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1.1

1.2

1.3

1.4

SECTION 1 - INSTRUCTIONS TO TENDERERS

1. General Instructions

In submitting a tender, the tenderer accepts in full and in its entirety, the content of this tender
document, including subsequent Clarifications issued by the Non Governmental Organisation (NGO),
whatever the economic operator’s own corresponding conditions may be, which through the submission of the
tender is waived. Tenderers are expected to examine carefully and comply with all instructions, forms,
contract provisions and specifications contained in this tender document. These Instructions to Tenderers
complement the General Rules Governing Tenders for NGOs.

No account can be taken of any reservation in the tender in respect of the procurement
documents; any disagreement, contradiction, alteration or deviation shall lead to the tender offer
not being considered any further.

Prospective tenderers must submit their offer by depositing it in the tender box, located
at KURA Association, c/o Gozo Diocese, Bishop’s Chancery, Republic Street, Victoria Gozo VCT
1000. Any references in the tender document or tender forms to uploading of tender
documentation and forms is to be ignored. Tenderers must submit one original tender offer as
well as a soft copy on a USB. Soft versions on CDs will not be accepted. Tender reference number
and tender title must be clearly indicated on the sealed bid. Prospective tenders take full
responsible to submit their offer by the set tender submission deadline.

Note:

Where in this tender document a standard is quoted, it is to be understood that the Contracting
Authority will accept equivalent standards. However, it will be the responsibility of the respective
bidders to prove that the standards they quoted are equivalent to the standards requested by the
Contracting Authority.

The Estimated Procurement Value for this Call for Tenders has been based on comprehensive research
including appropriate financial analysis. In the context of this procurement, the Estimated Procurement
Value, based on market research, is that of €63,500 excluding VAT.

The purpose of this value shall be the guidance of prospective bidders when submitting their offer and is
not to be considered as a binding capping price.

Therefore, the published Estimated Procurement Value is not restrictive and final on the Contracting
Authority. Economic Operators are free to submit financial offers above or below the Estimated
Procurement Value. However, the Contracting Authority reserves the right to accept or reject Financial
Offers exceeding the Estimated Procurement Value.

The subject of this tender is provision of services for the design, development and delivery of a
Heritage trail and promotional campaign for ERDF Project: Conserving, protecting and promoting
ecclesiastical cultural heritage funded under the 2014-2020 Programming Period.

The place of acceptance of the services/supplies/works shall be the KURA Association c/o Gozo Diocese,
Bishop’s Chancery, Republic Street, Victoria Gozo VCT 1000 the time-limits for the execution of
the contract shall be 20 weeks, and the INCOTERM?°2 applicable shall be Delivery Duty Paid
(DDP).

This is a global price contract.



1.5 This call for tenders is being issued under an open procedure.

1.6  The beneficiary of this tender is the KURA Association.

2. Timetable

DATE TIME

Clarification Meeting/Site Visit (Refer to Clause 6.1) N/A N/A
Deadline for request for any additional information from the
NGO

15" March 17.00
Clarification requests should be addressed to: NGOs e-mail 2023 CET
address kura.diocese.gozo@gmail.com
Last date on which additional information can be issued by | 22" March 20.00
the NGO 2023 CET
Deadline for submission of tenders ot March 1
(unless otherwise modified in terms of Clause 10.1 of the 3 arc 0.00
General Rules Governing Tendering for NGOs) 2023 CEST
Tender Opening
The general public will not be allowed to attend physically. th
Tenderers are to leave their email address when submitting the 30" March 10.30
tender and a TEAMS invitation will be sent to the bidders to connect 2023 CEST
should they wish to witness the tender opening session.
* All times Central European Time (CET) / Central European Summer Time (CEST) as applicable
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3.1

4.1

5.1

5.2

6.1

3. Lots

This tender is not divided into lots, and tenders must be for the whole of quantities indicated. Tenders
will not be accepted for incomplete quantities.

4. Variant Solutions
Variant solutions are not permissible.

5. Financing
The project is co-financed by the European Union in accordance with the rules of the European Regional
Development Operational Programme | for the 2014-2020 Programming Period.

The Contracting Authority of this tender is the KURA Association.

6. Clarification Meeting/Site Visit

No Clarification meeting/site visit is planned. Meetings between economic operators and the NGO during
the tendering period are not permitted.



7. Selection and Award Requirements

In order to be considered eligible for the award of the contract, economic operators must provide
evidence that they meet or exceed certain minimum criteria described hereunder.

(A) Eligibility Criteria

Economic Operators are to provide the following documents to confirm eligibility: (Not¢2)

(i) No Bid Bond is required Nete )

(ii) Declare agreement, conformity and compliance with the provisions of the Statement on
Conditions of Employment by completing and submitting the form with title Statement on
Conditions of Employment. (Note 24)

(iii) Declare agreement, conformity and compliance with the General Rules Governing Tenders for
NGOs (Note 2A)

(iv)

Power of Attorney (form to be submitted and the bidder is to state if applicable or not) (Note 2A)

(v)

Information re Joint Venture/Consortium (form to be submitted and the bidder is to state if
applicable or not) (Note 2A)

(B) Exclusion (including Blacklisting) and Selection Criteria — information to be submitted through the
completion of the following declaration forms:

(i) Declaration concerning exclusion grounds for the bidder and any sub-contractors (if any) (Note 2A)

(i)  Declaration concerning Selection Criteria N°t 2A)



(C) Technical Specifications

(i)

(ii)

Tenderer’s Technical Offer in response to specifications.

> Tenderer’s Technical Offer - Organisation and Methodology. (Not¢ 3)

RATIONALE

e Any comments on the Terms of Reference of importance for the
successful execution of activities, in particular its objectives and
expected results, thus demonstrating the degree of understanding of the
contract.

e An explanation of the risks and assumptions affecting the execution of the
contract.

STRATEGY

e An outline of the approach proposed for contract implementation -
Treatment proposal for the paintings, the treatments and materials that
are most likely to be considered for the paintings.

e A list of the proposed activities considered to be necessary to achieve the
contract objective.

» A gantt chart of a programme of works of not more than 20 weeks. A Gantt Chart is to
include and identify major milestones in execution of the contract, including an
indication of how the achievement of these would be reflected in any reports,
particularly those stipulated in the Specific Activities. Once the contract is awarded,
the Programme of Works may be revised together with the Contracting Authority in
relation to the sequence of the works of art to be restored to ensure that the
restoration-conservation works on specific paintings do not disrupt the Church
calendar functions. . (Note3)

Key Experts (Note 2A). The Key experts required for the execution of this contract are:

KEY EXPERT 1 — Marketing Expert/Project Manager - Quantity 1

He/she should:
- Bein possession of a recognised first degree at MQF Level 6, or equivalent, or higher in
Marketing or communications;
- Able to communicate in English and Maltese (both written and verbal) as attested in
the CV.

KEY EXPERT 2 — Graphic Designer - Quantity 1

He/she should:
- Bein possession of a recognised MQF Level 5 Diploma, or equivalent, or higher in
Graphic Design or a related area of study.
- Able to communicate in English (both written and verbal) as attested in the CV.



Key Experts Form, the Self-declaration form for Key Experts (relating to public
employees), CVs, copy of qualifications and supporting documentation which proves the
MQF level of the expert’s qualification/s (Nt 2A) gre to be submitted with the bid.

(i) Samples: Not Applicable for this tender



8.1

9.1

(D) Financial Offer

(i) The Tender Form and Tenderer’s Declaration are to completed by the bidder and submitted with the
offer. (Note 3)

(ii) A financial offer is to be submitted by filling in Financial Bid Form, and is to be calculated on the
basis of Delivered Duty Paid (DDP)2020 (Grand Total) for the services tendered. (o 3)

Notes to Clause 7:

Notes to Clause 7:

1. Tenderers will be requested to clarify/rectify, within five (5) working days from
notification, the tender guarantee only in the following four circumstances: incorrect validity
date, and/or incorrect value, and/or incorrect addressee and incorrect name of the bidder.
Rectification in respect of the Tender Guarantee (Bid Bond) is free of charge.

2. A) Tenderers will be requested to either clarify/rectify any incorrect and/or incomplete
documentation, and/or submit any missing documents within five (5) working days from
notification.

B) Tenderers will be requested to rectify/submit only missing documents within five (5)
working days from notification. No changes to the information provided in the Literature
submitted will be allowed. Literature submitted shall be rectifiable only in respect of any
missing information. All Rectifications are free of charge.

3. No rectification shall be allowed. Only clarifications on the submitted information may be
requested.

Request for Clarification and / or rectifications concerning a previous request dealing
with the same shortcoming shall not be entertained.

8. Tender Guarantee (Bid bond)
No tender guarantee (bid bond) is required.

9. Criteria for Award

The sole award criterion will be the price. The contract will be awarded to the tenderer submitting the
cheapest priced offer satisfying the administrative and technical criteria.




SECTION 2 - EXTRACTS FROM THE PUBLIC PROCUREMENT REGULATIONS

Part IX of the Public Procurement Regulations — S.L. 601.03

Appeals from decisions taken after the closing date for the submissions of an offer

(applicable to procurement where the estimated value meets or exceeds Euro5K)

270. Where the estimated value of the public contract meets or exceeds five thousand euro (€5,000) any tenderer or
candidate concerned, or any person, having or having had an interest or who has been harmed or risks being
harmed by an alleged infringement or by any decision taken including a proposed award in obtaining a contract, a
rejection of a tender or a cancellation of a call for tender after the lapse of the publication period, may file an appeal
by means of an objection before the Public Contracts Review Board, which shall contain in a very clear manner the

reasons for their complaints.

271. The objection shall be filed within ten (10) calendar days following the date on which the contracting authority
or the authority responsible for the tendering process has by fax or other electronic means sent its proposed award
decision or the rejection of a tender or the cancellation of the call for tenders after the lapse of the publication

period.

272. The communication to each tenderer or candidate concerned of the proposed award or of the
cancellation of the call for tenders shall be accompanied by a summary of the relevant reasons relating to the
rejection of the tender as set out in regulation 242 or the reasons why the call for tenders is being cancelled after

the lapse of the publication period, and by a precise statement of the exact standstill period.

273. The objection shall only be valid if accompanied by a deposit equivalent to 0.50 per cent of the estimated
value set by the contracting authority of the whole tender or if the tender is divided into lots according to the
estimated value of the tender set by the contracting authority for each lot submitted by the tenderer, provided that
in no case shall the deposit be less than four hundred euro (€400) or more than fifty thousand euro (€50,000) which

may be refunded as the Public Contracts Review Board may decide in its decision.

274. The Secretary of the Public Contracts Review Board shall immediately notify the Director, the Sectoral
Procurement Directorate and, or the contracting authority, as the case may be, that an objection had been filed with

his authority thereby immediately suspending the award procedure.

275. The Department of Contracts, the Sectoral Procurement Directorate or the contracting authority
involved, as the case may be, shall be precluded from concluding the contract during the period of ten (10) calendar
days allowed for the submission of appeals. The award process shall be completely suspended if an appeal is

eventually submitted.

276. The procedure to be followed in submitting and determining appeals as well as the conditions under which

such appeals may be filed shall be the following:
(a) any decision by the General Contracts Committee, the Sectoral Procurement Directorate or the Special

Contracts Committee or by the contracting authority, shall be made public by affixing it to the notice- board of the

Department of Contracts, the Sectoral Procurement Directorate or of the office of the

10



contracting authority, as the case may be, or by uploading it on government’s e-procurement platform prior to

the award of the contract if the call for tenders is administered by the Department of Contracts;

(b) the appeal of the complainant shall also be affixed to the notice-board of the Public Contracts Review Board
and shall be communicated by fax or by other electronic means to all participating tenderers;

(c) the contracting authority and any interested party may, within ten (10) calendar days from the day on which the
appeal is affixed to the notice board of the Review Board and uploaded where applicable on the government’s e-
procurement platform, file a written reply to the appeal. These replies shall also be affixed to the notice board of
the Review Board and where applicable they shall also be uploaded on the government’s eProcurement

platform;

(d) the authority responsible for the tendering process shall within ten (10) days forward to the chairman of the
Public Contracts Review Board all documentation pertaining to the call for tenders in question including

files and tenders submitted;

(e) the secretary of the Review Board shall inform all the participants of the call for tenders, the Department of
Contracts, the Sectoral Procurement Directorate and the contracting authority of the date or dates, as the case

may be, when the appeal will be heard;

(f) when the oral hearing is concluded, the Public Contracts Review Board, if it does not deliver the decision on
the same day, shall reserve decision for the earliest possible date to be fixed for the purpose, but not later than

six (6) weeks from the day of the oral hearing:

Provided that for serious and justified reasons expressed in writing by means of an order notified to all the

parties, the Public Contracts Review Board may postpone the judgment for a later period,;

(g) the secretary of the Review Board shall keep a record of the grounds of each adjournment and of

everything done in each sitting;
(h) after evaluating all the evidence and after considering all submissions put forward by the parties, the Public

Contracts Review Board shall decide whether to accede or reject the appeal or even cancel the call if it appears to

it that this is best in the circumstances of the case.

11
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5.1

SECTION 3 - SPECIAL CONDITIONS

These conditions amplify and supplement, if necessary, the General Conditions
governing the contract. Unless the Special Conditions provide otherwise, those
General Conditions remain fully applicable. The numbering of the Articles of the
Special Conditions is not consecutive but follows the numbering of the Articles of the
General Conditions. Other Special Conditions should be indicated afterwards.

For the purposes of contracts issued by NGOs, the term ‘approval from the Central
Government Authority’ shall be substituted by the term ‘approval by the Head
responsible for that NGO’; Furthermore, any references to the Contracting Authority
throughout the General Conditions shall be deemed to be referring to the NGO
responsible for that procurement.

Article 2: Notices and Written Communications

Further to the contents in the General Conditions, the communication details of the
Contracting Authority are:

KURA Association c/o Gozo Diocese Bishop’s Chancery
Republic Street,

Victoria Gozo VCT 1000

Tel: 356 21551211,

Email: kura.diocese.gozo@gmail.com

Communications between the Contracting Authority and/or the appointed Contact Person on
one hand, and the Contractor on the other, shall be exclusively in writing and in the English
language.

The Project Leader or the appointed contact person may issue instructions to the
Contractor at any time. The Contractor shall only take instructions from the appointed
Technical Consultant and/or the Representative both appointed by the Contracting
Authority.

Article 5: Supply of Information

Further to the provisions of the General Conditions, the Contracting Authority (CA) shall
supply the Contractor with any information and/or documentation at its disposal which

may be relevant to the performance of this contract. Such documents, if applicable, shall

be returned to the CA at the end of the period of execution of the contract. The CA shall

not undertake research on behalf of the Contractor. The contractor shall source its own
documents and shall be responsible for setting up meetings and organizing related

events. The CA shall supply any relevant contact details (hames and telephone numbers) of
the relevant stakeholders that it may have at its disposal. The rest must be researched by
the Contractor.

Furthermore, the Contractor may be obliged to enter into a Data Processing Agreement
with the Contracting Authority upon signature of contract, in line with GDPR requirements.

12
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6.1

7.12

7.15

13.2

13.3

13.4

13.5

13.6

13.7

Article 6: Assistance with Local Regulations

Further to the provisions of the General Conditions, the contractor is responsible for
complying with local regulations at his expense to ensure the project is compliant with all the
relevant local regulations.

Article 7: Obligations of the Contractor

The Contractor shall, within 15 calendar days of receipt of the contract, sign and date the
contract and return it together with a copy of the Performance Guarantee. The Contractor is
further obliged to forward the original performance guarantee to the Contracting Authority.
The Contract will not be endorsed by the Contracting Authority until the performance
guarantee is submitted. The amount of the guarantee shall be 4% where the amount of the
total contract value is between €10,000 and €500,000 ex VAT, and 10% where the amount
of the total contract value is €500,000 or above.

Economic Operators have the possibility to provide the Contracting Authority with a Single
Bond covering the performance guarantees for all the contracts with the same Contracting
Authority. If an additional contract is awarded to a given contractor, which results in
an economic operator’s current cumulative contracts value to go beyond the contract value
range currently covered by the Single Bond, the contractor is to be requested to; either
submit a separate Performance Guarantee for the additional contract; or else submit a new
Single Bond to cover the new total contracts value or submit an amendment to the original
Single Bond specifying the new amount. If an Economic Operator chooses to make use of
the Single Bond, he must submit a letter from the respective Contracting Authority
specifying that the amount of the Single Bond covers the new Contract, otherwise the new
Contract Agreement would not be signed.

The Performance Guarantee shall be released within thirty (30) calendar days from
settlement of the final payment.

Article 13: Medical, Insurance and Security Arrangements

For the purposes of this contract, Medical Insurance is not required. Nonetheless, the
Contracting Authority should be under no liability in respect of the medical expenses of the
contractor, should they arise.

As per General Conditions.

Not applicable.

As per General Conditions.

Not applicable.

Not applicable
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15.1

16.4

18.1

18.2

19.2

Article 14: Intellectual Property Rights

Further to the Article 14 of the General Conditions, all material gathered and produced will
be the property of the Contracting Authority and the Contractor has no right on the material.

Article 15: Scope of the Services

The scope of the services is defined in Section 4 (Terms of Reference).

Article 16: Personnel and Equipment

As per Article 6, Section 4 (Terms of Reference)

Article 18: Execution of the Contract

The Contractor is expected to start fulfilling the contractual obligations upon the last dated
signature of the contract by the Contracting Authority.

The overall duration of the contract is 20 weeks subject to the commencement of the
services as from last signature of the contract by the Contracting Authority. The estimated
delivery of the various activities and expected results should also abide by the period of
execution and is further outlined in Article 4, Section 4 (Terms of Reference).

Article 19: Delays in Execution

If the Contractor does not perform the services within the period of execution specified in the
contract, the Contracting Authority shall, without formal notice and without prejudice to its
other remedies under the contract, be entitled to liquidated damages for every day, or part
thereof, which shall elapse between the end of the period of execution specified in

the contract and the actual end of the period of execution.

Further to the provisions of the General Conditions, a daily penalty of seventy five euro
(EUR 75.00) (up to an aggregate limit of 20% of the total price) shall be charged to the
Contractor, in the event of any failure to satisfactorily provide the requested services as
stipulated in this Contract within the timeframes agreed with the Contracting Authority.
Furthermore in the event that the service is seriously found to be lacking in quantity, quality
or efficiency, and/or the Service Provider breaches any of the conditions stipulated in this
Tender document, an administrative penalty amounting to Euro 75 per day will be applied
until the Contractor takes necessary remedial action.

In such case, the Contracting Authority shall issue Non Conformance Notice, notifying the
Contractor of his/her breach of contract and requesting immediate remedial action by the
Contractor who shall remedy the failure within the period stated in the Notice served upon
them in writing. If the Contractor fails to remedy such failure within the period stipulated, the
daily penalty is charged. This is subject to the discretion of the Contracting Authority and is
without prejudice to the Contracting Authority's other remedies under the contract. 15



Article 20: Amendment of the Contract

20.2 As per General Conditions.

20.5 Further to the General Conditions, the Contracting Authority reserves the right to increase
or decrease the services of a similar nature by a maximum of 20% of the contract value.
This may become necessary for the purpose of achieving the scope of the contract in cases
such as, but not limited to, an increase in repetition of services. The prerogative to request
such repetition of services is vested in the Contracting Authority alone, and if not used the
Service Provider shall otherwise have no claim against the Contracting Authority.

20.6 Further to the provisions of the General Conditions, the Contracting Authority reserves the
right to request additional new services not included in the original tender document. These
shall be capped at a maximum of 30% of the contract value. This may become necessary
for the purpose of achieving the scope of the contract in cases such as, but not limited to,
new marketing tools that may need to be undertaken than the ones listed in
this tender document. The prerogative to request such additional new services is vested in
the Contracting Authority alone, and if not used the Service Provider shall otherwise have
no claim against the Contracting Authority.

Article 24: Reports

241 Reporting should be carried out in line with Article 7 of the Terms of

Reference. An inception report will be submitted within 2 weeks from issuing of the
commencement notice. A final report must be submitted within 2 weeks from the completion of
the contract tasks. Delays in submission of reports within the stipulated deadline will result in a
daily penalty of Euro 75 until the Contractor submits the required reports. The penalty will also
be applicable is revisions requested by the Contracting Authority are also delayed by the
Contractor. Revisions must be submitted within 5 calendar days from when the Contracting
Authority requests the revisions.

Article 26: Payments and Interest on Late Payment

26.1 This is a global-price contract, established in Euro (€). Further to the provisions of the General
Conditions, the payments will be made according to the following schedule:

Payment Schedule:

Narrative Percentage (%)
Inception Report Payment 20% Upon submission and
approval of the inception report
which must be approved by the
Contracting Authority
Interim Payment Interim Payments up to 75% of
contract value. An interim payment
will be made following completion
and approval by the Contracting
Authority of each Activity from
Activity 1C up to Activity 7
Final Payment for Completion | 5% to be paid following submission
Report of the completion report and
approval by the Contracting
Authority of the said report
Total 100%

16



26.2

As per General Conditions.
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Article 27: Pre-Financing Guarantee

N/A.

Article 30: Revision of Prices

301 As per General Conditions.

Article 32: Breach of Contract

32.2 As per general conditions.

Article 39: Further Additional Clauses

39.1 The Final Acceptance Certificate of the tasks carried out by the Contractor can only be issued
by the Contracting Authority once all tasks have been completed and are to the satisfaction
of the Contracting Authority and all relevant documentation including the requested
reports, have been submitted by the Contractor to the Contracting Authority and approved by
the latter.
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SECTION 4 -SPECIFICATIONS/TERMS OF REFERENCE

(Note 3)

Terms of Reference

Note:

Where in this tender document a standard, brand or label is quoted, it is to be understood that
the NGO will accept equivalent standards, brands or labels. However, it will be the responsibility
of the respective bidders to prove that the standards they quoted are equivalent to the standards
requested by the NGO.

1. Background Information

1.1 - Beneficiary Country

Malta

1.2-NGO

KURA Association

1.3 - Relevant Background

Conscious of the diverse cultural heritage assets that fall within its portfolio, the Archdiocese of
Malta has undertaken a cohesive plan which seeks to restore its cultural assets and conserve
them for the enjoyment of future generations. Through a project funded through the
European Regional Development Fund (ERDF) under the 2014-2020 Programming Period, this
project is seeking to achieve the restoration of external structures of churches and chapels,
restoration of artefacts, valorisation of religious historical artefacts and also enhancement of
intangible culture as well as the creation of a heritage trail and undertaking of marketing initiatives.

These cultural assets are located within several localities across the island of Gozo which have
been clustered geographically to enable an improved tourism experience. The localities covered
by the project are diverse and encompass those that already have a strong tourism presence and
others that are not located in traditional tourist area, but which have considerable potential.
Therefore, the aim is to strengthen the position of localities that are already established as well as
introduce new facilities within less popular tourism areas to integrate them within the local
tourism fabric.

This approach is being opted for to enhance the overall product offering enabling the project to

contribute towards the improvement of Malta’s competitiveness from a tourism perspective with a
specific focus on Gozo.
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It also provides a worthy opportunity to maintain increasing tourist flows within the already
popular localities whilst also enabling the spreading of tourists across other localities which also
have an intriguing cultural tourism product to offer.

To maximise the positive impact of the Malta Tourism Product, the localities being supported under
this project have been grouped into geographical clusters with the aim to facilitating tourist
flows, whilst also enabling a more even distribution of tourists amongst the various
localities.

The identified geographical zones for the clustering of areas under this project are:
e  The North/North East Zone;
e The Central/South Zone; and
e The North Western Zone.

The investment directed towards the restoration, preservation and valorisation of tangible
and intangible cultural assets can be classified into the following categories:

e Restoration of the external structure of Churches and Chapels;

e Restoration and valorisation of religious historical artefacts; and

e Enhancement of facilities for the promotion of intangible culture.

The supported projects per cluster are the following*:

1.3.1 North/ North Eastern Zone

Locality General Description

Qala Qala Parish Church: Restoration of external structures

Xaghra Parish Church: Restoration of artefacts

Xaghra Church of Jesus of Nazareth: Restoration of external structure

Marsalforn Church of Shipwreck of St Paul’'s: Restoration of external & internal structure

1.3.2 North/North West Zone

Locality General Description
Gharsi Parish Church: Restoration of external structure
Gharb Basilica of Gharb: Restoration of artefacts

20



1.3.3 Central/Southern Zone

Locality General Description

Kercem Parish Church: Restoration of artefacts

Sta Lucia Sta Lucia Chapel: Restoration of external structures

Rabat St George’s Basilica: Restoration of artefact

Rabat Don Bosco Oratory: Enhancement of acting stage facilities

Cittadella Cathedral: Restoration of artefacts

Cittadella Cathedral: Rehabilitation and enhancement of the Cathedral Museum

*Prospective bidders are to note that the above lists are only indicative and will be confirmed to
the winning bidder at contract implementation stage.

The approved ERDF project also incorporates the creation of a heritage trail and marketing. The
objective of the heritage trail is to provide the tourist with a comprehensive experience, enabling
cultural enthusiasts to visit and appreciate several cultural gems all set within close proximity of
the cluster they form part off. In terms of marketing, the aim is to implement initiatives attracting
visitors to the sites as well as to improve the visibility of the restored sites, thereby helping to
improve Gozo’s (and intrinsically Malta’s) tourism offering and attracting more cultural tourism.
The Malta Tourism Authority is a project partner having the objective to support the project
through the provision of marketing exposure to the restored facilities once the project is completed.
The Heritage Trail and Marketing initiatives are to address the above ecclesiastical landmarks
holistically and not merely by providing material in relation to the EU funded investment carried out
at the respective landmark.

1.4 - Current State of Affairs

Currently the majority of the investment envisioned in the project has been undertaken with only
two minor sub-components still at implementation stage.

1.5 - Related Programmes and Donor Activities
Malta’s Operational Programme | - Fostering a competitive and sustainable economy to meet our

challenges — 2014-2020. Of specific relevance is Priority Axis 5: Protecting our environment -
investing in natural and cultural assets of the Programme.
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Available from:
https://eufunds.gov.mt/en/Operational%20Programmes/Programming%20Period%202014%20-
%202020/Operational%20Programme%201/Pages/Operational-Programme-l.aspx

In this context, the related publicity requirement and pertaining visual identity guidelines of the
programme must be adhered to throughout the contract implementation period, including its
corresponding deliverables. It is the responsibility of the Contractor to ensure that these are
followed through.

2. Contract Objectives and Expected Results

2.1 - Overall Objectives

The overall objectives of this contract are:

e Objective 1: Heritage Trail — the design and development of a heritage trail for the
project covering the different sites supported with the aim to provide information for
visitors to follow from one attraction to another which will help them absorb more
information and enhance the experience whilst visiting sites in a pragmatic way.

e Objective 2: Marketing - The design and delivery of an effective promotional campaign
to attract foreigners visiting Gozo, tour operators and other special interest
groups aiming to improve Gozo’s tourism offering.

2.2 - Specific Objectives

The specific objectives of this contract are:
2.2.1 Heritage trail

a. The design, development and printing of heritage trail maps linking the different
interventions within the same cluster (North/North East, North/North West, Central or
Southern).

b. The distribution of the physical heritage trail maps in MTA’s offices and other key
locations around Malta and Gozo such as hotels and areas frequented by tourists.

c. Develop and publish content which provides information for visitors to follow from one
attraction to another which will help them absorb more information and enhance the
experience whilst visiting sites in a pragmatic way.

e. Develop a QR code system (or similar matrix type barcodes) that links the supported
activities on site to the content available on the Gozo Diocese web portal referred to
under Point D above. Each supported activity will have its own QR Code on site which
links the user to the relevant information.
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2.2.2 Marketing

a. Strategically plan a tailor-made marketing campaign to target the different chosen
target audiences, taking also into account cultural and religious tourists.

b. Design all content, material and other related items necessary for a broad-based
awareness raising marketing campaign.

c. Carry out an extensive, Europewide engaging publicity campaign to promote the
heritage trail to reach the different target audience/s over the contract
implementation period.

2.3 - Results to be Achieved by the Consultant

2.3.1 Heritage Trail

By the end of the contractual period, the contractor would have delivered:

oo

Heritage trail maps linking the different sites and artefacts within the same cluster
Physical printed maps of the trail which would have been disseminated into locations
frequently visited by visitors and tourists

A functioning QR Code (or similar matrix type barcodes) system that links the sites with
the content on the interactive web platform developed under Point C above.

All signage, including the QR code to be visible in all locations / artefacts forming part of
the trail.

All other deliverables related to the Heritage Trail, as specified in Section 4.2: Specific
activities.

2.3.2 Marketing

At the end of the contractual period, the contractor would have delivered:

The creation of a branding identity of the Heritage Trail, which is to be used by the
contractor for all marketing purposes in the contract execution period and by the
Foundation after the end of the contract.

The implementation of an effective awareness and promotional marketing campaign
aimed at attracting tourists to all the sites forming part of the Heritage Trail capturing

the different marketing activities listed under Section 4.2: Specific Activities

3. Assumptions and Risks

3.1 - Assumptions Underlying the Project Intervention

It is assumed that the bidder can:
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absorb a certain level of technical information associated with the project.

e identify and prioritise specific messages relating to different artefacts which are
included in the trail to different target audience/s.

e raise appropriate awareness and knowledge on the heritage trail, among different
target audiencer/s.

e address a varied target audience/s basically comprising the foreign visitors to
Malta and Gozo, tour organizers and special interest groups.

e develop and deliver messages in the English language and three (3) other
languages to be agreed with the Contracting Authority;

e create and design/develop innovative and effective messages and visuals, to make
use of various media and to target different audiences, to engage such audience/s
whilst ensuring the best combination of cost-effectiveness and value for money.

e focus on engaging audiences, especially the selected target groups in all marketing

activities.

In addition, it is being assumed that that contractor:

¢ has the necessary human resources, capacity, flexibility and capability to coordinate
and undertake this contract and implement it in a timely manner and according to the
budget.

e is capable of handling possible negative and/or controversial situations related with
the project, after consultation with the Contracting Authority.

e has the technical expertise to design high-level visual material, to be developed for
this project.

e is well versed in the cost structure of advertising in the media.

e respects copyright law by developing content that is original and that is free from any
form  of plagiarism or copyright infringements. Intellectual property
infringements will fall under the responsibility of the content creator.

3.2 — Risks
The Contractor shall take in account a number of risks in his tender offer, such as:

e delays/problems in securing on time all the necessary information/material from
the Contracting Authority;

e any permits / petition recourses required that are not granted within a reasonable time;

e non-availability of media time/space;

e change in the cost structure of the media/advertising sector over the period of

the contract; and

Strict adherence to the implementation timeframes of the contract.

4. Scope of the Work

4.1 — General
4.1.1 Project Description

The contract is intended to design and deliver a heritage trail for the supported sites and an
engaging awareness raising and promotional campaign which is aimed at promoting the sites
forming part of the heritage trial to attract foreigners visiting Malta and Gozo, tour operators
and other special interest groups aiming to improve Malta’s tourism offering.
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In this regard, the contract looks at the achievement of two main activities:

(1) the design, development and implementation of a Heritage Trail which brings together the
supported interventions into three geographical clusters which facilitate tourist flows, whilst
also providing information/content on these cultural assets to the visitors. The Heritage
Trail is to be made available on printed maps and online via the Gozo Diocese Website.
A QR coding system that links the cultural assets with relevant content on the
web platform shall be created.

(2) the design, development and implementation of the Heritage Trail Marketing Campaign to
attract foreigners visiting Malta and Gozo. The marketing campaign shall be designed
to generate awareness of the heritage trail including all its sites and artefacts, and to
engage and attract people to follow the trail. This contract intends to utilise a number of
communication methods to reach a wide population. Section 4.2 of the Terms of
Reference delves into these requirements.

This contract requires constant cooperation between the Contractor and the Contracting
Authority’s team managing this contract. The successful Contractor is expected to fulfill the
exhaustive list of activities and tasks under this contract provided under Section 4.2.

4.1.2  Geographical Area to be covered
Europe
4.1.3 Target Groups

The target groups of this tender are foreigners (including potential ones) visiting Malta and
Gozo, tour operators and other special interest groups. Additionally, the target audience/s
will be more specific depending on the particular message that will be designed, developed
and rolled out.

4.2 - Specific Activities

In order to achieve the objectives of the Contract, the contractor shall undertake the following
tasks.

The successful bidder will be required to develop a holistic Heritage Trail, as well as a marketing
campaign aiming to inform the target group about the projects mentioned in Section 1.3 of the
Terms of Reference.

The Contractor is expected to develop both the Heritage Trail and the Marketing campaign in a
way which ensures the comprehensive implementation of all activities falling under this tender
document, namely:

e Activity 1: Development of the Heritage Trail Strategy

e Activity 2: Campaign Marketing Strategy

e Activity 3: Branding Identity Guidelines for the Heritage Trail Campaign

e  Activity 4: Broadcast Media Programming

e Activity 5: Development of a QR Code System (or similar) that links the sites to the
Gozo Diocese website

e Activity 6: Digital Media Advertising
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e Activity 7: Printed Project Material

It is up to the bidders to prepare their own detailed methodology and technical proposals such
that they fulfil the general requirements described in the Terms of Reference. In doing so,
particular attention should be given to ensuring the sustainability and dissemination of project
results.

The details of the specific activities which are required within this Tender are stipulated
hereunder.

Activity 1: Development of the Heritage Trail Strategy

In this activity, the contractor shall be responsible to put together a strategy for the creation,
design and implementation of a heritage trail of not more than 13 historical sites, including the
projects mentioned in Section 1.3 of the Terms of Reference. As part of the development of this
activity, the contractor will need to:

e Hold a kick-off meeting with the Contracting Authority following the award of the
contract, in which the Heritage trail and its campaign strategy, the presented
methodology and timeline in the bid are to be discussed in detail to ensure that the
Contracting Authority’s goals are reached. The Contractor is also expected to prepare

the minutes of the Kick-Off meeting referred to as Deliverable 1A and submit an
inception report referred to as Deliverable 1B.

Within Activity 1, the Contractor must specifically:

e Design the heritage trail map for all three geographical zone, which must be supported by
a report clearly showing how the different areas in each zone are connected to one
another as shown in the map, and how these will provide an enhanced tourism experience
when visiting each site.

¢ Create the content about the heritage sites / historical artefacts to form part of the
heritage trail for each intervention based on researched information by the Contractor. The
CA will make available content that it has in hand, however, it is the responsibility of the
contractor to ensure that it is factual and comprehensive through desk research,
coordination with the Parishes’ contact persons, and coordination with other entities as
necessary.

e Take professional photography (and optional videography) for each site, to be used for
the heritage trail web platform and in the marketing activities.

The above must be presented in a Heritage Trail Strategy Report (HTSR) referred to
as Deliverable 1C. For the photos, the contractor is to provide a link on the report where these
can be accessed. The HTSR is subject to the approval of the CA and therefore the Contractor will
be required to take due consideration of changes requested by the Contracting Authority
and update the HTSR accordingly. The report will be considered final when the Contracting
Authority communicates so in writing to the Contractor.

Following the Contracting Authority’s approval, the contractor will be required to provide a hard
copy as well as a soft copy of the final report. This report will also become the property of the
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Contracting Authority. The contractor may be asked by the Contracting Authority to amend parts
of the final report during contract’'s execution period, at no additional cost.

Deliverable Description Deadline for

# completion of
deliverable (from
commencement
notice)

1A Kick-off meeting minutes 1 week

1B Inception Report 2 weeks

1C Heritage Trail Strategy Report 5 weeks

Activity 2: Campaign Marketing Strategy

2.2 Campaign Marketing Strategy (CMS)
The Contractor is to develop a comprehensive strategy on how a supporting marketing campaign

aimed at tourists, the tourism sector and special interest groups will be developed and implemented
throughout the contract’s implementation period. The Strategy is to include a timeline of activities.
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The proposal is to be supported with the necessary justifications. The CMS is to be presented in
the form of a report, referred to as Deliverable 2.

The CMS is subject to the approval of the CA and therefore the Contractor will be required to
take due consideration of changes requested by the Contracting Authority and update the CMS
accordingly. The report will be considered final when the Contracting Authority communicates so
in writing to the Contractor.

Following the Contracting Authority’s approval, the contractor will be required to provide a hard copy
as well as a soft copy of the final report. This report will also become the property of the
Contracting Authority. The contractor may be asked by the Contracting Authority to amend

parts of the final report during contract’s execution period, at no additional cost.

Deliverable Description Deadline for

# completion of
deliverable (from
commencement
notice

2A Campaign Marketing Strategy 7 weeks

Activity 3: Branding Identity Guidelines for the Heritage Trail Campaign

In this activity, the contractor shall develop an overall brand identity for the heritage trail
campaign. The brand identity’s development is to be based on the research results accumulated
through other contract activities, in order to enable the campaign to reach its target groups more
effectively in a professional manner. The Contractor will be required to present at least three
distinct proposals for consideration by the Contracting Authority, each including:

» an official campaign logo;

» an official campaign slogan;

* an overall corporate identity (in color and monochromatic format) — to include (but not be
exclusively limited to) specific designs for PowerPoint presentation layouts, poster layout,
roll-up layout and leaflet layout;

overall design/presentation of project dissemination material and activities, including

design advertising for both online and print media; and

* a brief explanation on how this brand identity will be applied to the different media and
activities considered under the Heritage Trail campaign. The explanation needs to include
how these elements of the brand identity will be applied to different media including Online
advertising, leading digital display networks advertising, printed media, and
backdrops. In the case of video and audio media, storyboards, audio scripts and music
also need to be included and it need to be explained how these will be presented.

The Contractor will be required to take due consideration of changes requested by the
Contracting Authority and thus prepare revised versions of these designs. The branding will be
considered final when the Contracting Authority communicates so in writing to the Contractor.
Following the Contracting Authority’s approval of the selected design, the contractor will be
required to provide hard copies as well as a soft copy of all final visuals and source (raw) files or
any part thereof in any format as requested by the Contracting Authority. The file formats
requested may include vector formats, graphical files with multi-layer formats, portable
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document formats (pdf) and JPEG format. The brand identity package shall become the property
of the Contracting Authority.

The successful contractor may be asked by the Contracting Authority to re-vamp/re-new the
corporate identity during contract’'s execution period, at no additional cost.

With the branding exercise completed, the Contractor will work closely with the Contracting
Authority throughout the contract’s execution period, to develop a series of related messages, in
English, and another three (3) additional European Languages. These messages will form the
basis for all the activities to be undertaken under this tender.

Deliverable Description Deadline for

# completion of
deliverable (from
commencement
notice)

3A A report titled ‘Brand Identity Guidelines for the 7 weeks

Heritage Trail Campaign’, containing three
distinct proposals plus hard copies and soft files
of the selected design.

Activity 4: Broadcast Media Programming
4.1 Creation of 2 audiovisual productions

a. 1 x 30 seconds productions - in this activity, the contractor is to develop and produce 1
audiovisual production of a minimum of 30 seconds, addressed to the target group,
in the English language, highlighting the concept of the Heritage Trail as well as the main
sites and artefacts included in the Heritage trail. These audiovisual productions
are to be used during the marketing campaign activities.

b. 1 x 15 seconds abridged productions - for each of the 1 production referred to under point
(a), the contractor is to create a shorter version (of 15 seconds) which will also be used
during the marketing activities.

Prior to and during the development of these audio-visual productions, the Contractor shall meet
with the Contracting Authority to be properly briefed.

Under this activity, the contractor shall be responsible for the following:

e Present a production schedule of the audio-visuals;

e Create and develop a script and storyboard, to be presented and further developed with
the Contracting Authority, until final approval is given by the Contracting Authority;

e Provide actors, voiceovers (English), interviewers, soundtracks, music and others,
as required;

e Consider locations for, and filming of, different parts making up the audio-visual
productions and acquire all required permits for these locations (as/if required);

e Carry out all professional editing, as necessary, to the satisfaction of the
Contracting Authority;

e  Proof reading of all text included in the videos as subtitles if required;

e Ensure that the production is in line with the approved Branding Identity Guidelines for
the Campaign as approved by the Contracting Authority;

Ensure that the production is in proper broadcast quality;
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e Liaise continuously with the Contracting Authority and other persons indicated by the
Contracting Authority throughout the development and production of the tasks
envisaged under this Action;

¢ Include the necessary EU funding logos according to the latest visual identity guidelines;

e Produce all animations if required;

The contractor will be required to provide the Contracting Authority with a soft copy of each
production, of highest quality of sound and vision in the format required by the Contracting
Authority. All videos must be suitable for airing on computers, tablets/mobile phones, websites
and social media, if required.

4.2 Publishing of the audiovisual productions

The contractor will also be responsible for:
e placing/streaming the productions on the Gozo Diocese website;
e integrate the publishing of the audiovisual productions within the digital media
advertising referred to under Activity 6;

Deliverable Description Deadline for

# completion of
deliverable (from
commencement
notice)

4A Provision of a soft copy of each audio-visual 10 weeks

production of highest quality of sound and vision
in the format required by the Contracting

Authority.

4B Publishing of broadcast media on Gozo Diocese As agreed to under
website Deliverable 2

4C Publishing of broadcast media as part of the As agreed to under
media advertising campaign referred under Deliverable 2
Activity 6
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Activity 5: Development of a QR Code System (or similar) that links the sites to the
Gozo Diocese website

5.1: Development of a QR code system (or similar) linking the sites to the Gozo Diocese
web platform

In order for visitors to access the information on the web page from the historical sites being part
of the Heritage Trail, a QR coding system (or similar) is to be created by the contractor which links
the sites to information found on the designated web page. As a result, visitors will easily access
information found on the web page by using any mobile device.

5.2 Signage Design:

¢ Once the QR coding system (or similar) is created, appropriate signage is to be created
which includes each unique QR code, intended on directing visitors to the Gozo Diocese
web page, specifically to the information section about that particular historical site or
artefact.

e The signage will be produced in English and will be mounted by the Contractor at each
site as required by the Contracting Authority. The relevant permit / approvals must be
sought by the Contractor.

¢ The signs are to be printed in full colour, and where necessary appropriate for weather
conditions. The exact size, material and specifications of the signage are to be agreed
with the Contracting Authority following contract award.

Deliverable Description Deadline for

# completion of
deliverable (from
commencement
notice)

5A Development of a QR code system (or similar) 12 weeks

5B Design, produce and mount signage which 12 weeks

includes unique QR codes directing the users to
the Heritage Trail webpage at each historical site
included in the Trail.
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Activity 6: Digital Media Advertising

6.1 Analysis of the websites and digital display/research networks to be used for
advertising purposes

The contractor is to undertake research on the ideal websites to use to promote adverts about the
Heritage Trail to foreign visitors (including potential ones) coming to Malta. These need to include
4 popular local websites, and 10 popular foreign news and tourism-related websites, which are to
be presented in priority order together with the necessary justification for their selection. The
contractor needs to take into consideration and select websites that are frequented by cultural
enthusiasts, capturing religious tourists. Complementary, the results of Deliverable 2A should also
be taken into consideration in this process. The Contracting Authority will need to approve the

selected websites, and may ask the contractor to select other websites than those suggested.

In addition to the above, the Contractor is to identify, for the approval of the CA, 4 leading
international digital display networks / international travel research platform aggregating reviews
and opinions where the campaign can be published.

6.2 Creation of online adverts

Under this activity the contractor is responsible for the development of the concept and design of
two (2) online adverts to be published on the selected websites and digital media channels. The
adverts are to be created taking into account the target group under this contract.

The online adverts will need to be approved by the Contracting Authority (in writing) before
publishing. The Contractor must provide copies of all designs and visuals to the Contracting
Authority as soft copies of all final visuals and source (raw) files or any part thereof in any format
as requested by the Contracting Authority, which may include vector formats, graphic files with
multiple layers, pdf and jpeg format. All designs, visuals and related electronic material developed
under this Action shall become the property of the Contracting Authority.

6.3 Publishing the adverts and broadcast media on the selected platforms

The contractor is responsible to publish the approved adverts and approved broadcast
media on 5 out of the identified 14 websites and 2 out of the 4 digital display/research networks
identified. The final selection of the websites / digital display networks for advert / broadcast
media publishing is subject to the approval of the CA.

The Contractor is responsible for the necessary bookings to have these adverts / broadcast media
published and is to run a minimum 25-day digital advertising campaign. In each case, the online
adverts are to appear as a leader board or primary location space on front/homepage, or
equivalent.

Furthermore, for audit purposes, the contractor will need to provide the CA with proof that the
online adverts / broadcast media were booked and published, as well as provide print screens, as
evidence that such electronic advertisements have been published.

Additional points for the bidders:
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¢ Bidders are to recommend and provide any and/or all the different sizes for each advert
to be uploaded, in order to maximise on impressions on different local and international
websites. The contractor shall be responsible for:

ensuring the exact dimensions and technical requirements for each

platform where the advert will be placed, prior to finalising the design;

obtaining the prior approval of the Contracting Authority before the publication of

(@]
O
O

Deliverable

#

6A

6B

6C

6D

the advert, and;

ensuring the publication of the electronic adverts is in line with the
timeline according to the approved Heritage Trail Campaign Strategy.

Description

An ‘Analysis of the websites and international
online advertising platforms to be used for
advertising purposes’ report.

Design/Creation 2 online adverts
Publishing of adverts and broadcast media on the
selected platforms

A ‘Campaign Digital online media’ report

Deadline for
completion of
deliverable (from
commencement
notice)

10 weeks

10 weeks
12 weeks

20 weeks
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Activity 7: Map

7.1 Printed Maps

e To be produced in English;

e One map to be designed which includes all sites listed in the 3 clusters;

e The map shall be A4 size and printed in full colour on 120 to 150 GSM paper;

e A total number of 5,000 copies of the map are to be printed in total;

e Contents and design shall be approved by the Contracting Authority prior to printing;

e Contractor shall be responsible for the distribution of these maps in line with the
approved Marketing Strategy;

e For auditing purposes, contractor will be responsible for providing proof of evidence that
these printed maps were sent to the intended destination.

Applicable to all the above: Contents and design shall be approved by the Contracting Authority
prior to printing.

Deliverable Description Deadline for

# completion of
deliverable (from
commencement
notice)

7.A Design and print of maps (5,000) 12 weeks

Completion Report

A completion report must be submitted within two weeks from completion of the

above listed 7 activities. The report will be reviewed by the Contracting Authority. Any
revisions which may be requested by the Contracting Authority must be undertaken by
the contractor within 5 calendar days from the request from the Contracting Authority to
undertake such amendments. Delay in submitting the revisions within the stipulated
deadline will result in a daily penalty of Euro 75 until the Contracting duly complies.

4.3 - Project Management
4.3.1  Responsible Body

KURA Association

4.3.2  Management Structure

The role of the Project Leader is vested upon the Secretary of the KURA Association as
represented by the appointed Technical Expert and the project coordinators appointed by the
Contracted Authority. The Contractor shall report to the Technical Expert and the Project Co-
ordinators as representatives of the Project Leader. Any decisions which affect the contract
objectives and results, related deadlines and financial aspects shall be taken into account
following consultation with and approval by the Contracting Authority. During the execution
of the services, the Contracting Authority shall moreover be involved in the supervision of the

activities involved to the extent to be able to ensure prompt consultation and communication
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between the parties involved, liaison between the Contractor and third parties and monitoring of
the services to be executed by the Contractor.

Communications between the Contracting Authority and/or its Technical Representative on one
hand, and the Contractor on the other, shall be exclusively in writing and in the English
language.

The Contractor shall abide by the conditions stipulated in Article 7 Contractor’s Obligations, of the
Special Conditions to the Contract.

4.3.3 Facilities to be provided by the NGO and/or other parties

The Contracting Authority will not be providing any facilities to the Contractor. The Contractor
must make the necessary arrangements.

5. Logistics and Timing

5.1 — Location

The Contracting Authority is based in Malta. Whilst the contract will be based in Malta it must
have an outreach at an EU level.

5.2 - Commencement Date & Period of Execution

Article 18.1 of the Special Conditions will determine the actual commencement date and period
of execution is 20 weeks from the commencement notice.
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6. Requirements

6.1 — Personnel

6.1.1

6.1.2

Minimum requirements for Tender’s Key Experts
The Key experts required for the execution of this contract are:

KEY EXPERT 1 — Marketing Expert/Project Manager - Quantity 1

He/she should:
Be in possession of a recognised first degree at MQF Level 6, or equivalent, or higher in
marketing or communications or another related area of study;

Able to communicate in English and Maltese (both written and verbal) as attested in
the CV.

KEY EXPERT 2 — Graphic Designer - Quantity 1

He/she should:

Be in possession of a recognised MQF Level 5 Diploma, or equivalent, or higher in
Graphic Design or a related area of study.

Able to communicate in English (both written and verbal) as attested in the CV.

Other Experts

CVs for experts other than the key experts that the Contractor may wish to enroll for the
execution of this contract, are to be submitted to the Contracting Authority for approval prior to
their involvement in the execution of the contract. They should not be included in offer. All

experts must be independent and free from conflicts of interest in the responsibilities accorded to
them.
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The NGO reserves the right to ask the Contracting Authority to replace the appointment of
‘other experts’ assigned to the contract.

6.1.3  Support Staff and Backstopping

The contractor shall provide their own expertise. Furthermore, should the need arise for the
Project Manager to make use of additional staff other than those they have available, to
supplement duties intended by this contract, the cost of engaging such staff will be borne by the
contractor and at no additional cost to the Contracting Authority. Administrative support to perform
the contract falls under the responsibility of the contractor.

6.2 — Accommodation

No office accommodation or any accommodation will be provided by the Contracting
Authority. Office accommodation of a reasonable standard to accommodate the experts and
related staff is to be provided by the Contractor and must be equipped with appropriate office
systems. The related costs shall be covered by the Contractor. Moreover, the Contractor is also
expected to liaise with the Contracting Authority and the necessary stakeholders. Any related costs
shall be borne by the Contractor. The venue, organisation and costs of these meetings shall be
the responsibility of the Contractor.

6.3 - Facilities to be provided by the Contractor

The Contractor shall ensure that experts are adequately supported and equipped. The Contractor
shall ensure that there is sufficient administrative, secretarial, and translation provision to enable
experts to concentrate on their primary responsibilities. All employees engaged with this tender
contract must have good working conditions and be compliant with national laws.

The Contractor should also be responsible for all logistical requirements of the project including
those related to meetings, presentations, and so on. In case of lack of availability of an adequate
room when a meeting is to be held between the Contracting Authority or other stakeholders and
the Contractor, the Contractor shall arrange for an alternative venue at its expense.

If the Contractor is a consortium, the arrangements should allow for the maximum flexibility in
project implementation. Arrangements offering each consortium partner a fixed percentage of
the work to be undertaken under the contract should be avoided.

6.4 - Equipment

No equipment is to be purchased on behalf of the Contracting Authority/beneficiary country as
part of this service contract or transferred to the Contracting Authority/beneficiary country at the
end of this contract. Any equipment related to this contract which is to be acquired by the
beneficiary country must be purchased by means of a separate supply tender procedure.

The Contractor shall be responsible for the provision of its own working equipment. The related
costs are deemed to be included under the fees. The same applies for the office premises
required by the Evaluation team for their operations.
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7. Reports

7.1 - Reporting Requirements

The contractor must submit all reports as detailed in Section 4.2 of the Terms of Reference.
These include the following:

Activity Deliverable Report

number number

1 1A Kick-off meeting minutes

1 1B Inception report

1 IC Heritage Trail Strategy Report

2 2A Marketing Campaign Strategy

3 3A Brand Identity Guidelines for the Heritage Trail
Campaign

6 6A Analysis of the websites and international online

advertising platforms to be used for advertising
purposes report

6 6D Campaign Digital online media report

8 8A Completion report

7.2 - Submission & approval of reports
The reports referred to under section 7.1 must be submitted to the Project Leader identified in the

contract. The reports must be written in English. The Project Leader is responsible for approving
the reports. The deadlines for submission of the respective report must be adhered to.
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SECTION 5 - SUPPLEMENTARY DOCUMENTATION
5.1 - Draft Contract Form
5.2 - Glossary
5.3 — Specimen Tender Guarantee
5.4 — General Conditions of Contract

The full set of General Conditions for Services Contracts are included in the Tender Pack.

It is hereby construed that the tenderers have availed themselves of these general conditions, and have
read and accepted in full and without reservation the conditions outlined therein, and are therefore
waiving any standard terms and conditions which they may have.

These general conditions will form an integral part of the contract that will be signed with the successful
tenderer/s.
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