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OSCE Support Programme for Ukraine

16, Striletska str., 01030, Kyiv, Ukraine

REQUEST FOR QUOTATION (RFQ)
Ref.: RFQ No. PR 756335                                                                                                
        
Date: 04 March 2026
Subject: Event management services for two trainings for representatives of MoIA agencies on effective response to cases of gender-based discrimination and sexual harassment, 2-3, 6-7 April 2026 in Kyiv. 
The OSCE Support Programme for Ukraine (SPU) has a requirement for the provision of Hotel Accommodation and Event Management Services, as per attached Annex A (Terms of Reference). The OSCE SPU is part of the OSCE Secretariat, Vienna, Austria with location in Kyiv, Ukraine. The establishing of Purchase Order for the provision of services for the OSCE Support Programme in Ukraine with payments made in UAHs is required. Interested companies are invited to submit a quotation as follows:
QUOTATIONS SHALL BE ADDRESSED TO:  Tenders-UA@osce.org 


I. The Quotation shall include the following Forms and documents:

a. Duly completed and signed Request for Quotation Form (LOT I; LOT II);
b. Descriptive summary of the company’s professional capacity and experience, including a list of services relevant to the subject of this solicitation that were provided to other clients (LOT I; LOT II); 
c. Three (3) customer references with names and contact details: addresses and telephone numbers (LOT I; LOT II);  
d. Completed Technical Compliance Form (Annex B) providing description of technical specifications, requirements and terms towards satisfying and supporting the requirements set out in the RFQ (item-by-item commentary on the technical specifications and requirements demonstrating substantial responsiveness of the offered services to those specifications, timelines, delivery terms, etc.) (LOT I; LOT II);
e. Contact details (phone number/email address and name) of the person in charge of Security for the offered Hotel/Venue (LOT I);

f. Description and photographs of the conference hall (LOT I);

g. Photos of the hotel rooms (LOT I);
h. The description and photos of the hotel and the hotel shelter (LOT I);
i. Pictures of the venues for lunches, dinners and coffee-breaks (LOT I);
j. Two samples of menu for each day (incl. coffee breaks, lunch, dinner, including weight/volume of dishes) (LOT I);
k. Sample of vegetarian menu (LOT I).
Vendors who are not registered with OSCE need to complete the Vendor Registration Form http://www.osce.org/procurement and to submit it together with supporting documents, i.e. copy of business registration and licenses; copy of certificate of tax payer of the company’s legal entity
Quotations submitted as separate complete LOTs are accepted. Bidder can bid for one or more LOTs. Quotations are not accepted for partial compliance to any one LOT. Quotations shall be submitted as the following complete lots:
· LOT I – Conference Facilities, Accommodation, Catering Services, Equipment;

· LOT II –Event Support Services, Equipment.
Evaluation will be made separately for each LOT.

LOT I: Conference Facilities, Accommodation, Catering Services, Equipment;
Ref.: PR No. 756335
Subject: Event management services for two trainings for representatives of MoIA agencies on effective response to cases of gender-based discrimination and sexual harassment, 2-3, 6-7 April 2026 in Kyiv. 
The OSCE Support Programme for Ukraine (OSCE SPU) has a requirement for the services specified below and kindly requests you to provide a quotation:

Notes to Bidders: Please use this form for the submission of your price quotation.  Additional information can be supplied on a separate page. Technical specification sheets, brochures, photos, if applicable need to be included in your quotation submission.

*The prices in the quotation shall cover all costs for provision materials and services including but not limited to remuneration for staff, reimbursable expenses, transportation, equipment and materials, insurance, service fee, etc.

	Item No.
	Description
	Q-ty
	Unit Price, UAH, excl. VAT
	Total Price, UAH, excl. VAT
	Indicate technical compliance and/or deviation from specifications

	I.
	Conference Facilities: 
	

	1.1
	1st training 02-03 April 2026
	

	1.1.1
	A sufficiently spacious conference room, not less than 100 m² for up to 30 people, 01 April 2026 (Schedule – 18:00-20:00) 
	1 x 0.5
	
	
	

	1.1.2
	A sufficiently spacious conference room, not less than 100 m² for up to 30 people, 02 - 03 April 2026 (Schedule – 09:00-18:00) 
	1 x 2
	
	
	

	1.2
	2nd training 06-07 April 2026
	

	1.2.1
	A sufficiently spacious conference room, not less than 100 m² for up to 30 people, 05 April 2026 (Schedule – 18:00-20:00) 
	1 x 0.5
	
	
	

	1.2.2
	A sufficiently spacious conference room, not less than 100 m² for up to 30 people, 06 - 07 April 2026 (Schedule – 09:00-18:00) 
	1 x 2
	
	
	

	Total for conference facilities,  excl. VAT
	
	

	II.
	Equipment:
	

	2.1
	1st training 02-03 April 2026
	

	2.1.1
	Laptop: Yes (1) to be connected to a projector and a sound system with the required installed software: Windows OS, MS Office package (Word and Power Point); required hardware: 3.5" output (audio jack); at least two USB-ports and CD/DVD-ROM drive)
	1 x 2.5
	
	
	

	2.1.2
	Multimedia projector
	1 x 2.5
	
	
	

	2.1.3
	Sound amplification system
	1 x 2.5
	
	
	

	2.1.4
	Screen
	1 x 2.5
	
	
	

	2.1.5
	Flip charts
	3 x 2.5
	
	
	

	2.1.6
	Power Point slide change remote / Clicker
	1 x 2.5
	
	
	

	2.1.7
	Internet access
	1 x 2.5
	
	
	

	2.2
	2nd training 06-07 April 2026
	

	2.2.1
	Laptop: Yes (1) to be connected to a projector and a sound system with the required installed software: Windows OS, MS Office package (Word and Power Point); required hardware: 3.5" output (audio jack); at least two USB-ports and CD/DVD-ROM drive)
	1 x 2.5
	
	
	

	2.2.2
	Multimedia projector
	1 x 2.5
	
	
	

	2.2.3
	Sound amplification system
	1 x 2.5
	
	
	

	2.2.4
	Screen
	1 x 2.5
	
	
	

	2.2.5
	Flip charts
	3 x 2.5
	
	
	

	2.2.6
	Power Point slide change remote / Clicker
	1 x 2.5
	
	
	

	2.2.7
	Internet access
	1 x 2.5
	
	
	

	Total for Equipment,  excl. VAT
	
	

	III.
	Accommodation: 
	

	3.1
	1st training 02-03 April 2026
	

	3.1.1
	Double standard (two separate beds), 3 nights (check-in: 14:00, 01.04.2026; check-out: 12:00, 04.04.2026), *breakfast included, Possibility to store luggage before check-in/ after check-out.
	13 x 3
	
	
	

	3.1.2
	Parking lots (from 14:00, 01.04.2026; till: 12:00, 04.04.2026)
	5 x 3
	
	
	

	3.2
	2nd training 06-07 April 2026
	

	3.2.1
	Double standard (two separate beds), 3 nights (check-in: 14:00, 05.04.2026; check-out: 12:00, 08.04.2026), *breakfast included, Possibility to store luggage before check-in/ after check-out.
	13 x 3
	
	
	

	3.2.2
	Parking lots (from 14:00, 05.04.2026; till: 12:00, 08.04.2026)
	5 x 3
	
	
	

	Total for conference facilities,  excl. VAT
	
	

	IV.
	Catering:
	

	4.1
	1st training 02-03 April 2026
	

	4.1.1
	Dinner  
	75
	
	
	

	4.1.2
	Light coffee-break
	120
	
	
	

	4.1.3
	Lunch
	60
	
	
	

	4.1.4
	Mineral water
	120 bottls.
	
	
	

	4.2
	2nd training 06-07 April 2026
	

	4.2.1
	Dinner  
	75
	
	
	

	4.2.2
	Light coffee-break
	120
	
	
	

	4.2.3
	Lunch
	60
	
	
	

	4.2.4
	Mineral water
	120 bottls.
	
	
	

	Total for catering, excl. VAT
	
	

	V.
	Other expenses (If any, the description; unit of measure/quantity; unit price to be provided)
	
	
	
	

	
	
	

	TOTAL PRICE (excl. VAT):
	
	

	VAT Amount (if applicable):
	
	

	TOTAL (including VAT)
	
	


Any Contract or Purchase Order will be subject to the OSCE General Conditions of Contract, which can be viewed at http://www.osce.org/procurement.  Detailed “Instructions to Bidders – Request for Quotation” are also provided on this website.

Deadline for submission of quotations:  16 March 2026, 16:00 Europe/Kyiv time

Currency of the Quotation:           UAH. All prices shall be quoted excl. VAT. Applicable taxes are to be                     

                                                      shown separately.
Payment terms:

                   30 days net

Validity of offer:  40 days 
Company name:
Authorized representative’s name and signature: 

Address: 

Email: 

Telephone: 
[Seal]

LOT II: Event support services, Equipment
Ref.: PR No. 756335
Subject: Event management services for two trainings for representatives of MoIA agencies on effective response to cases of gender-based discrimination and sexual harassment, 2-3, 6-7 April 2026 in Kyiv.   
The OSCE Support Programme for Ukraine (OSCE SPU) has a requirement for the services specified below and kindly requests you to provide a quotation:

Notes to Bidders: Please use this form for the submission of your price quotation.  Additional information can be supplied on a separate page. Technical specification sheets, brochures, photos, if applicable need to be included in your quotation submission.

*The prices in the quotation shall cover all costs for provision materials and services including but not limited to remuneration for staff, reimbursable expenses, transportation, equipment and materials, insurance, service fee, etc.

	Item No.
	Description
	Q-ty
	Unit Price, UAH, excl. VAT
	Total Price, UAH, excl. VAT
	Indicate technical compliance and/or deviation from specifications

	I.
	Other Equipment and Materials:
	

	1.1
	1st training 02-03 April 2026
	

	1.1.1
	Block of paper A4
	1
	
	
	

	1.1.2
	Block of flip chart paper
	3
	
	
	

	1.1.3
	Laptop speakers (for demonstrating short films with output power not less than 10 Watt)
	1 x 2.5
	
	
	

	1.1.4
	Multifunction copying machine/ Printer B&W (estimated number of copies: 200 pages)
	1 x 2.5
	
	
	

	1.1.5
	Markers for flipcharts (sets of colourful markers, 4 colours)
	3
	
	
	

	1.1.6
	Durable plastic nameplates (30 cm x 10 cm) for all participants (The full name of the participant must be printed on both sides of the plate);
	30
	
	
	

	1.1.7
	Name shields for speakers
	3
	
	
	

	1.1.8
	Badges for participants (90×120 mm vertical format, printed in full color on 300–350 gsm cardstock, and provided with a lanyard)
	30
	
	
	

	1.1.9
	“Road-map” signs
	3
	
	
	

	1.2
	2nd training 06-07 April 2026
	

	1.2.1
	Block of paper A4
	1
	
	
	

	1.2.2
	Block of flip chart paper
	3
	
	
	

	1.2.3
	Laptop speakers (for demonstrating short films with output power not less than 10 Watt)
	1 x 2.5
	
	
	

	1.2.4
	Multifunction copying machine/ Printer B&W (estimated number of copies: 200 pages)
	1 x 2.5
	
	
	

	1.2.5
	Markers for flipcharts (sets of colourful markers, 4 colours)
	3
	
	
	

	1.2.6
	Durable plastic nameplates (30 cm x 10 cm) for all participants (The full name of the participant must be printed on both sides of the plate);
	30
	
	
	

	1.2.7
	Name shields for speakers
	3
	
	
	

	1.2.8
	Badges for participants (90×120 mm vertical format, printed in full color on 300–350 gsm cardstock, and provided with a lanyard)
	30
	
	
	

	1.2.9
	“Road-map” signs
	3
	
	
	

	Total for Other Equipment and Materials, excl. VAT 
	
	

	II.
	Travel expense compensation:
	

	2.1
	1st training 02-03 April 2026
	

	2.1.1
	Travel expense compensation 
	25
	1700
	42500
	

	2.2
	2nd training 06-07 April 2026
	

	2.2.1
	Travel expense compensation 
	25
	1700
	42500
	

	
	
	
	
	
	

	Total for event support services, excl. VAT 
	85000
	

	III.
	Event support services:
	

	3.1
	1st training 02-03 April 2026
	

	3.1.1
	Registration desk/ registration of participants; technical and administrative support during event 
	1 x 2
	
	
	

	3.1.2
	Delivery of materials (route 16, Striletska Street, Kyiv – Event venue – 16, Striletska Street, Kyiv)
	1 x 1
	
	
	

	3.2
	2nd training 06-07 April 2026
	

	3.2.1
	Registration desk/ registration of participants; technical and administrative support during event 
	1 x 2
	
	
	

	3.2.2
	Delivery of materials (route 16, Striletska Street, Kyiv – Event venue – 16, Striletska Street, Kyiv)
	1 x 1
	
	
	

	
	
	
	
	
	

	Total for event support services, excl. VAT 
	
	

	
	
	

	IV.
	Other expenses (If any, the description; unit of measure/quantity; unit price to be provided)
	
	
	
	

	
	
	

	TOTAL PRICE (excl. VAT):
	
	

	VAT Amount (if applicable):
	
	

	TOTAL (including VAT)
	
	


Any Contract or Purchase Order will be subject to the OSCE General Conditions of Contract, which can be viewed at http://www.osce.org/procurement.  Detailed “Instructions to Bidders – Request for Quotation” are also provided on this website.

Deadline for submission of quotations:  16 March 2026, 16:00 Europe/Kyiv time
Currency of the Quotation:           UAH. All prices shall be quoted excl. VAT. Applicable taxes are to be                     

                                                      shown separately.

Payment terms:

                   30 days net

Validity of offer:  40 days 

Company name:

Authorized representative’s name and signature: 

Address: 

Email: 

Telephone: 

[Seal]
