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Simplified tender dossiers for supply tender

A. INFORMATION ON SUBMISSION OF THE TENDERS

	1. Publication reference:
	EU4M/04/2021

	2. Project Title:
	Europe for Municipalities “EU4M”

	3. Subject of the contract:
	Supply of Promotional Material for EU for Municipalities activities

	4. Contracting Authority:
	Co-PLAN, Institute for Habitat Development, on behalf of EU for Municipalities Project

	5. Maximum Budget:
	2.500,00 Euro VAT Excluded

	6. Deadline for application:
	19 November 2021



7. Contract description/technical specification
The purpose of this contract is the purchase of promotion materials as specified in the table below:
	
	
	
	

	[bookmark: RANGE!A2:C60]Nr
	Items And Specifications Required
	Specifications 
	Unit
	Quantity

	1
	Factsheets-Phase 1 & Phase 2 Albanian 
	A4 paper, 200 g, matt, Front & Back color printed
	Piece
	250

	2
	Factsheets-Phase 1 & Phase 2 English 
	A4 paper, 200 g, matt, Front & Back color printed
	Piece
	20

	3
	Leaflets-folded (A4)
	Dimensions: Horizontal A4 (29.7 X 21 cm)- 3-fold, 200g paper, Color, glossy, back & front
	Piece
	250

	4
	Roll-up Banners
	Dimensions: 200 X 80 cm
	Piece
	2

	5
	Dossiers with logo
	Dimensions: 210 X 297 mm
400 g paper, matt, Back & front- color, internal pocket- logo, grey color
	Piece
	250

	6
	Note books 
	Dimensions 15 X 21 cm, Cover paper matt 400 g (glossy/plastic optional), print back & front color, Inside pages simple 80 gr paper plain white, bonding style optional (gluing or through spiral bond)
	Piece
	250

	7
	Pens blue color with logo
	Color white, blue ink, 1 color logo, model optional.
	Piece
	250

	8
	Tote bags with logo
	2 logos printed, color
	Piece
	250



8. 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 selection criteria:
· The applicants have to be established in accordance with the Albanian legislation that is into force for at least 2 years from the date of the application;
· Commerce of Office Consumables Products is part of their competences and clearly stated in the official documents issued by the NBC (QKB).
· The applicants have to deliver the products in the amount and minimum technical specifications as indicated in the paragraph 7 of this document.
9. Award criteria
The sole award criterion will be the price. The contract will be awarded to the lowest price compliant tender.
10. Application procedure
Offers, all correspondence and documents related to the tender exchanged by the tenderer and the contracting authority must be written in English or Albanian
The tender must comprise a technical offer and a financial offer, which must be submitted in separate envelopes.
a) Technical offer
The applicant must sent the technical offer that is composed by the following documents:
· Financial Identification Form (FIF) – Template Given by the Contracting Authority
· Legal Entity File (LEF) – Template given by the Contracting Authority 
· Copy of NIPT/TIN
· Extract for QKB/NBC

b) Financial offer
The financial offer must be presented as an amount in Euro and must be submitted using the template Financial Offer as given by the Contracting Authority.
Tenders must be submitted using the double envelope system, i.e. in an outer parcel or envelope containing two separate, sealed envelopes, one bearing the words ‘Envelope A —Technical offer’ and the other ‘Envelope B — Financial offer’. All parts of the tender other than the financial offer must be submitted in Envelope A.
The outer envelope should provide the following information:
a) the address for submitting tenders indicated above;
b) the reference code of the tender procedure
c) the words ‘Not to be opened before the tender-opening session’
d) the name of the tenderer.
Applications must be submitted in English or Albanian 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: 
Co-PLAN, Institute for Habitat Development, AutostradaTiranë-Durrës, Km 5, Kashar, Rr. Bylis 12 KodiPostar 1051, KutiaPostare 2995, Tirana, Albania.
· OR hand delivered by the participant 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: 
Co-PLAN, Institute for Habitat Development, Autostrada Tiranë-Durrës, Km 5, Kashar, Rr. Bylis 12 Kodi Postar 1051, Kutia Postare 2995, Tirana, Albania.
Applications submitted by any other means will not be considered. Submission of the tender should be made within the deadline specified in point 6 of this document.
11. [bookmark: _Toc42488089]Evaluation of tenders
The tenders will be evaluated on the basis of conformity with the requirements of this tender dossier and procedure. A technical and financial evaluation will be performed by the evaluation committee on the technical and financial admissibility of tenders. 
12. Notification of award
The contracting authority will inform all tenderers simultaneously and individually of the award decision.
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