APPROVED

At the Meeting 

of the State Regional Development Agency

Selection Committee

on 3 October, 2012
Protocol No. 1 

_________________ 

  /M.Rinčs /  

IN ACCORDANCE WITH THE PROCUREMENT LAW ARTICLE 8 SEVENTH PARTS
“Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event”
TERMS OF REFRENCE
Procurement Identification No. VRAA/2012/54/ENPI/B
Riga, 2012

General Information
	Client
	State Regional Development Agency

	Client`s Registration number
	90001733697

	Client`s legal address
	Elizabetes street 19, Riga, LV-1010, Latvia

	Client`s contact information
	Telephone +371 67079000, fax +371 67079001


The Client’s contact person

	Contact person
	Mārtiņš Rinčs Director of Administrative Department, State Regional Development Agency

	Contact person`s address 
	Elizabetes street 19, Riga, LV-1010, Latvia

	Contact person`s contact information
	Telephone +371 67079007, fax +371 67079001

	Contact person`s e-mail
	martins.rincs@vraa.gov.lv


1. The Procurement Subject and Agreement
1.1. Subject of the Procurement is the providing of catering services for the Estonia-Latvia-Russia Cross Border Cooperation Programme (hereinafter - the Programme) Annual event Narva College of Tartu University, Kerese 14, 20304 Narva, Estonia  and Narva Castle St.-Peterburi mnt. 2 Narva, Estonia on 31 October, 2012, pursuant to the Annex 2 to the Terms of reference (Technical Specification). Procurement CPV code: 55300000-3 (Restaurant and catering services, category No 17).
1.2. The Client finances the procurement form the Estonia-Latvia-Russia Cross Border Cooperation Programme 2007-2013 within The European Neighbourhood and Partnership Instrument financial resources.
1.3. The term of Agreement – 31 October, 2012. Place of performance - Narva College of Tartu University, Kerese 14, 20304 Narva, Estonia and Narva Castle St.-Peterburi mnt. 2 Narva, Estonia.
2. Place and Term of Tender submission 
2.1. The Tender documentation Applicant submits personally or by post in closed and stamped package in accordance with the requirements described in the Article 3 Terms of Reference to the State Regional Development Agency, Administrative Department (1st floor), Elizabetes street 19, Riga, deadline – 12 October 2012, 11:00.
2.2.  Tender documentation that has been submitted after the deadline stipulated in Article 2.1. Terms of reference will be not accepted. Proposals that have been received after the submission deadline stipulated in Article 2.1. Terms of reference, shall not be reviewed and shall be returned to the Applicant. 
3. The Proposal Format
3.1. Proposals of Tender shall be submitted personally in a closed envelope or by registered letter. The following shall be printed on the envelope: the name of the Applicant, registration number or personal code (ID) (if Applicant is an individual),  address and contact information, and also reference to: Application to Tender “Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event” Procurement Identification No. VRAA/2012/54/ENPI/B. Do not open till 12 October, 2012 11:00.
3.2. Proposal shall be submitted in Latvian or English. Applicant shall submit one original of the Proposal. 
3.3. All pages must be numbered.
3.4.  The documents included in the proposal shall be clearly printed and contain no corrections.
3.5. The Table of Contents must be placed after the title page of Proposal.

3.6. The title page must be noted Applicants name, registration number or personal code (ID) (if Applicant is an individual) address and contact information.   

3.7. After the submission deadline the Applicant can`t change the Proposal.

3.8. Proposal consists of the documents:

3.8.1. Application (Annex 1 “Terms of reference”);

3.8.2. Documents that certifies selection and qualification (Article 5 “Terms of reference”)

3.8.3. Technical proposal (Annex 5 “Terms of reference”);

3.8.4. Financial proposal (Annex 4 “Terms of reference”)’;

3.9. The Proposal shall be signed by a duly authorised representative of the Applicant. If the Applicant is an association of persons in any combination thereof, the Proposal shall be signed by a duly authorised representative of each member of the association.
3.10. Applicant may submit only one Proposal option.

3.11. Applicant can submit only for entire Subject of the Procurement.

3.12. The Proposal for the Procurement must be valid not less than 60 (sixty) days from the submission day.

3.13. After submission the Applicant can`t change the Proposal. 

4.  Requirements for the selection of the Applicants
4.1. In the Tender can take part any individual or legal entity, or  association of persons which do refer to the Terms of reference and do not refer to the restrictions as:

4.1.1.  
Insolvency procedures have been announced (excluding the case when in process of insolvency procedures the reorganisation or other similar set of process is applied), business has been suspended or discontinued, bankruptcy proceedings have been initiated and that it has been established that the applicant will be liquidated by the prospective deadline of the Agreement.

4.1.2.   Applicant in Latvia or  other country where it is registered and has permanent residence certifying that the Applicant and the related person have any tax debts  including any state social security compulsory contributions exceeding LVL 100 (one hundred) in total.
4.2.  Applicant have registered in Commercial register or relevant register in other country (if applicable);

4.3. Applicant is registered in Food and Veterinary Service registers for supervising the companies of Latvian Republic or relevant register in other country with the rights to perform catering services.

4.4.  The service provider has experience to perform catering services - experience in catering services in last 2 (two) years in at least 3 (three) events with not less than 100 (one hundred) participants each time, where the off-site catering services was provided;

5. Documents to be submitted
5.1. Signed Proposal by the Applicant that confirms participation in the Procurement (Annex 1 “Terms of reference”)
5.2. In case if  the Applicant under this terms of reference is offered the right to conclude the Agreement, the Applicant submits in 10 (ten) working days The Statement from the competent institution in Latvia or in the corresponding country (if Applicant is not registered in Latvia or Latvia is not his/her place of residence) certifying that the Applicant and the related person do not have any tax debts, including any state social security compulsory contributions exceeding LVL 100 (one hundred) in total. 
5.3. For companies/ enterprises registered in the Register of Enterprises or the Commercial Register of the Republic of Latvia - legal entities shall submit a copy of the Applicant’s registration certificate issued by the Register of Enterprises or the Commercial Register. Foreign companies/enterprises shall submit a document issued by a competent institution of the corresponding country stating that the Applicant is legally registered in that country (for Applicants who are legal entities) (If applicable);
5.4. The documental evidence of experience – the list of provided catering services in accordance with Annex 3 Terms of reference, certifying compliance with the Article 4.4 Terms of reference. 

5.5. Power of attorney of representative of the Applicant (legal entity or association of legal persons) or legal entities or associations of public cooperation agreement, with Applicant's invited representative's name, address, job title and company name, if the applicant is represented by an authorized person.
5.6. If the Applicant is an association of persons in any combination thereof, the Proposal shall be signed by a duly authorised representative of each member of the association.
5.7. If the Applicant is an association, the Applicant submits:

5.7.1. Written confirmation in accordance with Annex 1“Terms of Reference” from each person included in the association that each of the persons are not subject to rules of Article 4.1. “Terms of reference”;

5.7.2. Documents in accordance with Article 5.3 “Terms of reference” referred to on each of the persons included into the association.
6. Technical Proposal
Technical proposal the Applicant must be prepared in accordance with Terms of Reference Annex 2 “Technical specification” defined task and implementation timeline in accordance with Annex 5 “Terms of Reference” Technical Proposal Form.

7. Financial Proposal

7.1. The Proposal shall be submitted in Latvian Lats (LVL), the financial form must be submitted accordingly the Annex 4 “Terms of reference” stated form.

7.2.  The Proposal price is the total cost consideration for the purchase of the contract, including all applicable taxes except VAT, subject to the requirements of Technical specification
. Travel and accommodation expenses in connection with the providing of the service the Applicant shall include the price of the service.
8. Selection process and qualification check
8.1. The Applicant can be excluded from the Tender, if Selection Committee if establishes that:
8.1.1. Tender documentation are not signed and attached documents to the Tender are not certified or Tender documentation is signed and attached documents to the Tender are signed by person who is not entitled to sign on behalf of the Applicant;

8.1.2. The Applicant, in accordance with the requirements of the Terms of reference, has not submitted documentation specified in Article 5., 6. And 7 Terms of reference or the content of the submitted documents are not in accordance with the Terms of reference.

8.1.3.  The Applicant has submitted the required documentation has provided with incomplete or false information, or the content of the documentation do not meet the requirements of the Terms of reference.
8.2. If the Applicant is association of suppliers the Applicant shall be excluded from further participation in the Tender, if the Selection Committee determines that any of the persons included in the association does not meet the Article 4.1. Terms of reference requirements.
9. Tender evaluation and decision-making
9.1. The rights to sign the Framework Agreement will be granted to the Applicant, who has submitted Tender documentation complying with the requirements of Terms of reference and Tender with the lowest price.
9.2. Selection committee:

9.2.1. Shall check the Tender documentation submitted by the Applicants meet the requirements of the Terms of reference, 
9.2.2. From the submitted Tenders chooses the Proposal with the lowest price without VAT. The lowest price is considered the Applicant's Tender of Financial Proposal indicated the total price is the lowest in comparison with other Applicant`s Financial Proposals.
9.2.3. In case if the Applicant under this Terms of reference is offered the right to conclude the Agreement, requests to submit the Statement from the competent institution in Latvia or in the corresponding country (if Applicant is not registered in Latvia or Latvia is not his/her place of residence) certifying that the Applicant and the related person do not have any tax debts, including any state social security compulsory contributions exceeding LVL 100 (one hundred) in total).
9.2.4. Informs all Applicants about the successful Applicant which will enter into a procurement contract within three business days after the decision.
10. Rights and Obligations of the Applicant 
10.1. To request additional information about the Terms of reference;
10.2. Retract the submitted Proposal until the Proposal deadline. Retraction of proposals is unconditional and it excludes the Applicant from further participation in the Tender.
Annex 1 - Tender Application Form
Annex 2 – Technical specification

Annex 3 – The list of provided off-site catering services
Annex 4 - Financial Proposal Form
Annex 5 - Technical Proposal Form
Annex 1

to the Tender Terms of reference 

 (ID No. VRAA/2012/54/ENPI/B)

Tender Application Form
for participation in the procurement
“Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event”
Procurement Identification No. VRAA/2012/54/ENPI/B
	Applicant:
	

	Address:
	

	Reg. No/ personal code (ID):
	

	Bank, Bank code:
	

	Bank account No.:
	

	Contact person:
	

	Telephone:
	

	Fax:
	

	E-mail:
	


by submitting this application:

1. apply to participate in the Procurement “Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event”. We agree with procurement Terms of reference, declare to provide services in accordance with conditions of the Terms of reference and its Annexes, including approval of the attached documents make this offer.
2. confirm that the Proposal is valid for 60 (sixty) days from the date of submission to the Client;

3. confirm that we have not provided false information to assess your qualifications;

4. confirm that for us there is no the following conditions:
4.1. Insolvency procedures have been announced (excluding the case when in process of insolvency procedures the reorganisation or other similar set of process is applied), business has been suspended or discontinued, bankruptcy proceedings have been initiated and that it has been established that the applicant will be liquidated by the prospective deadline of the Agreement;

4.2. Applicant in Latvia or  other country where it is registered and has permanent residence certifying that the Applicant and the related person have any tax debts  including any state social security compulsory contributions exceeding LVL 100 (one hundred) in total.
5. confirm that we agree to receive documents signed with electronic signature to the e-mail address of the Application regarding the procurement procedure and during operation an Agreement (obligations deriving from it).
________________________      ____________________________
____________________

(title and / or position of persons 


(name, surname)



(signature)

entitled to represent the Applicant)
Place:___________, Date:_____________

Annex 2
to the Tender Terms of reference 

 (ID No. VRAA/2012/54/ENPI/B)
“Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event”
Procurement Identification No. VRAA/2012/54/ENPI/B
TECHNICAL SPECIFICATION

	Service
	Requirements

	2 (two) coffee breaks
	1. Number of people – 250*
2. Time – 31.10.2012. at. 9:00 – 9:30

3. Menu: good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon, plate with fruits or seasonal pie – 2 options, snacks – 3 options.

4. Number of people – 250*

5. Time – 31.10.2012. at 10:30 – 11:00;

6. Menu: good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon, plate with fruits or seasonal pie – 2 options, snacks – 3 options.
7. Must provide with plates and dishes – ceramic, cutlery – steal, glasses – glass, tablecloth, and serviettes, laying the table;
 8. Must provide with qualified staff during the service providing;
9. Place of the service providing: Narva College of Tartu University, Kerese 14, 20304 Narva, Estonia.

	Lunch
	10. Number of people – 250*;

11. Time – 31.10.2012. at. 11:30 – 12:30;

12. Menu:

12.1. Dish No 1 – soup (2 options);

12.2. Dish No 2 – salad (2 options);

12.3. Dish No 3 – main course (2 options of meat, 2 options of fish dish) with side dishes (potatoes, rise, vegetables);

12.4. Dish No 4 – Dessert;

12.5. Good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon;
13. Must provide with plates and dishes – ceramic, cutlery – steal, glasses – glass, tablecloth, and serviettes, laying the table;
 14. Must provide with qualified staff during the service providing;
15. Place of the service providing: Narva College of Tartu University, Kerese 14, 20304 Narva, Estonia.

	Banquet
	16. Number of people – 250*;
17. Time – 31.10.2012. at 16:30;
18. Menu – various options of cold snacks or salad, meat or fish main course, dessert, Good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon;
19. Must provide with plates and dishes – ceramic, cutlery – steal, glasses – glass, tablecloth, and serviettes, laying the table;
 20. Must provide with qualified staff during the service providing;
21. Place of the service providing: Narva Castle St.-Peterburi mnt. 2 Narva, Estonia.

	Additional services
	For the participants in the presidium and tribune must provide with still water in glass bottle with screw cap. Glasses.


* Customer has the right to order not all catering service amount. The minimum guaranteed amount of ordering catering services is 150 (one hundred fifty) persons maximum - 250 (two hundred fifty) persons. Actual catering service amount will be determined at the time of Agreement awarding; in the contract will be set the number of persons and one person catering costs in the Applicant's financial offer. 

Annex 3
to the Tender Terms of reference 

 (ID No. VRAA/2012/54/ENPI/B)
“Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event”
Procurement Identification No. VRAA/2012/54/ENPI/B
The list of provided off-site catering services
	No.
	Costumer of the catering service provided, contact information (telephone or e-mail)
	The date of provided off-site catering service
	Number of persons, which at the same time the catering service was provided
	The menu of catering service provided

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	


_________________________________________________________________________________________
Date


Position


Signature


Name, surname of the Official

Annex 4
to the Tender Terms of reference 

 (ID No. VRAA/2012/54/ENPI/B)
Financial Proposal Form

For the procurement “Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event”

Procurement Identification No. VRAA/2012/54/ENPI/B
	
	A
	B
	C
	D

	Service
	Price for 1catering services, without VAT, LVL
	Price without VAT, LVL (in total) 
	VAT, LVL
	Price with VAT, LVL

	
	1 person
	250 persons
	
	

	Off-site catering services in accordance with Technical specification – “2 (two) coffee breaks” service performance
	
	
	
	

	Off-site catering services in accordance with Technical specification – “Lunch” service performance
	
	
	
	

	Off-site catering services in accordance with Technical specification – “Banquet” service performance
	
	
	
	

	Off-site catering services in accordance with Technical specification – “Additional services” service performance
	Leave this column blank
	
	
	

	
	In total
	

	
	VAT
	

	In total with VAT
	


In the Financial proposal of the procurement under "Price in total with VAT LVL” the Applicant shall identify the price of service, including expenditures related to transport and Applicant`s staff accomodation expenses.
I hereby certify reasonableness and validity of the prices offered:
_______________________

place

date
	
	
	

	position
	signature
	name, surname  of the Official

	


Annex 5
to the Tender Terms of reference 

 (ID No. VRAA/2012/54/ENPI/B)
Technical Proposal Form

For the procurement “Catering Services for the needs of the Estonia-Latvia-Russia Cross Border Cooperation Programme Annual event”

Procurement Identification No. VRAA/2012/54/ENPI/B

	Service
	Requirements of Technical specification

	Applicant's proposal*


	2 (two) coffee breaks
	Number of people – 250
	

	
	Time – 31.10.2012. at. 9:00 – 9:30
	

	
	Menu: good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon, plate with fruits or seasonal pie – 2 options, snacks – 3 options
	Description or statement

	
	Number of people – 250
	

	
	Time – 31.10.2012. at 10:30 – 11:00
	

	
	Menu: good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon, plate with fruits or seasonal pie – 2 options, snacks – 3 options
	Description or statement

	
	Must provide with plates and dishes – ceramic, cutlery – steal, glasses – glass, tablecloth, and serviettes, laying the table
	

	
	Must provide with qualified staff during the service providing
	

	
	Place of the service providing: Narva College of Tartu University, Kerese 14, 20304 Narva, Estonia
	

	Lunch
	Number of people – 250
	

	
	Time – 31.10.2012. at. 11:30 – 12:30
	

	
	Menu:

Dish No 1 – soup (2 options);

Dish No 2 – salad (2 options);

Dish No 3 – main course (2 options of meat, 2 options of fish dish) with side dishes (potatoes, rise, vegetables);

Dish No 4 – Dessert;

Good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon
	Description or statement

	
	Must provide with plates and dishes – ceramic, cutlery – steal, glasses – glass, tablecloth, and serviettes, laying the table.
	

	
	Must provide with qualified staff during the service providing
	

	
	Place of the service providing: Narva College of Tartu University, Kerese 14, 20304 Narva, Estonia
	

	Banquet
	Number of people – 250
	

	
	Time – 31.10.2012. at 16:30
	

	
	Menu – various options of cold snacks or salad, meat or fish main course, dessert, Good quality coffee, coffee milk/cream, tea, sugar, lemon, water with lemon
	Description or statement

	
	Must provide with plates and dishes – ceramic, cutlery – steal, glasses – glass, tablecloth, and serviettes, laying the table.
	

	
	Must provide with qualified staff during the service providing
	

	
	Place of the service providing: Narva Castle St.-Peterburi mnt. 2 Narva, Estonia
	

	Additional services
	For the participants in the presidium and tribune must provide with still water in glass bottle with screw cap. Glasses.
	


* Applicant's description of how it will be delivered in a particular claim, or a statement that the applicant meets the requirements.
_________________________________________________________________________________________

Date


Position


Signature


Name, surname of the Official
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