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[bookmark: _Toc169041919][bookmark: _Toc169041993][bookmark: _Toc169536185]BACKGROUND INFORMATION
[bookmark: _Toc169041920][bookmark: _Toc169041994][bookmark: _Toc169536186]Partner country
Europe (non-EU) Türkiye 
[bookmark: _Toc169041921][bookmark: _Toc169041995][bookmark: _Toc169536187]Contracting authority
Ministry of Family and Social SSN-E Projects
[bookmark: _Toc169041922][bookmark: _Toc169041996][bookmark: _Toc169536188]Country background
N/A
[bookmark: _Toc169041923][bookmark: _Toc169041997][bookmark: _Toc169536189]Current situation in the sector
N/A
[bookmark: _Toc169041924][bookmark: _Toc169041998][bookmark: _Toc169536190]Related programmes and other donor activities
N/A
[bookmark: _Toc169041925][bookmark: _Toc169041999][bookmark: _Toc169536191]OBJECTIVES & EXPECTED OUTPUTS
As a result of training sessions organized in a total of 3 groups, organizational services were provided in line with the project objectives..
[bookmark: _Toc169041926][bookmark: _Toc169042000][bookmark: _Toc169536192][bookmark: _Toc169041927][bookmark: _Toc169042001][bookmark: _Toc169042289]Overall objective
The overall objective (Impact) to which this action contributes is:
[bookmark: _Toc169041928][bookmark: _Toc169042002][bookmark: _Toc169042076][bookmark: _Toc169042150][bookmark: _Toc169042290][bookmark: _Toc64132807][bookmark: _Toc169041929][bookmark: _Toc169042003][bookmark: _Toc169536193]Specific objective(s)
The specific objectives Outcomes of this contract are as follows:
Within the period from February 2027 to April 2027, a total of three (3) distinct organisation service procurements will be carried out under the SSN-e Programme.
Provide the training environment (hall), accommodation, meals, transfers, and meet the needs specified in Article 4.2 so that the training can be organized.
[bookmark: _Toc169041930][bookmark: _Toc169042004][bookmark: _Toc169536194]Expected outputs to be achieved by the contractor
The expected outputs of this contract are as follows:
The service will be paid on the basis of the delivery of the specified output(s). Payments might be totally or partially withheld if the contractual result(s) have not been reached in conformity with the detailed terms of reference. Payment(s) is/are based on the approval of this/these deliverable.
[bookmark: _Toc169041931][bookmark: _Toc169042005][bookmark: _Toc169536195]ASSUMPTIONS & RISKS
[bookmark: _Toc169041932][bookmark: _Toc169042006][bookmark: _Toc169536196]Assumptions underlying the project 
 
[bookmark: _Toc169041933][bookmark: _Toc169042007][bookmark: _Toc169536197]Risks
· The total number of rooms allocated for accommodation may increase by 20%.
· The need for additional transfer services due to disruptions/unforeseen circumstances that may occur during the activity period.
· Provision of additional healthcare services during the activity period due to unforeseen reasons (illness, death, poisoning, etc.).
· Provided that the number of training weeks remains unchanged, training dates may be postponed/changed subject to prior notification of the reason by the administration.
[bookmark: _Toc169041934][bookmark: _Toc169042008][bookmark: _Toc169536198]SCOPE OF THE WORK
[bookmark: _Toc169041935][bookmark: _Toc169042009][bookmark: _Toc169536199]General
Project description
Within the period from February 2027 to April 2027, a total of three (3) distinct organisation service procurements will be carried out under the SSN-E Projects 
Geographical area to be covered
· Located within the borders of Adana city center 
Target groups
Field personnel working within the scope of the project.
[bookmark: _Ref20657225][bookmark: _Toc169041936][bookmark: _Toc169042010][bookmark: _Toc169536200]Specific work
[bookmark: _Hlk165992714]ACCOMMODATION
The hotel shall be as follows: 
· Full board concept,
· [bookmark: _GoBack]Located within the borders of Adana city center 
· Must have a capacity of at least 160 rooms.
· Providing 24-hour room service,
The organization will be held at a single hotel. 
All participants attending the organization will stay at the hotel where the organization will take place. The organization begins with lunch on the entry date and ends with breakfast on the departure date. Participants who check in early on the entry date and those who check out late on the departure date will cover their own needs, such as breakfast or lunch, etc.
1. Organization officials and participants will stay in single rooms for the organization. The number of nights for organization officials and participants who will stay on a full board basis in single rooms is provided in Table 1. If deemed necessary by the Administration, the organization officials responsible for the event will check into the hotel 1 day before the event date and will guide the Contractor in all planning.
Table 1. Participants who will stay in single rooms on a full board basis
	NO
	TYPE OF SERVICE
	SERVICE HISTORY
	CHECK-IN DATE
	CHECK-OUT DATE
	NUMBER OF PARTICIPANTS (%±20)
	NUMBER OF PROJECT STAFF (%±20)
	NUMBER OF OVERNIGHT STAYS
(%±20)

	Organization No. 1
	Workshop and Consultation Meetings
	February 1-2-3-4-5, 2027 
(5 Days)
	February 1, 2027 
	February 5, 2027
	140 
	30 
	4 nights x 170 people

	TOTAL
	680 nights




2. [bookmark: _Hlk244444409]Additional expenses included in the hotel extras (dry cleaning, telephone, fax, room service, doctor, massage, beauty salon, jacuzzi, hairdresser, market, bowling, billiards, game room, domestic/foreign alcoholic beverages, hookah, boutique and photography, etc.) shall be paid by the guests. It will be the responsibility of the Contractor to remind the guests that these types of expenses will be paid by them and are not included in the announced prices. The Administration is not responsible for the expenses incurred by individuals who come outside the list provided to the Contractor. It is mandatory to provide a document explaining the all-inclusive/full board system to all participants at registration.
3. Two 0.5 lt bottles of water will be provided for each guest in the rooms per day. In order to make tea and coffee, water heaters and consumables will be available in the rooms. No alcoholic beverages will be served to the participants in the rooms and dining halls. 
4. Final accommodation and participation lists for the organization will be provided to the Administration by the Contractor on a daily basis.
5. The all-inclusive/full board concept will cover the following criteria:
· All services in the hotel (excluding special services) will be provided free of charge throughout the day.
· Necessary measures will be taken to ensure the hygiene of the food available in the open buffet at breakfast, lunch, and dinner. Within the scope of these measures, it will be ensured that requested food is served to the participants by an employee.
· Meals and breakfasts will be served in an open buffet concept.
· Soft drinks such as tea, coffee, water, fruit juice, and soda will be provided to the participants free of charge throughout the day in the lobby or in a suitable area of the hotel -to be determined jointly with the Administration-.
· Two 0.5 lt bottles of water, one mineral water, and one fruit juice per person per day will be provided in the mini bar in the hotel room and offered free of charge to all guests by being distributed to the rooms every day; expenses such as television (encrypted channels) and telephone (private calls) will be covered by the guests. Staying participants will benefit from all free services of the hotel.
· During the organization, internet service will be provided free of charge to all guests in the rooms and in the hall.
· No additional extra fees will be charged from the guests in any way other than those specified above.
· Service equipment in the food & beverage areas will be safe, orderly, and in compliance with the hygiene conditions determined by the Ministry of Health before and after service, and the necessary measures for coronavirus will have been taken.
· In the event of external participation; the Contractor will record the participants during the organization and share them with the secretariat, and will receive payment based on the number of services (coffee break and lunch) utilized by the participants against a signature.
· THE MAXIMUM NUMBER OF EXTERNAL PARTICIPANTS IS 25 PEOPLE PER DAY PER EVENT.
ARTICLE 5: MANAGEMENT OFFICE, OPENING AND TRAINING HALLS 
5.1.	Management Office
· [bookmark: _Hlk244444803]One management office will be established in the hotel where the organization will take place to be used from the entry date until the last day of the meeting.
· Inside the Management Office, there will be 1 high-speed photocopy machine, 2 laser jet printers (minimum 30 prints per minute) that are serviced, actively working, and have spare cartridges with them, 10 reams of A4 paper, 4 laptops, and necessary stationery (pencil/ballpoint pen, 2 sets of highlighter pens, a stapler to staple at least 10 A4 papers, staples, a hole puncher to punch at least 20 A4 papers, 10 folder files, 100 envelope files, paper clips, glue, etc.) ready.
· The Management Office will be handed over to the Administration at 14:00 on the entry date. During the organization, the Contractor will provide 1 (one) personnel at the management office in the hotel to assist the administration officials in tasks requested by the Administration.
· If requested by the Administration, the management office must be of a size that can also be used as a meeting room and will be arranged according to the Administration's request if requested.

5.2.	Meeting Halls
· There must be one opening hall with a minimum of 550 m2, large enough to accommodate all participants, and without columns and pillars in the middle area at the hotel where the organization will take place. (It will be used for 2 days on February 2 and 4, 2027)
· There must be three event halls with a minimum of 200 m2 and without columns and pillars in the middle area at the hotel where the organization will take place. (They will be used for 2 days on February 3 and 4, 2027)
· The halls must have wireless and uninterrupted internet access at a minimum speed of 50Mbit, adequate heating, cooling, and sound systems.
· In the main hall; 1 sound system, 1 lectern microphone, 50 delegate microphones, 4 wireless microphones, 1 presentation clicker, 1 hall name board, 1 laptop with a virus program installed and all checks performed, and 1 digital screen podium with the speaker's name shall be ready and in working condition; the batteries of all microphones (if any) shall be checked in advance and new batteries shall be inserted or it must be ensured that they are fully charged.
· The other 3 Halls will be prepared in a classroom layout for 50 people each. A sound system clearly audible from every area of the hall and a projection screen and system large enough to be seen from every point of the hall will be installed and in working order. For each hall, 1 laptop with a virus program installed and in active working order, a slide clicker, 1 lapel and 1 table microphone for the presenter, and 3 separate handheld portable microphones for each hall must be available. An electrical line with at least 5 outputs of 220v will be provided in the classrooms for each row. For each classroom, 1 standing flipchart (with at least 40 sheets of paper, 2 sets of 3-colored board markers, and at least 100 sheets of sticky notes containing 4 colors) will be prepared.
· Video recording must be taken for the opening program.
· DECORATED STAGE: A decorated stage will be set up in the hotel hall where the organizations will take place. A podium with visuals related to the organization, as approved by the Administration at the hotel, and featuring an LED digital screen of at least 8x3 (+/- 1m) meters for presentations in the hall will be established.
· The hall must be high-ceilinged, have sufficient ventilation, be bright, step-free, and have no columns or pillars blocking the view within the area where the seating arrangement will be created, and must be set up with light and sound systems.
· The Contractor must have at least 1 technical personnel experienced in the subject and 3 service staff who are properly dressed and have correct diction at the hotel during the meeting.
· Visual material, the content of which will be provided by the Administration, will be prepared in sufficient quantities to be used in the hall / hall entrance. For use in the hall, a total of 4 swallowtail flags (Turkish Flag, MoFSS Flag, EU Flag, and Turkish Red Crescent Flag) will be prepared as 1 set of 200x80cm each. The swallowtail flags will be hung in the halls in a symmetrical manner suitable for the hall layout, in accordance with the Administration's guidance. They shall be delivered intact to the Administration upon completion of the work.
· There must be a sufficient number of "directional signs" placed at suitable points and inside elevators, prepared in accordance with the logos to be received from the Administration, for access within the hotel and to the Meeting Halls.
· There will be water and sugar packets on the tables, and technical equipment (Laptop, microphone (Lavalier-Handheld), Laser Pointer-Presentation Clicker) will be located on the lectern.
· For all personnel at the entrance of the meeting halls / foyer area, a coffee break consisting of tea, coffee, etc. hot drinks, as well as sweet and savory cookies, fruit, and nuts will be provided at least twice a day (morning and afternoon) during the organization. The buffet will be continuously monitored, and deficiencies will be completed and resolved.
· To ensure that no problems occur in the halls during the meeting, it will be ensured that regular checks are performed by experts and that deficiencies are completed by the hotel personnel.
ARTICLE 6: TRANSFER	
1. After the participant list is delivered to the contractor company, information regarding arrival and departure details will be obtained by the company by contacting all participants. Participants requesting a transfer will be informed about their transfers via Phone / SMS / Message before their travel dates. The relevant transfer process will be planned in accordance with the arrival-departure hours of the participants.
2. All participants will be met at the location where the event will take place by 1 host/hostess who is properly dressed, has correct diction, and is experienced in the subject, with a welcoming sign containing the name of the organization and the name of the hotel, and will be directed to their vehicles without any problems from the bus station/train station/airport.
3. The transfer process for organization officials will be planned in accordance with the arrival-departure hours (observing reasonable waiting time limits).
4. Transfer processes for participants who join the organization late / leave late outside the specified entry dates for the organization will not be provided by the Contractor.
5. The transfer planning for departure days (from airport/station/bus station to hotel) in the province where the organization will take place will be made by the Contractor and will be shared with the organization officials upon the Administration's request. The transfer planning to be used for return days (from hotel to airport/station/bus station) in the province where the organization takes place will be made by the Contractor, and the final transfer program, reviewed and approved by the organization officials at the hotel, will be posted on the announcement board created next to the registration desk one day before the departure dates. An announcement will be made in the hall 1 (one) day in advance so that participants can check this program. The relevant transfer process will be planned in accordance with the arrival-departure hours of the participants.
6. The vehicles that will carry out the transfer must be no more than 4 years old.
7. All domestic / international transportation (taxi, plane, bus, train, etc.) costs arising from all delays experienced in transfer services will belong to the Contractor.
ARTICLE 7: OTHER SERVICES
1. The transfer, catering, accommodation, and insurance expenses of all personnel employed by the Contractor shall belong to the Contractor.
2. The Contractor is obliged to provide at least 4 personnel at the hotel where the organization will take place during the organization period. All personnel working on behalf of the Contractor shall serve with a well-groomed appearance, smiling faces, and in uniform clothing. All receptions, hotel and meeting hall entrance registrations, intermediate directions, and transfers shall be carried out by this team. Personnel will be present at the hotel from the hotel check-in date to the hotel check-out date and will assist the administration officials in tasks requested by the Administration as necessary.
3. The signature lists prepared by the Administration for the participants' hotel check-in and the organization days shall be signed by the participants by the Contractor, and the lists shall be delivered daily to the Secretariat (Control Organization/Inspection and Acceptance Commission).
4. The form to be used for the travel expense notification of the personnel who will attend the meeting shall be provided by the Administration and printed by the Contractor, and shall be kept at the registration desk during the meeting or distributed to all participants during hotel check-in.
5. On the opening day, a personnel who can speak Turkish correctly, effectively, and beautifully, who has previous experience as an announcer in such programs, and who will serve with a well-groomed appearance, a smiling face, and uniform clothing shall be provided by the Contractor.
6. If screens other than the main screen are present in the meeting halls, the same image as the presentation screen shall be displayed on these screens. The necessary equipment for image transmission shall be provided by the Contractor.
7. Additionally, 1 (one) cabin for simultaneous interpretation shall be established in the main hall.
8. The interpreters who will provide the translation service shall be provided by the Contractor (Turkish-English). The Contractor shall share the CVs of the interpreters who will provide the translation service and obtain approval upon the Administration's request.
9. To ensure that simultaneous interpretation service is provided during the meeting, the equipment required to be present in the translation cabin and on the tables (cabin, headset, microphone, control unit, etc.) shall be provided by the Contractor.
10. In all halls where the meeting will be held, water in closed bottles (minimum 300 ml) for all participants shall be provided by the Contractor, and the water shall be checked between each session to complete any deficiencies.
11. The outlets and cables to be prepared for participants to charge their laptops shall be placed in a suitable place around the tables in an organized, aesthetic manner that will not hinder the mobility of the participants, and shall be placed in a way that the cables are covered.
12. In order for the organization officials to carry out the necessary work, 1 (one) vehicle suitable as deemed appropriate by the Administration shall be provided at the hotel where the meeting will be held. 
ARTICLE 8: ID CARDS AND TABLE NAMEPLATES 
Printed ID cards with neck straps and lanyards, featuring the name, date, and location of the organization with the logo to be specified by the Administration, and the name, surname, and province of each participant shall be produced by the Contractor in a manner approved by the Administration and submitted for the approval of the Secretariat for the "Social Safety Net with Education for Refugees Programme". 
· PVC ID Card; It must be double-sided, 4-color printed, at least 9x13 cm in size, and have self-double hanging holes in accordance with the logos and designs provided by the Administration. The neck strap must be printed with the design provided by the Administration and have hooks at both ends. (A sample will be viewed by the Administration.)
· Neck Strap Detail: Printed fabric wide neck strap with a metal hook.
· Table nameplates: These will be produced by the Contractor company for each participant on their tables in a manner approved by the Administration. They must be prepared in at least 20x10 cm size in accordance with the participant list, logo, and designs provided by the Administration. Table cards must be placed on the tables according to the seating arrangement provided by the Administration. 
ARTICLE 9: BANNER
One banner with a visible area of at least 4m x 2m will be produced by the Contractor at the hotel entrance in a manner approved by the Administration. The Banner Poster shall be for outdoor use, have fade-resistant paint properties, be made of fabric banner cloth, have four-color digital printing, be column-stitched on the edges and have hanging accessories, and have eyelets or wooden bars. (The design will be approved by the Administration).
The content of the banner will be provided by the Secretariat and the designs will be approved by the Secretariat. The necessary permits will be obtained by the Contractor from the relevant authorities so that the banner can be hung in a clearly visible location.
ARTICLE 10: REGISTRATION DESK
A registration desk consisting of two counters and a 6x3 meter backdrop will be produced by the Contractor in the lobby area of the hotel where the meeting will be held and will serve during the meeting period. 2 service officials will be present at the registration desk.

ARTICLE 11: SWALLOWTAIL FLAG-T TABLE FLAG
Swallowtail flags will be provided by the Contractor in 4 sets-totaling 16 units- (Turkish Flag, MoFSS Flag, EU Flag, and Turkish Red Crescent Flag as a set of 4) and shall be delivered to the Administration at the end of the work. The swallowtail flags will be kept hanging in the hall in an ironed and clean manner during the meeting. A total of 30 units of 2-piece T Table flags (15 units EU Flag-Türkiye Flag and 15 units Ministry of Family and Social Services-Turkish Red Crescent Flag) will be provided by the Contractor and delivered to the Administration at the end of the work.

ARTICLE 12: PROGRAM FLOW, QUESTION SETS, PARTICIPATION CERTIFICATES AND EVALUATION SURVEYS 
The program flow, question sets, and evaluation surveys for all participants will be delivered to the Contractor by the Administration in PDF format. The Contractor shall print the program flow, question set, and evaluation survey in as many copies as there are participants and keep them as sets in the hotel; they will be delivered to the guests during the meeting recording as indicated by the Administration or distributed to their tables in the meeting hall. For the possibility of urgent printing needs, the printers in the management office must remain active and functional from the beginning to the end of the event, and spare cartridges must be ready.
· Program Flow: Will be printed as a colored print on A4 coated paper.
· Question Set: Will be printed as a colored print on A4 coated paper for each participant. 
· Evaluation Survey: Will be printed as a colored print on A4 1st grade paper for each participant.
Participation certificates printed on high-quality patterned thick paper with covers for all participants, approved by the Administration for their participation in the organization, will be printed by the Contractor and distributed to all participants. The participation certificate, which will be designed in accordance with the logos and inscriptions to be notified by the Administration to the Contractor company, will be a single page, A4 size, and 4-color printed. The covered file of the participation certificate will be 33.5x23.5 and will have cuts (sockets) that will ensure the participation certificate stays in place inside. The design of the participation certificate and the printing of the covered file will be done with the approval of the Administration. The Participation Certificate will be printed on 350 gr matte coated paper. The covered file will be printed on thick Bristol or minimum 350 gr matte coated paper. 

ARTICLE 13: ROLL-UP
Roll-ups will be designed and produced by the Contractor company in accordance with the logos provided by the Administration. They will be delivered intact to the Administration at the end of the work. 
The terms of reference of the total (three) 3 Roll-Ups to be obtained will be as follows; 
• They will be 80x200 cm in size,
• The visual provided by the Administration will be printed,
• Prints will be made with 4-color printing technique,
• They will be produced from banner cloth material,
• They will have a mechanism to open and close,
• There will be a carrying bag to transport them as a single piece. 

ARTICLE 14: PROMOTIONAL MATERIALS
All the products listed below will be produced in the quantity and at the date specified by the ADMINISTRATION (before the meeting date). 
1. All products shall be of 1st class quality. The products will be submitted for the approval of the Administration and serial production will begin after the approval of the ADMINISTRATION.
2. Before starting production, samples of at least 3 (three) different designs as per the number of designs specified by the ADMINISTRATION will be prepared and submitted for the approval of the ADMINISTRATION. Serial production will begin after the ADMINISTRATION gives approval. 

Embossed/Colored Digital Printed Raw Canvas Bag (200 units)  
The terms of reference of the total (two hundred) 200 Embossed Printed Raw Canvas bags to be obtained will be as follows; 
• The bag will be at least 35 cm wide,
• The bag will be at least 40 cm high,
• %100 cotton 320 gr canvas or equivalent fabric must be used, it will be completely thread-stitched.
• Or it must have a handle made of its own fabric or special weave of 20 cm.
• The logo/logos provided by the ADMINISTRATION will be applied using Serigraphy paint (non-carcinogenic) with a suitable printing technique and textile weave on the Raw Canvas Bag. 

Flexible Lid Elastic A5 Notebook (200 units) 
• It will be in A5 size (minimum 13x21 cm)
• It will be at least 60 pages
• The inner paper of the notebook will be at least 80 gr/m². The notebook will consist of first grade pages.
• Inner pages will be lined or squared
• The cover will have the European Union, MoFSS and project logos / Suitable printing method will be used (Serigraphy, Hot Printing, Metal Label, etc.)
• It will have a soft / flexible plastic cover and elastic band lock / fastening feature

STEEL THERMOS (200 units)	
• It must have a minimum capacity of 460ml
• It must be able to keep hot products for a minimum of 7, cold products for a minimum of 10, and iced products for 30 hours
• It must be produced from 18/8 stainless steel material and must not contain BPA
• It must be produced from double-wall vacuum insulated steel material
• It must be in a convenient portable structure and must definitely not leak during transport
• It must have a rotatable or easily usable with one hand lid structure, and must be produced in a structure where the mouth area remains clean while the thermos is closed
• Both the thermos and its lid (if necessary, by being separated into parts) must be washable in the dishwasher
• The pen outer color will be determined by the Administration.
• The pen surface will be preferred with laser engraving or serigraphic printing technique depending on the application.

POWERBANK (200 units)
• A portable charger with a minimum of 20000 mAh capacity, which can fully charge an average smartphone 4 to 5 times
• It must have Wireless / Magnetic Technologies. It must support both Qi and MagSafe and must be able to charge compatible phones without a cable by magnet or surface contact.
• The product can be charged via Type-C, must have at least 2 Type-C outputs that can be used simultaneously, and must have a minimum of 25W fast charge (PD / Quick Charge) output power.
• There must be a Digital LED battery indicator showing the charge/process status of the product.
• The product surface will be preferred with a suitable printing technique such as laser engraving or serigraphic printing depending on the application.

ARTICLE 15: PHOTO AND VIDEO SHOOTING 
At the hotel where the meeting will be held every day, at least 100 (one hundred) photo shoots will be made in both close-up and long shots, and at least 10 photos will be shared with the Administration for use in social media shares on the days the shoot is made; at the end of the organization, all shoots made in the hotel will be delivered to the Administration as organized in an SSD Disk within 3 business days following the day the last shoot was made. 

ARTICLE 16: OTHER PROVISIONS
1. The cost of services not received (including daily accommodation per person and services included in the concept) shall not be paid.
1. Realisation and unit prices are taken as basis for expenditure items in hereby terms of reference, and payments shall be made based on actual figures. The invoice amount shall be calculated based on the actual number of participants and the services received accordingly.
1. The Contractor must obtain approval from the Administration for all hotels proposed before signing the contract. The Administration reserves the right to request changes for hotels it does not deem suitable, without any price change.
1. Bidders must submit, together with the tender file, the name and website of the hotel where the organization will be held, photographs of the meeting hall, and printed materials or related documents containing accurate and consistent information regarding each service requested. Bidders whose documents contain inaccurate or inconsistent information shall be disqualified.
1. Bidders must possess an A Group Travel Agency Certificate, TÜRSAB Membership Certificate, and Hotel Confirmation Documents. These documents must be submitted with the tender file.
1. The “Confidentiality Agreement” prepared by the ADMINISTRATION shall be signed by the CONTRACTOR. In cases of malicious use and/or sharing of information among CONTRACTOR personnel or with third parties, the Contractor shall compensate the damages incurred by individuals and/or groups. The damage amount shall also be applied as an additional penalty to the Contractor.
1. All participant information and personal data obtained by the CONTRACTOR during the organization shall be shared only with the ADMINISTRATION in accordance with Law No. 6698 on the Protection of Personal Data (“KVKK”) and relevant legislation, and shall not be shared with third parties. The CONTRACTOR is obliged to fulfil all legal requirements such as taking necessary data protection measures, informing data subjects, and obtaining their consent.
1. In the processing, storage, transfer, deletion, and use of personal data collected or obtained during the execution of hereby Terms of Reference and the Service subject to the Tender, the CONTRACTOR shall fully comply with Law No. 6698 and all related legislation and decisions of the Personal Data Protection Board. The CONTRACTOR shall be solely responsible for any unlawful processing, storage, transfer, deletion, or use of personal data and any consequences thereof (administrative fines, judicial processes, compensation claims, etc.), and shall keep the ADMINISTRATION fully indemnified. Any damages or compensation incurred by the ADMINISTRATION shall be reimbursed immediately, in cash and in full by the CONTRACTOR upon written notification.
1. Inspection, control, and acceptance procedures shall be carried out in accordance with the provisions of the “Regulation on Inspection and Acceptance of Service Procurement” and the “General Specifications for Service Works.”
9. [bookmark: _Ref530906824][bookmark: _Toc169041937][bookmark: _Toc169042011][bookmark: _Toc169536201]This Terms of reference is an integral part of the Standard Contract and consists of 16 main articles.
Project management
Responsible body
The work and procedures to be established regarding the relevant work will be carried out in coordination with the Communication Unit within the Project Coordination Office and the responsible persons determined by the Contractor company. 
Management structure
European Union – EU IPA-II, EU IPA-III General Budget (%100) NDICI-RRP-ENES/2025/488-920 (SSN-E)
Facilities to be provided by the contracting authority and/or other parties
The Contractor shall be provided with a list of participants from each group attending the event and a list of academics who will be involved in the training sessions.
LOGISTICS AND TIMING
[bookmark: _Toc169041939][bookmark: _Toc169042013][bookmark: _Toc169536203]Location
[bookmark: _Hlk166680476]As stated in Article 4
[bookmark: _Toc169041940][bookmark: _Toc169042014][bookmark: _Toc169536204]Start date & period of implementation
The intended start date is 01.02.2027 and the period of implementation of the contract will be four months from this date. Please see point 3 of the main conditions for the actual start date and period of implementation.
[bookmark: _Toc169041941][bookmark: _Toc169042015][bookmark: _Toc169042089][bookmark: _Toc169042163][bookmark: _Toc169042303][bookmark: _Toc169041942][bookmark: _Toc169042016][bookmark: _Toc169536205]REQUIREMENTS
[bookmark: _Toc169041943][bookmark: _Toc169042017][bookmark: _Toc169536206]Personnel 
[bookmark: _Hlk166687105]Note that civil servants and other staff of the public administration, of the partner country or of international/regional organisations based in the country, shall only be approved to work as experts if well justified. The justification should be submitted with the tender and shall include information on the added value the expert will bring as well as proof that the expert is seconded or on personal leave. 
[bookmark: _Hlk166000487]The selection procedures used by the contractor to select the experts must be transparent, must guarantee the absence of professional conflicting interests and the absence of any discrimination based on former or current nationality, gender, place of residence, or any other ground. The findings of the selection panel must be recorded.
All experts must be independent and free from conflicts of interest in the responsibilities they take on.
Key experts
Key experts have a crucial role in implementing the contract. These terms of reference contain the minimum requirements for the key experts.
Although minimum requirements for the experts are not selection criteria but award criteria meant to evaluate the technical quality of the offer, the compliance with these requirements is assessed on a YES/NO basis. If an expert does not meet the minimum requirements, the expert must be rejected on the basis of non-compliance. This means that the entire tender is rejected and shall not be evaluated further. 
During the evaluation, higher scores will be awarded to the “Expert’s Profile” that demonstrates, in addition to the minimum requirements, strengths in relation to the objectives, expected outputs, and scope of work. The award criteria may include additional desirable qualifications, skills and professional experience. These additional desirable criteria, will provide guidance on the elements that will be considered a strength and will receive higher scores.
Key Expert: Event Organisation and Operations Coordinator
Education and Skills
Bachelor's degree or equivalent (Minimum requirement).
Strong organisational, planning, coordination, problem-solving, and time management skills (Minimum requirement).
Full proficiency in written and spoken Turkish (Minimum requirement).
Good communication and interpersonal skills, with the ability to coordinate effectively with project stakeholders, service providers, and event participants.
Ability to manage multiple organisational tasks simultaneously and ensure the timely delivery of event-related services.
Knowledge of event planning, venue arrangements, accommodation, transportation, catering, technical equipment, and logistical coordination is preferred.
Proficiency in MS Office applications, particularly Word and Excel, for preparing event schedules, participant lists, and operational reports is preferred.
General Professional Experience
Professional experience in event organisation, meeting and conference management, project coordination, logistics, or administrative operations (Minimum requirement).
Work experience in organising conferences, workshops, seminars, training programmes, institutional meetings, or similar events.
Experience in public-sector projects, EU-funded projects, international organisations, or private-sector event management companies is preferred.
Specialised Professional Experience
Experience in planning, coordinating, and implementing organisational activities such as conferences, workshops, seminars, training sessions, and institutional events.
Experience in coordinating venue arrangements, accommodation, transportation, catering, technical equipment, and other logistical services required for event implementation.
Experience in preparing and managing event schedules, participant lists, registration processes, seating arrangements, and operational documentation.
Experience in coordinating on-site personnel, suppliers, subcontractors, and other service providers to ensure smooth and timely delivery of organisational services.
Ability to identify and resolve operational issues during event preparation and implementation.
Experience in monitoring the quality and timely delivery of services in accordance with the technical specifications and contractual requirements.
Ability to provide full-time operational support on-site or in the office in the province where the project activities are implemented.
Guidance on expert time inputs:
1) Working days: performance of the contract (and therefore payment) is based solely on working days. The contractor will only be paid for days actually worked on the basis of the daily fee rate contained in the budget breakdown (Annex V). The time input for experts must be expressed in Full Time Equivalent (FTE). Tenderers must annex the ‘Estimated number of working days’ worksheet contained in the spread sheet for Annex V to their organisation and methodology (Annex III) to demonstrate the correspondence between the proposed methodology and the expert inputs.
2) The annual leave entitlement of the experts employed by a contractor is determined by their employment contract with the contractor and not by the service contract between the contracting authority and the contractor. However, the annual leave entitlement of experts must not exceed 60 calendar days per year. Moreover, the contracting authority can decide when experts take their annual leave since this is subject to approval by the project manager, who will assess any such request according to the needs of the project while the contract is in progress. A day of annual leave is not considered to be a working day. See Articles 21 and 22 of the general conditions.
3) The fee rates for all experts must include: the remuneration paid to the experts, all the administrative costs of employing the relevant experts, such as equipment, relocation and repatriation expenses (including flights to and from the place of performance upon mobilisation and demobilisation as well as leave), accommodation, expatriation allowances, leave, medical insurance and other employment benefits given to the experts by the contractor. It shall also include any security arrangement except when this is exceptionally included under the incidental expenditure. Furthermore, the fees shall also include the margin, overheads, profit and support facilities. 
4) The delivery mode of the expert’s assignment is either on the place of performance or home based (see PRAG 2.5.5).  The delivery mode, and the locations where the expert will undertake missions and the working days needed for each mission are indicated in section 5.1 of the terms of reference.
Non-key experts
[bookmark: _Hlk165904843]The “Key Expert’s profile” (Annex IV) should not be submitted for non-key experts. However, the tenderer will have to demonstrate in their offer that they have access to experts fulfilling the minimum requirements. 
The contractor must select and hire other experts as required according to the requirements in the terms of reference and as described in the submitted organisation & methodology. It must clearly indicate the category to which the experts’ belong so that the applicable daily fee rate in the budget breakdown is clear. All experts must be independent and free from conflicts of interest in the responsibilities they take on. 
[bookmark: _Hlk165904089]The selection procedures used by the contractor to select these other experts must be transparent, and must be based on pre-defined criteria, including professional qualifications, absence of professional conflicting interests, language skills and work experience. The findings of the selection panel must be recorded. The selected experts must be subject to approval by the contracting authority before the start of their implementation of tasks. 
Support staff & backstopping
The contractor will provide support facilities to their team of experts, including back-stopping, during the implementation of the contract. 
Backstopping and support staff costs must be included in the fee rates.  
[bookmark: _Toc169041944][bookmark: _Toc169042018][bookmark: _Toc169042092][bookmark: _Toc169042166][bookmark: _Toc169042306][bookmark: _Toc169041945][bookmark: _Toc169042019][bookmark: _Toc169536207]Office accommodation
[bookmark: _Hlk166682751]Office accommodation of a reasonable standard and of approximately 10 square metres for each expert working on the contract is to be provided by the contractor.
[bookmark: _Toc169041946][bookmark: _Toc169042020][bookmark: _Toc169536208]Facilities to be provided by the contractor
[bookmark: _Hlk166682662]The contractor must ensure that experts are adequately supported and equipped. In particular it must ensure that there is sufficient administrative, secretarial and interpreting provision to enable experts to concentrate on their primary responsibilities. It must also transfer funds as necessary to support their work under the contract and to ensure that its employees are paid regularly and in a timely fashion.
[bookmark: _Toc169041947][bookmark: _Toc169042021][bookmark: _Toc169536209]Equipment
No equipment is to be purchased on behalf of the contracting authority / partner country as part of this service contract or transferred to the contracting authority / partner country at the end of this contract. Any equipment related to this contract that is to be acquired by the partner country must be purchased by means of a separate supply tender procedure.
[bookmark: _Toc169041948][bookmark: _Toc169042022][bookmark: _Toc169536210]Incidental expenditure
The provision for incidental expenditure, including the provision for expenditure verification, covers ancillary and exceptional eligible expenditure incurred under this contract. It cannot be used for costs that should be covered by the contractor as part of its fee rates, as defined above. Its use is governed by the provisions in the general conditions and the notes in Annex V to the contract. 
[bookmark: _Hlk166682866]The provision for incidental expenditure, including the provision for expenditure verification, will not be taken into account in the comparison of the financial offers.
All incidental expenditure incurred in the course of the contract as required by the Terms of Reference is to be invoiced at actual cost (per-diems are fixed flat rates and are considered actual costs). The reimbursement of actual costs shall include costs related to the payment of an incidental expenditure, such as bank charges.
[bookmark: _Hlk166682892][bookmark: _Hlk166682903]The following incidental expenditure should be provided for:
[bookmark: _Toc169041949][bookmark: _Toc169042023][bookmark: _Toc169536211]No additional payments will be made to the Contractor other than those specified in Article 4 of the Specifications for the Procurement of Administrative Organization Services..
Lump sums
No lump sums are foreseen in this contract.
[bookmark: _Toc169041950][bookmark: _Toc169042024][bookmark: _Toc169042098][bookmark: _Toc169042172][bookmark: _Toc169042312][bookmark: _Toc169041951][bookmark: _Toc169042025][bookmark: _Toc169042099][bookmark: _Toc169042173][bookmark: _Toc169042313][bookmark: _Toc169041952][bookmark: _Toc169042026][bookmark: _Toc169042100][bookmark: _Toc169042174][bookmark: _Toc169042314][bookmark: _Toc169041953][bookmark: _Toc169042027][bookmark: _Toc169536212]REPORTS
[bookmark: _Ref20555417][bookmark: _Ref20656720][bookmark: _Toc169041954][bookmark: _Toc169042028][bookmark: _Toc169536213]Reporting requirements
Please see Article 26 of the general conditions. There must be a final report, a final invoice and the financial report accompanied by an expenditure verification report at the end of the period of implementation of the tasks. The draft final report must be submitted at least one month before the end of the period of implementation of the tasks. Note that these interim and final reports are additional to any required in Section 4.2 of these terms of reference.
Each report must consist of a narrative section and a financial section. The financial section must contain details of the time inputs of the experts, incidental expenditure and expenditure verification. 

[bookmark: _Toc169041955][bookmark: _Toc169042029][bookmark: _Toc169536214]Submission & approval of reports
One copies of the reports referred to above must be submitted to the project manager identified in the contract. The reports must be written in English. The project manager is responsible for approving the reports.
[bookmark: _Toc169041956][bookmark: _Toc169042030][bookmark: _Toc169536215]MONITORING AND EVALUATION
[bookmark: _Toc169041957][bookmark: _Toc169042031][bookmark: _Toc169536216]Definition of indicators
N/A
[bookmark: _Toc169041958][bookmark: _Toc169042032][bookmark: _Toc169536217]Special requirements
N/A
 

* * *
