Procedure for awarding contracts in the area of provision and/or arrangement/intermediation of accommodation services and/or transport (passenger transport) services:

1. Submission of a Request for Quotation (RFQ)

The Beneficiary shall submit, via e-mail, a Request for Quotation (RFQ) to at least three (3) selected economic operators.
The RFQ shall include as its annexes:
· a Specification of the Subject Matter of the Contract, and
· a Price Quotation Form.
The market survey must be carried out prior to the actual provision of the service.
It is recommended that the Beneficiary sends the following sample e-mail when requesting quotations:

“Dear _______,

As the Beneficiary with the business name: ______________, Company ID: ______________,
I am hereby requesting your Price Quotation for the provision of accommodation services for ______ person(s) in ______ room(s), for the period from ______________ to ______________ (number of nights: ______), and/or for the provision of transport from ______________ to ______________, departure date ______________, arrival date ______________.

The subject matter of the contract is described in more detail in the attached documents: Specification of the Subject Matter of the Contract and Price Quotation Form.

Please submit your completed quotation electronically no later than ______________, ______________ hours.

Please note that, based on the quotations received and evaluated, I, as the Beneficiary, am entitled to award you a contract (purchase order) for the provision of the service.

Finally, please be advised that the selected Contractor, who will subsequently provide the service on the basis of a written purchase order, is subject to approval by the Aid Provider.

Kind regards,

_____________”

The Beneficiary is obliged to request the submission of quotations from all contacted economic operators within the same deadline.

The invited tenderers may be any economic operators (natural or legal persons) that are authorised to carry out business activities in the area of providing and/or arranging/intermediating accommodation services and/or transport (passenger transport) services, provided that they are not the Beneficiary.

The Beneficiary shall select the tenderers based on clearly defined evaluation criteria specified in the RFQ.

Within the criteria for the provision and/or arrangement/intermediation of transport (passenger transport) services, the Beneficiary may require the provision of transport in economy class, including luggage.

Within the criteria for the provision and/or arrangement/intermediation of accommodation services, the Beneficiary may require accommodation in a 3-star hotel or an equivalent standard outside Europe (4-star hotel), or in a similar type of facility (e.g. an apartment building), with private sanitary facilities for each room or apartment.

The Aid Provider shall not participate in the process of inviting tenderers; however, in the event of non-compliance with the conditions laid down in the RFQ, the Aid Provider is entitled to disqualify or not approve the selected Contractor and/or reduce the amount of financial aid.

The date of dispatch of the RFQ shall be deemed the date on which the Beneficiary sent the e-mail to the tenderers. 

The date of receipt of the quotation shall be deemed the date on which the Beneficiary received the quotation from the tenderer. 

2. Obligations of the Beneficiary When Assessing the Economic Efficiency of the Purchase of Goods / Provision of Services

a) Conditions for the Tenderer:
(i) The Tenderer must be an economic operator authorised to carry out business activities in the area of providing and/or arranging/intermediating accommodation services and/or transport (passenger transport) services,
(ii) The Tenderer is obliged to prepare and submit a Price Quotation to the Beneficiary within the specified deadline and in accordance with the instructions stated in the Request for Quotation (RFQ),
(iii) The Tenderer shall prepare the Price Quotation in line with the requirements of the Beneficiary, clearly identifying the total amount for which the service will be provided and/or arranged/intermediated,
(iv) If the Tenderer is not a VAT payer, this information must be explicitly stated in the Price Quotation table,
(v) The Tenderer who becomes the successful Contractor shall be subject to approval by the Aid Provider.

b) Conditions for the Beneficiary:
(i) The Beneficiary is required to archive all e-mail communication related to the procurement procedure, in accordance with the provisions of the Agreement on the Provision of Support in the Form of a Voucher for an Internship or Training Stay,
(ii) In conducting the procurement procedure for the provision/arrangement/intermediation of services, the Beneficiary must contact at least three (3) selected Tenderers; however, it is recommended to contact more, since not all Tenderers may submit their quotations,
(iii) The Beneficiary must request the submission of quotations from all contacted entities within the same deadline,
(iv) The Beneficiary shall evaluate at least three (3) Price Quotations from at least three (3) different Tenderers and shall determine the successful quotation based on the criterion of “Lowest total price for the entire subject of the contract in EUR” or “Lowest total price for the entire subject of the contract excluding VAT in EUR”.
The chosen (single) criterion depends on the tax status of the Beneficiary:
· If the Beneficiary is not a VAT payer or is not entitled to VAT deduction, the evaluation criterion shall be “Lowest total price for the entire subject of the contract in EUR”,
· If the Beneficiary is a VAT payer or is entitled to VAT deduction, the evaluation criterion shall be “Lowest total price for the entire subject of the contract excluding VAT in EUR“,
(v) The maximum amount of aid provided to the Beneficiary shall cover 100 % of the eligible costs, but in no case shall the amount exceed EUR 60,000 for the internship or training stay (including the internship itself, accommodation, transport (passenger transport) services combined), 
(vi) After evaluating the Price Quotations, the Beneficiary must prepare a Market Survey Record, the template of which constitutes Annex No. 3 to this procurement procedure,
(vii) The Beneficiary shall submit to the Aid Provider the following documentation related to the procurement process: 
· the Request for Quotation (including the e-mail invitation and its attachments: completed Specification of the Subject Matter of the Contract and Price Quotation Form), 
· screenshots proving dispatch of the above documents to at least three (3) different Tenderers by e-mail,
· at least three (3) Price Quotations from three (3) different Tenderers,
· screenshots confirming receipt of at least three (3) quotations, 
· the completed and signed Market Survey Record,
· signed Conflict of Interest Declaration and Declaration of Impartiality and Confidentiality of the person involved in the preparation and evaluation of the tender documentation and related materials.

Annexes:

1. Annex No. 1: Specification of the Subject Matter of the Contract (Template)
2. Annex No. 2:	Price Quotation (Template)
3. Annex No. 3:	Market Survey Record (Template)
4. Annex No. 4:  Conflict of Interest and Declaration of Impartiality and Confidentiality
		(Template)







Annex No. 1: Specification of the Subject Matter of the Contract (Template)

SPECIFICATION OF THE SUBJECT MATTER OF THE CONTRACT
	Name of the service: __________

	Description: 

The subject matter of the contract is: ____________ (e.g. provision and/or arrangement/intermediation of accommodation services and/or transport (passenger transport) services) to the extent and according to the specification provided below:

Detailed Description: 
(Please provide a precise specification of the service. The specification must be clear and unambiguous so that it can be properly priced. Depending on the subject matter, it should include, for example, the date of performance/delivery of the service, number of persons, number of nights, number of rooms, place of service delivery, direct or connecting flight, inclusion of checked baggage, etc.) 




Item No. 1:

Item No. 2:

Item No. 3:


















Annex No. 2: Price Quotation (Template)

PRICE QUOTATION

	Business name of the Tenderer:


	Registered seat / Place of business:


	Company ID: 

	VAT payer: Yes / No[footnoteRef:1] [1:  Delete as appropriate] 


	Contact person:

	Telephone:



	Name of the service ______________

	Description: 

The subject matter of the contract is: ____________ (e.g. provision and/or arrangement/intermediation of accommodation services and/or transport (passenger transport) services) to the extent and according to the specification provided below:


Detailed Description: 
(Please provide a precise specification of the service. The specification must be clear and unambiguous so that it can be properly priced. Depending on the subject matter, it should include, for example, the date of performance/delivery of the service, number of persons, number of nights, number of rooms, place of service delivery, direct or connecting flight, inclusion of checked baggage, etc.)

Item No. 1:
Item No. 2:
Item No. 3:

At the same time, as the Tenderer (in the event that I am approved/accepted as the Contractor), I hereby declare that:
a) will accept from the Beneficiary a voucher issued by the Slovak Business Agency,
b) I will issue to the Beneficiary an invoice for the provision/arrangement/intermediation of the service with a payment term of 30 (thirty) calendar days, as agreed between the Beneficiary and the Contractor, for the purpose of submission, review, and payment by the Slovak Business Agency,
c) I will receive payment from the Slovak Business Agency for the eligible costs related to the provision/arrangement of the service, however, only up to the maximum amount stated in the Price Quotation, to the Contractor’s account indicated in the Contractor’s invoice, based on the assessment of eligible costs.  In this regard, I acknowledge that:
i. eligible costs are the expenses for the provision/arrangement/intermediation of the service listed in the Contractor’s invoice, including VAT, if applicable, provided that the Beneficiary is not a VAT payer or is not entitled to VAT deduction, and provided that such expenses relate to the subject of the voucher,
ii. no reimbursement shall be made for expenses that do not meet the conditions for eligible costs and/or expenses that have been reduced by the Aid Provider following review,
iii. the Beneficiary is solely responsible for covering, from their own (private) resources, all expenses that are not considered eligible costs
d) the Contractor’s bank account (IBAN) indicated in the invoice is the account to which the reimbursement of expenses shall be made,
e) I acknowledge that no claims shall arise against the Slovak Business Agency due to non-payment of expenses, even if the voucher has been accepted,
f) I acknowledge that the provisions of this declaration take precedence over any agreements between the Contractor and the Beneficiary that would contradict this declaration.



	[bookmark: _Hlk213003292]Item [footnoteRef:2] [2:  The table may be modified as necessary to reflect the required specification] 

	Term (number of nights)
	Number of persons
	Number of rooms
	Date and time of departure/arrival
	Number of stopovers
	Baggage
	Price
(Currency)  

	1. item
	
	
	
	
	
	
	

	2. item
	
	
	
	
	
	
	

	3. item
	
	
	
	
	
	
	

	Total price excluding VAT *
	
	

	VAT amount
	
	

	Total price/ including VAT
	
	



* To be completed by the Tenderer, if applicable. If the Tenderer is not a VAT payer, please state “Not a VAT payer” below the table.

Tenderer:


12/12

	



In _____________on__________________

   
    




________________________________

(Signature and name of the person authorised to act on behalf of the Tenderer)
	




Annex No. 3: Market Survey Record (Template)

MARKET SURVEY RECORD

1. Business name of the Beneficiary: 				____________________
2. Title of the Contract:					Provision /Arrangement/Intermediation of									accommodation services
									and/or transport (passenger transport) services
3. Type of Contract (goods/services): 				Provision of services
4. Method of Conducting the Market Survey [footnoteRef:3]: 			____________________ [3:  	Specify which applies: 	
	a) based on a call for quotations / invitation of Suppliers and subsequent submission of prices or offers,
b) based on an online market survey through price lists, catalogues, or other sources enabling identification of the value of goods/services, 
c) other method – specify which (note: telephone surveys are not accepted).] 

5. Criterion / Criteria for the Evaluation of Quotations [footnoteRef:4]: 	____________________ [4:  	Specify the evaluation criterion:
	a) if the Beneficiary is a VAT payer or entitled to VAT deduction, indicate “Lowest total price for the entire subject of the contract excluding VAT, in EUR”, or
	b) if the Beneficiary is not a VAT payer or not entitled to VAT deduction, indicate “Lowest total price for the entire subject of the contract including VAT, in EUR“] 

a) List of Invited Suppliers [footnoteRef:5] : [5:  	A minimum of three (3) Suppliers must be invited] 

	Name of Invited Supplier
	Date of Invitation
	Method of Invitation
		Quotation Received (Yes/No)

	
	
	
	

	
	
	
	

	
	
	
	




	
	
	
	

	
	
	
	

	
	
	
	


b) List of Submitted Quotations [footnoteRef:6]: [6:  	Include the identification of all Tenderers who submitted an offer.] 

	Name of Tenderer who Submitted a Quotation
	Date and Time of Submission / Date of Evaluation
	Proposed Offer Details [footnoteRef:7] [7:   	For example, state the offered amount in EUR, specifying whether the amount is with VAT or without VAT.] 

	Evaluation of Compliance [footnoteRef:8] [8:   	The Beneficiary shall indicate any conditions that were set (e.g. participation conditions or other pre-contractual requirements, specific requirements concerning the subject of the contract, etc.). ] 

	Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


					
6. Identification of the Successful Tenderer: 			_______________
7. Price of the Successful Tenderer [footnoteRef:9] : 				_______________ [9:  	Indicate both prices with and without VAT; if the Supplier is not a VAT payer, state the final price.] 

8. Method of Contract Award (type of commitment) [footnoteRef:10]: 	_______________ [10:  	For example: contract for work, supply contract, service contract, purchase order, etc.] 

9. Name / Position / Signature of Responsible Person(s):	_______________	
10. Place and Date of Market Survey: 				_______________
11. Annexes [footnoteRef:11]: 						_______________ [11:  	List and attach all annexes/documents related to the procurement process.] 


Beneficiary:

	In _____________on _______________


–––––––––––––––––––––––––––––––––––
(Business name, name and signature of the person authorised to act on behalf of the Beneficiary)
	







Annex No. 4: Conflict of Interest and Declaration of Impartiality and Confidentiality (Template) 

CONFLICT OF INTEREST AND DECLARATION
of Impartiality and Confidentiality of the Person Involved in the Preparation and Compilation of the Tender Documentation and Other Related Materials

Contract for the Provision of Services: „xxx “

	1. Identification Data of the Beneficiary

	Business name:

	Registered seat / Place of business:

	Company ID:

	Contact person (authorised to act on behalf of the Beneficiary):

	Contact address:

	E-mail:



	2. Identification Data of the Contact Person

	Name:

	Surname:

	Date of birth:

	Role in the selection process: Implementation and evaluation of the market survey



Regarding the subject of the contract „xxx “I declare that I am not in a conflict of interest in relation to: 
a)	any Tenderer, 
b)	any Bidde, 
c)	any Supplier.

To the best of my knowledge and belief, I declare that there are no circumstances, whether past, present, or reasonably foreseeable, that could compromise or call into question my independence or impartiality with respect to any party involved.

I confirm that, should I discover or become aware of any conflict of interest, I will immediately inform the Beneficiary and the Service Provider, and in the event that a conflict of interest is identified, I will withdraw from all related activities.

I, the undersigned contact person, as a person involved in the preparation and compilation of tender documentation and other related materials for the contract entitled „xxx “hereby solemnly declare to the Beneficiary my impartiality and confidentiality with regard to all processed information - I undertake to maintain confidentiality concerning the content of all documents and materials provided or produced until such time as they are made available to the Tenderers or Applicants. Specifically, I agree to handle all information or documents entrusted to me or obtained or created by me in the course of my duties responsibly and confidentially.

In ____________on _______________


–––––––––––––––––––––––––––––––––––
          (Name, Surname a Signature)
