Public document to be completed by the Contracting Authority

SERVICE CONTRACT NOTICE
“External Expertise -  Project Coordination ”
1. Publication reference
Co-Founded by the European Union Interreg URBACT IV- 2021-2027 “Let’go Circular ” /  Order Prot. No. 43325, Date 13.12.2023
2.	Procedure
Simplified Tender Procedure
3. 	Programme title
Co-Founded by the European Union Interreg URBACT IV- 2021-2027 “Let’go Circular ” /  Order Prot. No. 43325, Date 13.12.2023
4. 	Financing
Co-Founded by the European Union Interreg URBACT IV- 2021-2027 “Let’go Circular ” /  Order Prot. No. 43325, Date 13.12.2023

5. 	Contracting Authority
· Municipality of Tirana

CONTRACT SPECIFICATION
6. 	Nature of contract
Global Price 
7. 	Contract description
The subject of this contract is: contribution to the successful implementation of the project activities specially those dedicated to the Project Coordination. 
8. Number and titles of lots
One lot only 
9. 	Maximum budget
15,000.00 EUR

CONDITIONS OF PARTICIPATION
10. 	Eligibility
[bookmark: _heading=h.gjdgxs]Participation is open to all legal persons participating either individually or in a grouping (consortium) of tendererswhich are established in a Member State of the European Union or in a country or territory of the regions covered and/or authorised by the specific instruments applicable to the programme under which the contract is financed (see item 22 below). All goods supplied under this contract must originate in one or more of these countries. Participation is also open to international organisations. Participation of natural persons is directly governed by the specific instruments applicable to the programme under which the contract is financed].

11.	Candidature
All eligible natural and legal persons (as per item 11 above) or groupings of such persons (consortia) may apply.
A consortium may be a permanent, legally-established grouping or a grouping which has been constituted informally for a specific tender procedure.  All members of a consortium (ie, the leader and all other members) are jointly and severally liable to the Contracting Authority.
The participation of an ineligible natural or legal person (as per item 11) will result in the automatic exclusion of that person.  In particular, if that ineligible person belongs to a consortium, the whole consortium will be excluded.
12. 	Number of applications
No more than one application can be submitted by a natural or legal person whatever the form of participation (as an individual legal entity or as leader or member of a consortium submitting an application).  In the event that a natural or legal person submits more than one application, all applications in which that person has participated will be excluded.
The candidates may submit an application for one lot only, several lots or all of the lots, but only one application per lot. Contracts will be awarded lot by lot and each lot will form a separate contract.
13. 	Grounds for exclusion
As part of the application form, candidates must submit a signed declaration, included in the standard application form, to the effect that they are not in any of the exclusion situations listed in Section 2.3.3 of the PRAG 
14. 	Sub-contracting
Subcontracting is not allowed

PROVISIONAL TIMETABLE
15. Provisional date of invitation to tender
23 January 2024
16. 	Provisional commencement date of the contract
March  2024 
17. 	Initial period of implementation of tasks 
29  months

SELECTION AND AWARD CRITERIA
18. 	Selection criteria
The following selection criteria will be applied to candidates. In the case of applications submitted by a consortium, these selection criteria will be applied to the consortium as a whole:
The following selection criteria will be applied to tenderers. In the case of tenders submitted by a consortium, these selection criteria will be applied to the consortium as a whole. In the case of tenders submitted by an individual the following selection criteria will be based on criteria referred to the key expert criteria indicated in the Terms of Reference, section 6.1.2:
1) Economic and financial capacity of tenderer (based on item 3 of the tender form). In case of tenderer being a public body, equivalent information should be provided. The reference period which will be considered will be the last three financial years for which accounts have been closed.
Criteria for legal and natural persons:
· The average annual turnover of the last three year must exceed the amount of Euro 10,000.00 The reference period which will be considered will be the last three years preceding the submission deadline.
· the financial situation of the tenderer should not be in deficit, taken into account debts, at the beginning and end of year.
· 
2)	Professional capacity of the tenderer (based on items 4 of the tender form).
The reference period which will be taken into account will be the last three years preceding the submission deadline.
Criteria for legal and natural persons:  
· has sufficient ongoing staff resources and expertise to be able to handle the proposed contract
· At least 1 staff currently work for the tenderer in fields related to this contract
· is not a so-called ‘body shop’, i.e. a tenderer with no real expertise in fields related to the contract but which simply identifies and proposes experts to fit the service contract description
· has worked during the past 5 years as manager/team-leader etc. with at least one other contract  in fields related to this contract.
2) Technical capacity of tenderer (based on items 5 and 6 of the tender form). The reference period which will be considered will be the last five years preceding the submission deadline.
Criteria for legal and natural persons:  
· A minimum of 3 years of experience required in overall project development and management. The experience should involve project financial and legal implementation and financial reporting
· A minimum of 5 years of experience required in EU or international funded and implemented projects.
· The tenderer has provided services under at least one contract with a budget of at least that of this contract in EU project management and coordination which was implemented at any moment during 2014-2019.
Key experts 
Key expert has a crucial role in implementing this contract. These Terms of Reference contain expert profiles and the tenderer shall submit CVs and Declaration for the consultants. 
For this tender procedure is required one key expert: 
Qualifications and skills
· Bachelor's degree in Business Administration, Project Management,Civil Engineering, Social and political sciences and/ or related  area of specialisation.
· Minimum of 5 years of experience in project management roles.
· Proven track record of successfully managing and delivering projects on time and within budget.
· Exceptional verbal and written communication skills.
· Ability to convey complex project information to both technical and non-technical stakeholders.
· Demonstrated experience in managing relationships with diverse stakeholders, including team members, clients, and external partners.
· Strong leadership skills with the ability to motivate and guide cross-functional project teams.
· Experience in creating a positive and collaborative team environment.
· Strong analytical skills with the ability to assess situations, identify problems, and propose effective solutions.
· Proactive problem-solving to address challenges during project implementation.
· Excellent organisational and time management skills.
· Ability to prioritise tasks and manage multiple projects simultaneously.
· Experience in identifying, assessing, and mitigating project risks.
· Knowledge of risk management methodologies and the ability to develop risk mitigation plans.
· Proficiency in financial management, including budget development, monitoring, and control.
· Ability to ensure projects are delivered within allocated financial resources.
· Ability to adapt to changing project requirements and priorities.
· Flexibility to navigate and manage uncertainties in project environments.
· A collaborative approach to working with team members, promoting teamwork and shared goals.


General professional experience

· A minimum of 5 years of hands-on experience in managing projects, from initiation to closure, with a focus on delivering high-quality results.
· Demonstrated ability to engage and manage diverse stakeholders, including team members, clients, and external partners, to ensure project success.
· Proven experience in financial management, including budget development, monitoring, and control, ensuring projects are delivered within allocated financial resources.
· Strong skills in identifying, assessing, and mitigating project risks, with a track record of proactive risk management to prevent and address potential issues.


Specific professional experience
· Proven ability to develop comprehensive project plans, set realistic timelines, allocate resources efficiently, and ensure the successful execution of projects within scope, budget, and schedule.
· Demonstrated expertise in managing diverse stakeholders, including team members, clients, and external partners. The ability to build and maintain strong relationships to facilitate project success.
· Proficiency in financial management, including budget development, monitoring, and control. Experience in ensuring projects are delivered within allocated financial resources.
· Strong skills in preparing and presenting project status reports to senior management and stakeholders. Ability to communicate complex project information in a clear and concise manner.
· A track record of implementing and ensuring quality assurance processes throughout the project lifecycle to deliver high-quality results.
· Experience in successfully closing projects, including conducting post-project evaluations, capturing lessons learned, and ensuring a smooth transition to the operational phase.

19. 	Award criteria
Best price quality ratio.

APPLICATION
20. 	Deadline for receipt of applications
The candidate attention is drawn to the fact that there are two different systems for sending applications: one is by post or private mail service, the other is by hand delivery.
In the first case, the application must be sent before the date and time limit for submission, as evidenced by the postmark or deposit slip[footnoteRef:0], but in the second case it is the acknowledgment of receipt given at the time of the delivery of the application that will serve as proof. [0:  It is recommended to use registered mail in case the postmark would not be readable.] 

23 February  2024 at 16:00 Central European Time.
Any application sent to the contracting authority after this deadline will not be considered.
The contracting authority may, for reasons of administrative efficiency, reject any application submitted on time to the postal service but received, for any reason beyond the contracting authority's control, after the effective date of approval of the short-list report, if accepting applications that were submitted on time but arrived late would considerably delay the evaluation procedure  or jeopardise decisions already taken and notified.
Any application received by the Contracting Authority after this deadline will not be considered.
21. 	Application format and details to be provided
Applications must be submitted using the standard application form, the format and instructions of which must be strictly observed. The application form is available from the following Internet address: 
http://ec.europa.eu/europeaid/prag/annexes.do?chapterTitleCode=B 
The application must be accompanied by a declaration on honour on exclusion and selection criteria using the template available from the following Internet address:
http://ec.europa.eu/europeaid/prag/annexes.do?chapterTitleCode=A 
Any additional documentation (brochure, letter, etc.) sent with an application will not be taken into consideration.
22. How applications may be submitted
Applications must be submitted in English exclusively to the contracting authority in a sealed envelope:
· EITHER by post or by courier service, in which case the evidence shall be constituted by the postmark or the date of the deposit slip, to :
To the attn. of Ms. Julinda Dhame 
The Municipality of Tirana
Square “ Skanderbej”, Nd.2,
Postal Code 1001,
Tirana, Albania

· OR hand delivered by the candidate in person or by an agent directly to the premises of the contracting authority in return for a signed and dated receipt, in which case the evidence shall be constituted by this acknowledgement of receipt, to:
· To the attn. of Ms. Julinda Dhame 
The Municipality of Tirana
Square “ Skanderbej”, Nd.2,
Postal Code 1001,
Tirana, Albania

The contract title and the Publication reference (see item 1 above) must be clearly marked on the envelope containing the application and must always be mentioned in all subsequent correspondence with the contracting authority.
Applications submitted by any other means will not be considered.
By submitting an application candidates accept to receive notification of the outcome of the procedure by electronic means. Such notification shall be deemed to have been received on the date upon which the contracting authority sends it to the electronic address referred to in the application.
23.	Alteration or withdrawal of applications
Candidates may alter or withdraw their applications by written notification prior to the deadline for submission of applications.  No application may be altered after this deadline.
Any such notification of alteration or withdrawal shall be prepared and submitted in accordance with Item 25.  The outer envelope (and the relevant inner envelope if used) must be marked 'Alteration' or 'Withdrawal' as appropriate.
24. 	Operational language
All written communications for this tender procedure and contract must be in English.  
25. 	Legal basis[footnoteRef:1] [1: 	Please state any specificity that might have an impact on rules on participation (such as geographic or thematic or long/short term).] 

· See Annex A2 of the practical guide 
26. Additional information
N/A
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