRAG  2016 manual and must be approved by the Contracting Authority 

Task 3: Prepared Technical Specification and full tender dossiers for 4 supply contracts 

The Contractor will draft the Technical Specifications for procurement of goods (the supply contracts) in accordance with Procurement Plan specification. The Technical specifications should be accompanied by a market research and cost estimate for the items to be supplied. The Technical Specifications will be drafted in accordance with the PRAG  2016 rules, and after having received approvals from the Contracting Authority evaluation grid will be prepared. Moreover, upon conducted marker research the Contractor will identify potential suppliers to be invited and finalize Technical Specifications in accordance with the available budget.

Task 4: Prepared full tender dossiers for 19 service contracts 

The Contractor will prepare complete tender dossiers for the services required in accordance with the procurement plan, including draft ToR for potential suppliers in accordance with the PRAG  2016 rules. This will be accompanied by market research and selection of companies to be invited to submit the offers for the specific services. Prepared tender dossier and ToR will be the subject of approval by the Contracting Authority.

Task 5: All administrative and technical work related to the conducted procedures
In addition to the preparation of dossiers for procurement launch, the Contractor will be obliged to perform all other tasks related to the completion of the procurement procedures: preparation of the evaluation documents for the submitted offers, participation at Evaluation Committee meetings, preparation of evaluation reports, notification letters, contracts and all other documents as required in accordance with PRAG rules and procedures. 

Task 6: Monitoring of the awarded contracts implementation

The Contractor will be obliged to monitor implementation of the awarded contracts, to communicate with contracted suppliers, require information and documentation necessary for VAT exemption procedures (if applicable to the respective contracts). This task also includes control of documentation for the procurements conducted in by partner organizations from Bosnia and monitoring of contracts’ implementation. 

Task 7: Keep and maintain complete documentation related to all procurement procedures

The Contractor is obliged to keep the documentation related to all procurement procedures that will be conducted during the NeoLife project implementation. That implies complete tender dossier prepared for launching, received offers, documentation related to the evaluation procedure (Evaluation Committee nomination, opening and evaluation reports, evaluation grids) and all other documents in accordance with forms suggested in PRAG 2016 and Implementation Package. 

· Inputs and outputs.
Inputs for preparation of procurement procedures will be Final versions of Grant Contract, application form, Budget, logical framework, activity plan, procurement plan, Terms of references for services, Project technical documentation for the executing of the construction works, technical specifications for supply, etc.
Outputs will be 25 prepared and conducted procurement procedures I accordance with project documentation and PRAG 2016 rules.
3. Backstopping 
· A description of the support facilities (back-stopping) 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 staff, units, capacity of permanent staff 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. 

We possess all necessary conditions for conducting required activities related to facilities ad IT equipment. Also, we have 6 employees with experience in conducting of public procurement procedures in accordance with national and international rules (PRAG,). 

· 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.

Sub-contracting is not allowed.

4. involvement of all members of the consortium

· 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.
5. Timetable of work
· The timing, sequence and duration of the proposed tasks, taking into account travel time.
Task 1. Introduction with the existing project documentation – 1 month after the contract signature  

Task 2:  Review and introduction with existing project documentation related to the works to be executed on the planned location of Neolithic settlements – 2 month after the contract signature
Task 3: Prepared Technical Specification and full tender dossiers for 4 supply contracts – 6 months after the contract signature  
Task 4: Prepared full tender dossiers for 19 service contracts – 12 months after the contract signature  
Task 5: All administrative and technical work related to the conducted procedures – during the term of contract
Task 6: Monitoring of the awarded contracts implementation - during the term of contract
Task 7: Keep and maintain complete documentation related to all procurement procedures - during the term of contract.
· 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.
FIRST INTERIM REPORT – will include information on number of conducted procurements, contracts implementation progress and plan for the coming period. This report will be submitted at latest 3 months after start of the contract. 

SECOND INTERIM REPORT – will include information on number of conducted procurements, contracts implementation progress and plan for the coming period. This report will be submitted at latest 8 months after the contract signature.

FINAL REPORT - will include information on number of conducted procurements and completed contracts. Completion of this report which must be submitted in the last month of the Contract duration.

· The methodologies contained in the offer should include a work plan indicating the envisaged resources to be mobilised. 

Indicative work plan.
	Task
	Period of implementation of task during the contract implementation (months 1-15)
	Resourced mobilised

	Introduction with the existing project documentation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	2 of our permanent stuff with related experience 

	Review and introduction with existing project documentation related to the works to be executed on the planned location of Neolithic 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	2 of our permanent stuff with related experience

	Prepared Technical Specification and full tender dossiers for 4 supply contracts 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	2 of our permanent stuff with related experience

	Prepared full tender dossiers for 19 service contracts
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	2 of our permanent stuff with related experience

	All administrative and technical work related to the conducted procedures
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	2 of our permanent stuff with related experience

	Monitoring of the awarded contracts implementation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	2 of our permanent stuff with related experience

	Keep and maintain complete documentation related to all procurement procedures
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	2 of our permanent stuff with related experience


6. Log frame

A logical framework reflecting the considerations described in items 1 – 3 (see the Project Cycle Management Manual available from the PCM Home page:

https://ec.europa.eu/europeaid/aid-delivery-methods-project-cycle-management-guidelines-vol-1_en ). 

	Task
	Result
	Indicator
	Source of verification

	Introduction with the existing project documentation
	Our stuff introduced with existing project documentation
	Prepared indicative procurement plan 
	Procurement plan

	Review and introduction with existing project documentation related to the works to be executed on the planned location of Neolithic 
	Our stuff reviewed and introduced with existing project documentation related to the works to be executed on the planned location of Neolithic
	Prepared bill of quantities for the execution of the construction works and documentation for public procurement procedure (Tender dossier)
	Published public procurement procedure ( e – mail, print screen, etc.)


	Preparing of Technical Specification and full tender dossiers for 4 supply contracts 
	Prepared Technical Specification and full tender dossiers for supply contracts
	4 technical specification and 4 tender dossiers prepared and published 
	E mail massages with request for offers. 

	Preparing of full tender dossiers for 19 service contracts
	Prepared full tender dossiers for service contracts
	19 Prepared full tender dossiers for service contracts
	E mail massages with request for offers.

	All administrative and technical work related to the conducted procedures
	All administrative and technical work related to the conducted procedures were done
	All administrative and technical work related to the conducted procedures were done for 25 procurement procedures
	Final report

	Monitoring of the awarded contracts implementation
	All of the awarded contracts implementation monitored
	All of the awarded contracts implementation monitored for 25 procurement procedures
	Final report

	Keep and maintain complete documentation related to all procurement procedures
	Complete documentation related to all procurement procedures kept and maintained  
	Complete documentation related to all procurement procedures kept and maintained for 25 procurement procedures
	Documentation related to all procurement procedures, interim reports, final report
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