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[bookmark: _Toc424210154]BACKGROUND INFORMATION
[bookmark: _Toc424210155]Partner country
Serbia
[bookmark: _Toc424210156]Contracting authority
Statistical Office of the Republic of Serbia

[bookmark: _Toc424210157]Country background
[bookmark: _Toc424210158]The Census of population, households and dwellings (PC) is the largest and most complex statistical survey in terms of content, scope and organization, which, with its extensiveness, imposes itself as the most important source of information on the number and characteristics of the population and housing stock of the country. One of the biggest advantages of the Census over other surveys conducted on the sample, which cover data on population and housing, is providing complete and high-quality statistical data up to the lowest territorial level. Data collected in the Census on the number of persons, their age and gender structure, educational and marital structure, economic activity, household structure, housing conditions, provides information important for assessing the current situation and future planning and adoption of various policies, both at the national and local levels. 
The Census of Agriculture (AC) is a comprehensive survey that is envisaged to collect the data on the structure of agricultural holdings on the territory of the Republic of Serbia. The units of observation represent family agricultural holdings, entrepreneurs, and legal entities involved in agricultural production. Agricultural Census provide data on overall funds used by agricultural holdings: agricultural area, number of livestock, mechanization, agricultural buildings, labour force employed on farms, production methods applied in agriculture, etc. 
In both actions for the field work CAPI method of data collection will be used, which implies that enumerators will use laptops for entering data into electronic application.
The complexity of organization and methodology and the specific skills needed for the use of electronic questionnaires implies meeting specific technical requirements needed for training of large number of participants distributed in several levels. Concerning the importance of the whole action, it is necessary to provide follow up of all activities undertaken within the project and to present the results of the surveys to the public in appropriate manner through carefully organised conferences for the press, stakeholders and other interested public. 
Current situation in the sector
[bookmark: _Toc424210159]The Census of population, households and dwellings, and Agriculture Census are prepared, organized and conducted by the Statistical Office of the Republic of Serbia, which is part of the statistical system of the Republic of Serbia. Besides the SORS, Ministries and special organizations, local government units and other bodies, organizations and institutions also participate in the preparation, organization and implementation of both Censuses, within their competences. Censuses are conducted on the bases of the Law on Official Statistics, the Law on Census of Population, Households and Dwellings and the Law on Agriculture Census. 
Related programmes and other donor activities
[bookmark: _Toc424210160]This project is connected with IPA 2011 National Grant and Multi-beneficiary IPA 2012 statistical cooperation programme (MB IPA 2012) which was a continuance of previous programmes: MB IPA 2007, MB IPA 2008, MB IPA 2009, MB IPA 2011, MB IPA 2015 and MB IPA 2017.
Component Agricultural Census is also the subject of IPA 2017 service contract, which provides technical assistance considering new EU Integrated Farm Statistic regulation. These two sources of support do not overlap but create synergy between activities outputs of the projects. 
OBJECTIVE, PURPOSE & EXPECTED RESULTS
[bookmark: _Toc424210161]Overall objective
The overall objective of the project of which this contract will be a part is providing conditions for the realization of various events (meetings, conferences, press conferences, promotions, workshops and training for all participants) concerning PC and AC.
[bookmark: _Toc424210162]Purpose
[bookmark: _Toc424210163]The purpose of this contract is to provide, for each event, according to the SORS requests, organized transport of participants (when needed), venue, accommodation for participants in events lasting for more than one day, refreshment during events, and other related services meeting specific technical requirements needed in the venue (high-speed internet, audio equipment and video projection devices, translation, etc.).
Results to be achieved by the contractor
[bookmark: _Toc424210164]Required activities (transport, accommodation, refreshments) realized with success and quality, on time, in accordance with the requirements of the event and the client, ensuring a certain degree of flexibility in order to achieve the purpose of the event.

ASSUMPTIONS & RISKS
[bookmark: _Toc424210165]Assumptions underlying the project
[bookmark: _Toc424210166]The engaged agency shall have the experience necessary for the successful action realization 
· Will the bid be submitted by a sufficient number of bidders who meet the required conditions.
Risks
[bookmark: _Toc424210167]Given the nature of the action, major identified risks are as follows:
· unavailability of adequate hotels/halls/venues in planned dates and/or in appropriate places
· inadequate technical characteristics of venues (slow/weak internet etc.)
· organization and coordination of multiple simultaneous events in a few different locations.
SCOPE OF THE WORK
[bookmark: _Toc424210168]General
Description of the assignment
During the preparation phase of PC and AC and after the fieldworks, meetings, trainings for all direct participants in both action, and conferences/promotions/workshops will be organised with the aim to prepare successful implementation of the action and its presentation to the public. The purpose of this contract is to provide hotel accommodation, organized transportation of participants for events planned by the project, along with other related services at the request.

Geographical area to be covered
Republic of Serbia
Target groups
[bookmark: _Ref20657225][bookmark: _Toc424210169]The main target groups are participants in the PC and AC:
· SORS staff engaged in the censuses as methodologists, regional coordinators, IT staff and municipal coordinators, 
· instructors, enumerators, and other staff engaged for PC and AC
· SORS stakeholders and other interested parties.

Specific work
The contractor will be responsible for organization meetings/trainings/conferences as follows:
Census of Population, Households and Dwellings:
1. Training of Municipal Coordinators
For the training of the municipal coordinators’ contractor will organise 6 five-day trainings at 3 locations, for around 300 participants (around 50 participants per training) up to 250 km from Belgrade during two weeks in June 2022. For each training, it is necessary to arrange transport of 50% of participants and full board accommodation for five nights for all participants. 
At the venue, for each training, contractor is obliged to provide technical conditions for the training: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel), with the high-speed internet, audio equipment and video projection devices, enough standard power sockets for connecting laptops to electricity during work (for all participants). It is also necessary to provide bottled water for participants during the work and two coffee breaks (coffee, tea, water, juice) for each day.
2. Training of Instructors
For the training of instructors’ contractor will organise 80 five-day trainings at about 60 locations (in some locations two training terms), for around 3000 participants (around 40 participants per training, up to 300 km from Belgrade during two weeks in August 2022. For each training, it is necessary to arrange transport from Belgrade for around 20 persons and full board accommodation for five nights for all participants. 
At the venue, for each training, contractor is obliged to provide technical conditions for the training: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel), with the high-speed internet, audio equipment and video projection devices, enough standard power sockets for connecting laptops to electricity during work (for all participants). It is also necessary to provide bottled water for participants during the work and two coffee breaks (coffee, tea, water, juice) for each day.
3. Training of Enumerators
For the training of the enumerator’s contractor is obliged to provide refreshment for each day of five-day trainings. Refreshment includes catering, two coffee breaks (coffee, tea, water) and bottled water during work. Training is going to be realized within 3 weeks in August-September, in each municipality/city. In average, at one municipality/city trainings will be realized at two locations simultaneously. Around 20.000 participants are going to be divided in 600 trainings (30-40 persons per training). 
1. Meetings and trainings for SORS staff at different phases of census realization
For the meetings and trainings for the SORS staff at different phases of census realization, in period from May to August 2022 contractor will organise 3-5 three-day trainings/meetings at different locations, for 20-50 participants per training, up to 200km from Belgrade. For each training, it is necessary to arrange transport from Belgrade for around 20 persons and full board accommodation for 2 nights for all participants. 
At the venue, for each training/meeting, contractor is obliged to provide technical conditions for the training: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel), with the high-speed internet, audio equipment and video projection devices, a sufficient number of standard power sockets for connecting laptops to electricity during work (for all participants). It is also necessary to provide bottled water for participants during the work and two coffee breaks (coffee, tea, water, juice) for each day.
4. Training of additional minority staff
For the training of additional minority staff, contractor will organise 3two-day trainings for around 60 participants per training. Trainings will be organized at 3 locations, up to 150 km from Belgrade during two weeks in August-September2022. For each training, it is necessary to arrange transport from Belgrade for around 10 persons and full board accommodation for one nights for all participants. 
At the venue for each training, contractor is obliged to provide technical conditions for the training: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel) with the high-speed internet, audio equipment and video projection devices, a sufficient number of standard power sockets for connecting laptops to electricity during work (for all participants). It is also necessary to provide bottled water for participants during the work, one coffee break (coffee, tea, and water) and bottled water for each day and one additional lunch.
5. Training of enumeration in prisons, military, social institutions, homeless etc.
For the training for enumeration in prisons, military, social institutions, homeless etc., contractor will organise 5 one-day trainings for around 40 participants per training. Trainings will be organized at 5 locations, up to 150 km from Belgrade during two weeks in August-September2022. 
At the venue, for each training, contractor is obliged to provide technical conditions for the training: appropriate conference facilities with the high-speed internet, audio equipment and video projection devices, a sufficient number of standard power sockets for connecting laptops to electricity during work (for all participants). It is also necessary to provide bottled water for participants during the work, lunch and one coffee break (coffee, tea, and water).
6. Training of Instructors and Enumerators in PES
For the training of the instructors and enumerators in PES contractor will organise 6 two-day trainings at 6locations, for around 300 participants (around 50 participants per training) up to 150 km from Belgrade in November2022. For each training, it is necessary to arrange transport from Belgrade for around 10 participants and full board accommodation for one night for all participants. 
At the venue, for each training, contractor is obliged to provide technical conditions for the training: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel), with the high-speed internet, audio equipment and video projection devices, enough standard power sockets for connecting laptops to electricity during work (for all participants). It is also necessary to provide bottled water for participants during the work and two coffee breaks (coffee, tea, water, and juice) for each day and one additional lunch.
7. Press conferences/promotions
For publishing information/data, the contractor will organize 8 press conferences/promotions before, during, and after field data collection, in the period from September 2022 to May2024. For about 100 participants per event, the contractor will provide catering, coffee/tea, and bottled water and to provide technical conditions at the venue (high-speed internet, audio equipment, and video projection devices).

8. Workshops
After field data collection (in 2023/2024), the contractor will organize 5 three-day workshops at 5 locations, for around 50 participants per event in Belgrade and/or 200km from Belgrade. For each event, it is necessary to arrange transport for all or part of participants and full board accommodation for two nights for all or part of participants. At the venue contractor is obliged to provide technical conditions: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel), with the high-speed internet, audio equipment and video projection devices. It is also necessary to provide bottled water for participants during the work and two coffee breaks (coffee, tea, water, juice) for each day, as well as and one additional lunch. 
10. Conferences
After field data collection (in 2023 and 2024), the contractor will organize 2 three-day conferences at 2 locations, for around 100 participants per conferences up to 200km from Belgrade. For each conference, it is necessary to arrange transport for all participants and full board accommodation for two nights for all participants. At the venue contractor is obliged to provide technical conditions: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel), with the high-speed internet, audio equipment and video projection devices and translation (if needed). It is also necessary to provide bottled water for participants during the work and two coffee breaks (coffee, tea, water, juice) for each day, as well as and one additional lunch.
Census of Agriculture:
1. During the preparation phase, contractor oversees organisation two meetings with regional coordinators responsible for their territory. Meetings will take place in and February and May 2023 as two-day gatherings of around 50 participants per meeting, up to 250 km from Belgrade. For each meeting it is necessary to arrange transport of participants and full board accommodation for two nights for all participants and to provide technical conditions for the meetings: appropriate conference facilities in the booked hotel, with the high-speed internet, audio equipment and video projection devices, enough standard power sockets for connecting laptops to electricity during work. It is also necessary to provide water for participants during the meeting and coffee during coffee breaks for each day of the meeting.

2. For the training of the municipal coordinators’ contractor will organise five days trainings on 8 locations, for around 450 participants (around 60 participants per location), up to 250 km from Belgrade, in June 2022. For each training it is necessary to arrange transport of participants and full board accommodation for five nights for all participants and to provide technical conditions for the training: appropriate conference facilities (in the booked hotel or within walking distance from booked hotel), with the high-speed internet, audio equipment and video projection devices, a sufficient number of standard power sockets for connecting laptops to electricity during work. It is also necessary to provide water for participants during the meeting and coffee during coffee breaks for each day of the training.
3. For the training of IT staff from regional offices for providing support during the field work contractor is to organise 1 day training for 16 persons in Belgrade in June 2023. For the training it is necessary to arrange1 night full board accommodation for all participants and to provide technical conditions for the training: appropriate conference facility in the booked hotel, with the high-speed internet, video projection devices, a sufficient number of standard power sockets for connecting laptops to electricity during work. It is also necessary to provide water for participants during the meeting and coffee during coffee breaks for each day of the training.
4. For the education of IT coordinators by previously trained IT trainers for supporting training of interviewers, contractor will organise two-day training for around 180 participants on three locations within 250 km from Belgrade in June 2023. For the training, it is necessary to arrange transport of participants and two nights full board accommodation for all participants and to provide technical conditions for the training: appropriate conference facilities in the booked hotel, with the high-speed internet, audio equipment and video projection devices, a sufficient number of standard power sockets for connecting laptops to electricity during work. It is also necessary to provide water for participants during the meeting and coffee during coffee breaks for each day of the training.
5. Contractor will be in charge of organising four-day training for enumerators. Training will be organised for around 4100 participants on around 160 locations within 300 km from Belgrade, in September 2023. For all participants, contractor is to provide catering during the training, which includes meals, coffee, water and juice for all participants and each day of the training. Also, for around 550 participants (enumerators who will be trained far from their home and trainers), it will be necessary to provide four nights hotel accommodation with breakfast and dinner within walking distance from the location of the training. 
6. For control of quality and contingency of the census contractor is to organise one day training for around 110 participants. Training will be held on one location within 250 km from Belgrade in January 2024. For the training it is necessary to arrange transport of participants and one night’s full board accommodation for all participants and to provide technical conditions for the training: appropriate conference facilities in the booked hotel, with the high-speed internet, audio equipment and video projection devices, a sufficient number of standard power sockets for connecting laptops to electricity during work. It is also necessary to provide water for participants during the meeting and coffee during coffee breaks for each day of the training.
7. For announcement of first and final results and raising public awareness on the importance of the action and the project contractor will be engaged for organisation of two press conferences in February and June 2024 for around 80 participants. For press conferences, contractor will provide catering for all participants. For raising public awareness two conferences will be organised by contractor for around 140 participants in April 2023 and July 2024. For the conferences it is necessary to arrange transport of participants and one night full board accommodation for all participants and to provide technical conditions for the conference: appropriate conference facilities in the booked hotel, audio equipment and video projection devices. It is also necessary to provide water for participants during the meeting and coffee during coffee breaks for each day of the training.
[bookmark: _Ref530906824][bookmark: _Toc424210170]Project management
Responsible body
Project Management Team of the SORS
Management structure
Miladin Kovačević, Project director and SORS DG
Project Management Team: 
· Snežana Lakčević, Executive Project Director, 
· Ljiljana Djordjevic, Manager of the PC component, and  
· Dragana Marković, Manager of the AC component

Facilities to be provided by the contracting authority and/or other parties
<N/A>
[bookmark: _Toc424210171]LOGISTICS AND TIMING
[bookmark: _Toc424210172]Location
Depending on the characteristics of events trainings/meetings and conferences will be organised on the territory of Belgrade, and other locations of the territory of the Republic of Serbia (municipalities/cities)
[bookmark: _Toc424210173]Start date &period of implementation of tasks
The intended start date of implementation of tasks for the PC is May 2022 and the period of implementation of the contract will be 24 till 26 months from this date.
The intended start date for AC is April 2023 and the period of implementation of the contract will be 15 till 17 months from this date. 
Please see Articles 19.1 and 19.2 of the special conditions for the actual start date and period of implementation.
It is possibility to award a contract for additional services depending on the outcome of the initial contract, such as for the second phase of a study or operation- It is possible to procure additional services by Adenndum or negotiated procedure according to PRAG rules.
[bookmark: _Toc424210174]     REQUIREMENTS
[bookmark: _Toc424210175]Staff
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. 
Key experts
Key expert 1: Team leader
The Project Coordinator will have at least the following tasks which may not be subcontracted:
1. Responsibility for the day-to-day management of the project and of each individual assignment.
2. Monitoring of the services rendered and of the performance of the service providers for the assignment. 
3. Participation in meetings when required 
Furthermore, the Project Coordinator must be employed by the Consortium Leader (no "free-lance").
Qualifications and skills
· Master or bachelor’s degree in marketing, communication, business, hospitality management or public relations, or a related field.
· Strong written and verbal communication skills in English and Serbian. 
General professional experience
At least 8 years of professional experience related to organising of events at international level and in a multi-cultural environment. 
Specific professional experience
· At least 3 years of experience in management position (i.e., responsible of a team) ... 
Key expert 2: Travel and events manager
Qualifications and skills
· Master or bachelor’s degree in marketing, communication, business, hospitality management or public relations, or a related field.
Strong written and verbal communication skills in English and Serbian
 General professional experience
At least 5 years of professional experience related to organising of event and travel management services at international level and in a multi-cultural environment.
Specific professional experience
Certificate for international travel sales agent 4.6.1 or equivalent AMADEUS or GALILEO Certificate, references from previous projects on implemented services and work. Fluent knowledge of English Language 
Key expert 3: Financial manager
Qualifications and skills
· Master or bachelor’s degree in economics.
Strong written and verbal communication skills in English and Serbian
 General professional experience
At least 5 years of professional experience related to financial tasks. Fluent knowledge of English language. 
Specific professional experience
Degree from Faculty of Economics, University of Serbia would be preferred. Fluent knowledge of English, Serbian and one more language would be an advantage. 
All experts must be independent and free from conflicts of interest in the responsibilities they take on.]
Other experts, support staff & backstopping
CVs for experts other than the key experts should not be submitted in the tender but the tenderer will have to demonstrate in their offer that they have access to experts with the required profiles. The contractor shall select and hire other experts as required according to the needs. The selection procedures used by the contractor to select these other experts shall be transparent, and shall be based on pre-defined criteria, including professional qualifications, language skills and work experience.
The costs for backstopping and support staff, as needed, are included in the tenderer's financial offer.]
[bookmark: _Toc424210176]Office accommodation
Office accommodation for each expert working on the contract is to be provided by the contractor.
[bookmark: _Toc424210177]Facilities to be provided by the contractor
The contractor shall 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: _Toc424210178]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 which is to be acquired by the partner country must be purchased by means of a separate supply tender procedure.
[bookmark: _Toc424210179]REPORTS
[bookmark: _Ref20555417][bookmark: _Ref20656720][bookmark: _Toc424210180]Reporting requirements
The contractor will submit the following reports in < Serbian language> in one original 
Inception Report of maximum 12 pages to be produced after 2 weeks from the start of implementation. In the report the contractor shall describe e.g., initial findings, progress in collecting data, any difficulties encountered or expected in addition to the work programme and staff travel. The contractor should proceed with his/her work unless the contracting authority sends comments on the inception report. 
Draft final report of maximum 10 pages (main text, excluding annexes) This report shall be submitted no later than one month before the end of the period of implementation of tasks.
Final report with the same specifications as the draft final report, incorporating any comments received from the parties on the draft report. The deadline for sending the final report is 10 days after receipt of comments on the draft final report. The report shall contain a sufficiently detailed description of the different options to support an informed decision on. The detailed analyses underpinning the recommendations will be presented in annexes to the main report. The final report must be provided along with the corresponding invoice. 
[bookmark: _Toc424210181]Submission and approval of reports
The report referred to above must be submitted to the project manager identified in the contract. The project manager is responsible for approving the reports.
Inception Report of maximum 12 pages to be produced after two weeks, from the start of implementation. In the report the contractor shall describe e.g., initial findings, progress in collecting data, any difficulties encountered or expected in addition to the work programme and staff travel. The contractor should proceed with his/her work unless the contracting authority sends comments on the inception report. 
Draft final report of maximum 10 pages (main text, excluding annexes). This report shall be submitted no later than one month before the end of the period of implementation of tasks.
Final report with the same specifications as the draft final report, incorporating any comments received from the parties on the draft report. The deadline for sending the final report is 10 days after receipt of comments on the draft final report. The report shall contain a sufficiently detailed description of the different options to support an informed decision. The detailed analyses underpinning the recommendations will be presented in annexes to the main report. The final report must be provided along with the corresponding invoice
[bookmark: _Toc424210182]MONITORING AND EVALUATION
[bookmark: _Toc424210183]Definition of indicators
N/A
[bookmark: _Toc424210184]Special requirements
N/A
