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Terms of reference

Event Organization for the Deliberative Polling Event (18-21 November 2021)
1. Background 

The Institute for Democracy and Mediation (IDM), in partnership with the Albanian Helsinki Committee (AHC), are implementing an initiative that aims to create an enabling environment for substantial civic engagement in political and legislative processes in Albania as a means for citizens to demand accountability and transparency from elected representatives (MPs) or mandated officials. This initiative is being implemented in the framework of the “Support to Parliament and Civic Education in Albania” (PACEP), a project of the Agency Swiss Agency for Development and Cooperation (SDC), implemented by the National Democratic Institute (NDI). 

Under this project, IDM, in consultation with the Center for Deliberative Democracy of Stanford University, is implementing the Deliberative Polling methodology that combines public opinion research with a process of learning, dialogue and deliberation. The methodology includes also a four-day deliberation event with randomly selected citizens.  
2. Scope of work
IDM is looking for an event organizer company to manage the organization of the Deliberative Polling event days which will take place on 18-21 November 2021. The event organizer will provide support and work closely with the IDM project team to implement planned activities for the Deliberative Polling event.
3. Service specifications 

The required service will involve the following:
· Provide IDM with a minimum of 3 quotations per service provider for the Deliberative Polling event days suited to accommodate approximately 120 participants and obtain approval before contracting. Ensure that the service provider complies with the safety measures of COVID-19 protocols. 
· Organization of transport, accommodation and food (breakfast, lunch and dinner for participants during the event days. Organization of hotel accommodation for up to 120 participants in single rooms.
· Ensure all meeting rooms (for plenary and small group discussions) are arranged and ready as per the program provided in advance by the IDM project team.  

· Providing a plenary room for up to 150 participants and 8 - 10 rooms - for small group sessions of about 20 participants each.
· Ensure that service maintenance/technicians are promptly available as would be required for all equipment/services and facilities in and around the plenary and small group discussion rooms.
· Ensure all required audio-visual equipment is available in all the rooms as required and that sessions run smoothly. 

· Organization of coffee breaks for participants during the event days.

· Upon request, provision of the interpretation service including simultaneous equipment for the event in English-Albanian-English.

· To guarantee support staff for the reception of participants in the hotel, registration of participants for the event days and to assist for the entire duration of the event and the stay of participants in the hotel and in resolving any problems/requests/complaints.

· Ensure catering (i.e. coffee breaks and lunches each day) is available for all delegates and that special dietary needs are catered for.

· Ensure the venue has available high-speed internet access for conference delegates.

· To guarantee and manage all car parking for participants.

· Prepare and provide all participants with a COVID-19 Protocol for all event days.

4. Duration of the service provided 
The assignment will run from 29 October to 26 November 2021. 

5. Coordination of parties

The event organizer will be directly accountable to IDM project team for the fulfillment of all requirements for the organization of the event and the resolution of any unpredicted situation that may affect the progress of the event.

6.  Specific requirements
· Company profile: Demonstrated experience in organizing high-level events, conference, meetings, etc.
· Up to 3 references to previous major conferences organized.

7. Application process
Interested companies must submit:

· A technical proposal not exceeding three pages detailing.
· Detailed financial proposal in Albanian Lek. 

· Company profile and latest business Registration Certificate.
The technical and financial proposal must be submitted in English. The time frame for the deliverables will be discussed and agreed upon with the selected company.
The full application and supporting documents must be sent to info@idmalbania.org no later than 20 October 2021.

8. Assessment and selection of the proposal
The proposals will be evaluated by the evaluation commission based on the following criteria:

· Clarity and coherence in the presentation of technical proposal -10 

· Previous experiences of the company concerned on the tasks specified -20
· Logistics capacity for handling this type of event - 20 
· Competitive financial offer - 50 

The qualified company must obtain 70 out of 100 as the total score.
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