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1. [bookmark: _Toc226584731][bookmark: _Toc240540076][bookmark: _Toc240540668]BACKGROUND INFORMATION
1.1 [bookmark: _Toc226584732][bookmark: _Toc240540077][bookmark: _Toc240540669]Partner country
Albania
1.2 [bookmark: _Toc226584733][bookmark: _Toc240540078][bookmark: _Toc240540670]Contracting authority
Municipality of Vlore 
1.3 [bookmark: _Toc226584734][bookmark: _Toc240540079][bookmark: _Toc240540671]Country background
Albania is an upper middle‑income country in Southeast Europe, with a population of approximately 2.4 million people and steadily improving human development indicators. The country is a member of NATO and is actively pursuing European Union (EU) accession, reflecting its strategic commitment to democratic reforms, European integration, and regional cooperation. Over the past decade, Albania has achieved significant progress in life expectancy, education, and women’s representation in parliament, while strengthening its institutional frameworks at both national and municipal levels.
The Albanian economy has experienced sustained growth, averaging around 3% per year, driven by services, tourism, agriculture, industry, and construction, alongside rising foreign direct investment from EU countries. Despite this progress, challenges remain, including a high poverty rate, a significant informal economy, youth unemployment, and the need to expand the tax base and improve workforce productivity. These structural challenges must be addressed to accelerate convergence with EU living standards and create inclusive, sustainable growth.
Albania’s EU accession process follows the revised enlargement methodology, emphasizing reforms in governance, rule of law, public administration, and economic alignment with EU standards. The country has opened all negotiation chapters and continues to advance reforms despite the social and economic impact of the 2019 earthquake, the COVID‑19 pandemic, and regional instability linked to Russia’s war against Ukraine. Albanian authorities have consistently affirmed that EU integration remains the country’s strategic priority, with reform implementation central to national development.
Social and demographic trends in Albania present both opportunities and challenges for the development of the gastronomy and food entrepreneurship sector. While investments in education, vocational training, and human capital have contributed to improving living standards and expanding professional opportunities, the country continues to face significant challenges linked to youth unemployment, the emigration of young professionals, population ageing, and the limited participation of women and NEETs in sustainable economic activities. These dynamics underline the urgent need for innovative policies and cross-border initiatives capable of promoting inclusive growth, strengthening local skills, and creating attractive employment and self-employment opportunities, particularly in sectors strongly connected to local identity and cultural heritage such as gastronomy and wine & food traditions. Through the Stabilisation and Association Agreement (SAA), Albania enjoys preferential access to EU markets, boosting exports in textiles, agri-products, minerals, and manufactured goods. This integration, combined with ongoing reforms, positions Albania as a dynamic partner in regional development and pre-accession initiatives, with the potential to accelerate economic growth, job creation, and social inclusion. In this context, the SPICE project – Supporting Professional Innovation in Culinary Entrepreneurship – aims to contribute to the creation of a sustainable and innovation-driven ecosystem for the gastronomy sector by empowering young NEETs, especially women, to become active actors of economic and social development. The project recognises women as traditional custodians of culinary knowledge, local recipes, and food heritage transmitted across generations, transforming this cultural capital into a driver for entrepreneurship, employability, and innovation. Through the development of a joint cross-border strategy and action plan, integrated coaching and light training pathways, and the implementation of four pilot gastronomic residencies inspired by artistic residency models, SPICE will promote the encounter between tradition and innovation, encouraging the creation of new professional opportunities and sustainable business models in the food and wine sector. 

1.4 [bookmark: _Toc226584735][bookmark: _Toc240540080][bookmark: _Toc240540672]Current situation in the sector
In the project area there is a high unemployment rate of NEETs, who are between 15 and 29 years old, that do not work, do not study and are not in vocational training and for the most part are women, mainly due to low skills and specializations. The main objective would be to create an ecosystem that fosters innovation, sustainable development and professional growth in the gastronomy sector. 
In the project’s geographical area, the food sector includes numerous small and medium enterprises (SMEs) that depend on continuous innovation to stay competitive in the global market. Albania is increasingly recognized for its organic and locally sourced food products, with culinary tourism on the rise. 
However, the sector requires modernization and professional training to reach international standards. needs enhanced professionalization and innovation to better compete in the regional market. Despite the richness of the culinary heritage, the sector faces several common challenges: 1) Lack of Professional Innovation: Many businesses in the culinary industry are traditional and lack access to the latest technologies, modern culinary techniques, and sustainable practices.2) Need for Skill Development: The sector suffers from a skills gap, particularly in sustainable practices, digitalization, and entrepreneurship, which limits growth and innovation; 3) Sustainability Challenges: As the world moves towards more sustainable practices, the culinary sector in these countries needs to adopt environmentally friendly practices such as waste reduction, local sourcing, and energy-efficient techniques. 4) Fragmentation and Limited Collaboration: there is often limited collaboration between educational institutions, culinary entrepreneurs, and government bodies to promote continuous professional development and innovation; 5) Tourism and Economic Potential: the culinary sector's potential to boost tourism remains under-explored, especially in Albania and Montenegro, where emerging food tourism markets need stronger branding and innovative approaches.
The culinary sector offers excellent opportunities for NEETs due to the following reasons: 1) High demand for skilled workers: the food industry, particularly in regions with strong tourism sectors like Albania, constantly seeks trained culinary professionals. From chefs and kitchen staff to food entrepreneurs, the sector can absorb large numbers of young people with practical skills ; 2) Lower entry barriers: unlike many other sectors, the culinary industry often requires practical training and certifications that can be achieved through short-term programs, making it more accessible to NEETs who may not have completed higher education; 3) Entrepreneurship potential: the culinary field offers opportunities for young people to start small food-related businesses, such as food trucks, catering services, or pop-up restaurants, providing NEETs with paths toward self-employment and economic independence.; 4) Cultural importance: especially in countries like Italy, where food culture is a central part of the national identity, engaging NEETs in the culinary industry connects them to their cultural heritage while opening doors to future career paths.
Based on these brief local analyses, the project aims to promote employment and entrepreneurship among NEETs, especially women, through the development of skills in the food and wine sectors, fostering the creation of innovative and competitive micro-enterprises that contribute to local economic development and the enhancement of the gastronomic cultural heritage.
1.5 [bookmark: _Toc226584736][bookmark: _Toc240540081][bookmark: _Toc240540673]Related programmes and other donor activitie
The SPICE project, part of the Interreg IPA South Adriatic programme, and the main objective is to create an ecosystem that fosters innovation, sustainable development and professional growth in the gastronomy sector.
2. [bookmark: _Toc226584737][bookmark: _Toc240540082][bookmark: _Toc240540674]OBJECTIVES & EXPECTED OUTPUTS
2.1 [bookmark: _Toc226584738][bookmark: _Toc240540083][bookmark: _Toc240540675]Overall objective
The overall objective of the contract is to increase the visibility, awareness and local impact of SPICE in Vlora and to support the effective involvement of young people and relevant territorial stakeholders in identifying skills, training, employment and entrepreneurship needs connected with the culinary and gastronomic sectors. Specific objective Program Priority 
S.O.4.1: Improving equal access to inclusive and quality services in education, training and lifelong learning through developing accessible infrastructure, including by fostering resilience for distance and on-line education and training
2.2 [bookmark: _Toc64132845][bookmark: _Toc226584739][bookmark: _Toc240540084][bookmark: _Toc240540676][bookmark: _Toc226584740]Specific objective(s)
The specific objectives are to:
· establish a coherent, practical and measurable communication framework for the Municipality of Vlora's SPICE activities;
· raise awareness of the project, its objectives and participation opportunities among young people, especially those outside employment, education or training and young women;
· produce accessible communication content for institutional, digital and event-based channels while ensuring correct EU, Programme and project visibility;
· mobilise educational, employment, youth, public-sector, business, food, hospitality, tourism and civil-society stakeholders;
· organise a participatory two-day workshop that maps local skills gaps, professional aspirations and training needs;
· collect structured quantitative and qualitative evidence to guide the subsequent SPICE coaching and capacity-building activities; 
.
2.3 [bookmark: _Toc240540085][bookmark: _Toc240540677]Expected outputs to be achieved by the contractor
The contractor shall produce the outputs below. All outputs are subject to prior review and written approval by the Contracting Authority. Quantities are minimum requirements unless the Contracting Authority approves an equivalent adaptation that does not reduce quality, visibility or value for money. The contractor is expected to provide the following outputs:
	Ref.
	Output
	Minimum content and acceptance basis
	Indicative timing

	D1
	Joint Communication Plan
	One approved plan covering objectives, audiences, messages, channels, calendar, responsibilities, stakeholder engagement, risk handling and indicators.
	Within 10 calendar days of commencement

	D2
	SPICE Communication Toolkit
	One coordinated toolkit containing editable and publication-ready templates for social posts, invitations, posters, leaflets, roll-ups and activity/results communication.
	Before the campaign and production of materials

	D3
	Local social media campaign
	One implemented campaign, including editorial and visual content before, during and after the workshop, with links, screenshots and publication evidence.
	Throughout implementation

	D4
	Promotional materials
	Graphic design and production of at least 200 leaflets, 2 roll-up banners and 50 A3 posters, plus digital invitations and workshop graphics.
	Before the workshop

	D5
	SPICE promotional video
	One 45-second promotional video, with project footage, titles/graphics, visibility elements and final web/social-media file; source files to be delivered.
	Draft after filming; final before contract completion

	D6
	Two-day local workshop
	One workshop in Vlora on two consecutive days with at least 15 participants, including agenda, mobilisation, registration, facilitation, materials and documentation, support for stakeholder and young participant involment
	On dates approved by the Contracting Authority

	D7
	Training-needs package and workshop report
	Questionnaires for young people and stakeholders, completed-response dataset/summary, and one report with agenda, attendance, photos, findings, conclusions and recommendations for coaching. Communication and dissemination of workshop and its results
	Within 10 calendar days after the workshop



Communication materials addressed to local target groups shall be prepared in Albanian. Core planning and reporting deliverables shall be submitted in English; the Contracting Authority may request an Albanian version or bilingual summary where needed for institutional use. The final version of each output must incorporate comments issued during the approval process.
3. [bookmark: _Toc226584741][bookmark: _Toc240540086][bookmark: _Toc240540678]ASSUMPTIONS & RISKS
3.1 [bookmark: _Toc226584742][bookmark: _Toc240540087][bookmark: _Toc240540679]Assumptions underlying the project
Successful implementation is based on the following assumptions:
the Contracting Authority provides the contractor, in due time, with available project information, approved logos, visibility guidance, contact points and relevant planning documents;
the Contracting Authority and project partners remain available for reasonable coordination and validation of materials;
young people and local stakeholders are willing and able to participate in the workshop and related consultation activities;
institutional communication channels can publish approved content according to an agreed calendar;
the selected workshop dates and venue permit effective participation and the necessary logistical arrangements;
the contractor obtains the information, permissions, releases and supplier inputs needed for lawful production and use of photos, video and communication materials; and
no exceptional event prevents physical implementation; if such an event occurs, the parties can agree proportionate adaptations in accordance with the contract.
The contractor shall verify these assumptions during inception and immediately notify
Contracting Authority of any change that could affect the timetable, cost, quality o
[bookmark: _Toc226584743]achievement of outputs 


[bookmark: _Toc240540088][bookmark: _Toc240540680]3.2. Risks
The main risks that could affect the successful implementation of the project include:

	Risk
	Likelihood / impact
	Mitigation and contingency measures
	Primary owner

	Low participation by young people or stakeholders
	Medium / High
	Early mapping; targeted invitations; cooperation with youth, employment, education and business networks; reminders; accessible scheduling.
	Contractor, with CA support

	Delay in approval of content or designs
	Medium / Medium
	Submit a consolidated approval calendar; use agreed templates; allow review time; maintain a decision log and flag urgent approvals.
	Joint

	Insufficient or unbalanced workshop evidence
	Medium / High
	Use separate participant/stakeholder tools; facilitate inclusive group work; monitor respondent profiles; triangulate questionnaires and discussion findings.
	Contractor

	Non-compliance with EU/Programme visibility
	Low / High
	Apply approved branding checklist; submit every public-facing product for prior approval; retain final proofs and publication evidence.
	Contractor

	Data-protection, image-rights or consent issues
	Low / High
	Use appropriate notices and consent/release procedures; minimise personal data; restrict access; securely transfer and retain evidence.
	Contractor

	Supplier or production delay
	Medium / Medium
	Confirm specifications and lead times early; proof before production; use qualified suppliers; maintain contingency in the work plan.
	Contractor

	Technical failure affecting workshop or video
	Low / Medium
	Test equipment; keep backup files and recording/storage arrangements; designate on-site technical responsibility.
	Contractor

	External disruption or force majeure
	Low / High
	Prompt notification; continuity plan; propose rescheduling or an authorised hybrid/online adaptation without reducing required results.
	Joint




4. [bookmark: _Toc240540089][bookmark: _Toc240540681] SCOPE OF THE WORK
[bookmark: _Toc240540090][bookmark: _Toc240540682]4.1. General
The contractor shall provide an integrated package of communication, dissemination, stakeholder-engagement, event-organisation, audiovisual-production and training-needs assessment services. The assignment covers planning, content creation, design, production, mobilisation, facilitation, documentation, analysis, reporting and delivery of editable source files.
The contractor shall carry out the services with due professional care, in close coordination with the Municipality of Vlora and in accordance with the contract, these Terms of Reference, the approved Organisation and Methodology, and written instructions issued by the Contracting Authority. The contractor remains responsible for the quality, coordination and timely delivery of all work, including work performed by non-key experts, subcontractors or suppliers permitted under the contract.
No product may be printed, posted, published or otherwise disseminated before written approval. Approval does not release the contractor from responsibility for accuracy, lawful use of third-party material, technical quality, accessibility, data protection or compliance with visibility rules.
Maximum Budget: 21.000 (Euro)
[bookmark: _Toc240540091][bookmark: _Toc240540683]4.2. Specific work
[bookmark: _Toc240540684]4.2.1. Inception and Communication Plan
At the start of the assignment, the contractor shall hold an inception meeting with the Contracting Authority, confirm the scope and sequence of activities, review available communication assets and define the approval workflow. On this basis, the contractor shall prepare D1 Join Communication Plan, including:
communication objectives and intended results;
segmentation and description of target groups;
key messages adapted to each audience;
communication channels and formats;
editorial and publication calendar;
stakeholder and participant mobilisation approach;
roles, responsibilities and approval process;
output and evidence-management arrangements;
indicators, baselines where available, targets and data sources;
risk, quality-control and contingency arrangements.

[bookmark: _Toc240540685]4.2.2. Communication Toolkit
The contractor shall develop D2 as a coherent set of reusable, editable templates aligned with the visual identity and instructions provided by the Contracting Authority. It shall include at least social-media templates, event and workshop invitation templates, poster and leaflet layouts, a roll-up layout, digital promotional formats and templates for presenting activities, participant opportunities and results. Files shall be supplied both in publication-ready formats and in editable/source formats suitable for future institutional use.
[bookmark: _Toc240540686]4.2.3. Local social media campaign
The contractor shall plan and implement D3 through the institutional channels agreed with the Contracting Authority. The campaign shall introduce SPICE, explain its objectives and opportunities, encourage participation in the workshop and coaching pathway, provide practical participation information, document workshop implementation and communicate results. Content shall be adapted to the channel and audience, written in clear language, and accompanied by approved visual material.
The contractor shall maintain an evidence register including the content title, channel, publication date, link where available, screenshot or equivalent evidence, format and any available reach/engagement data. Paid promotion may be used only if included in the accepted financial offer and expressly approved.
[bookmark: _Toc240540687]4.2.4. Promotional materials
The contractor shall design, proof, produce and deliver D4. The minimum package is 200 leaflets, 2 roll-up banners and 50 A3 posters, together with digital invitations and workshop graphics. The contractor shall propose appropriate technical specifications for durable, legible and environmentally responsible production. All text, artwork, logos, funding acknowledgements, dimensions and quantities shall be checked through a pre-production proof approved by the Contracting Authority.
[bookmark: _Toc240540688]4.2.5. Promotional video
The contractor shall produce  a 45-second promotional video suitable for websites, social media and project events. The service includes concept and short script/storyboard, filming, participant coordination and releases where required, editing, sound, titles, graphics, subtitles or captions where appropriate, visibility elements, colour and audio correction, and delivery of the approved master and compressed web/social version. Music, images, fonts and other third-party elements must be properly licensed for the intended institutional use.
[bookmark: _Toc240540689]4.2.6. Two-day local workshop
The contractor shall organise and implement D6 in Vlora over two consecutive days for at least 15 participants. The participant group shall seek a balanced representation of young people and relevant stakeholders, including education and vocational training institutions, employment and youth organisations, public authorities, SMEs and entrepreneurs, food, culinary, hospitality and tourism operators, professional associations, NGOs and civil-society organisations.
Day 1 shall focus on needs identification and stakeholder dialogue, including presentation of SPICE and the coaching pathway; barriers faced by young people; existing and required skills; labour-market trends; digital, technical, entrepreneurial and transversal competences; alternative training pathways; vocational education and training; apprenticeships and work-based learning; and opportunities connected with culinary and gastronomic activities.
Day 2 shall use a practical and participatory format, including facilitated exercises, discussion with young participants, stakeholder working groups, identification of training needs and professional or entrepreneurial aspirations, and collection of inputs for the subsequent coaching pathway.
The contractor's organisational responsibilities include:
drafting the detailed concept, agenda and facilitation plan for approval;
mapping, inviting and following up relevant stakeholders and young participants;
managing registration, confirmations, attendance and participant communication;
preparing presentation, working-group and participant materials;
providing moderation/facilitation and adequate organisational support;
administering training-needs and feedback questionnaires;
ensuring photo and, where relevant, video documentation in compliance with consent requirements;
making all logistical arrangements included in the accepted offer, including venue-related, technical and participant-support services where applicable; and
collecting evidence and resolving operational issues during implementation.

[bookmark: _Toc240540690]4.2.7. Training-needs tools and workshop report
The contractor shall develop concise and usable questionnaires for young participants and stakeholders. The tools shall capture respondent profile information only to the extent necessary; perceived skills gaps; training interests; preferred learning formats; barriers to participation; professional and entrepreneurial aspirations; business needs; and recommendations for SPICE coaching. Draft tools must be approved before use.
The contractor shall consolidate the workshop evidence and include the final agenda, implementation narrative, participant and stakeholder categories, signed attendance lists, photographic evidence, methodology, questionnaire response summary, qualitative findings, principal training and skills needs, conclusions, and practical recommendations for the design of coaching and capacity-building activities. Personal data shall not be reproduced in the analytical sections unless necessary and lawful.
[bookmark: _Toc240540691]4.2.8. Cross-cutting quality and evidence requirements
For every output, the contractor shall apply internal technical and editorial review, consistency checks, language review, visibility verification and file-quality control. Statements presented as facts shall be verified. Communication shall avoid discriminatory or stigmatising language and should refer to young people in accessible and respectful terms. Evidence files shall be clearly named, dated and organised by deliverable.
5. [bookmark: _Toc240540092][bookmark: _Toc240540692]LOGISTICS AND TIMING
5.1 [bookmark: _Toc240540093][bookmark: _Toc240540693]Location
The principal place of performance is Vlora, Albania. The workshop, filming and other activities requiring physical presence shall take place in Vlora or another location within the Municipality approved in writing by the Contracting Authority. Planning, design, editing, reporting and routine coordination may be performed remotely where this does not affect quality, responsiveness or participation.
The contractor is responsible for all travel, local transport, subsistence, communications, production, freight, insurance and other logistical arrangements required to perform the services, unless a specific facility is expressly stated to be provided by the Contracting Authority.
[bookmark: _Toc240540094][bookmark: _Toc240540694]5.2. Start date and period of implementation of tasks
The intended start date is the date specified in the contract or the date of the Contracting Authority's written commencement instruction. The period of implementation shall run until the deadline specified in the Special Conditions. The detailed schedule shall be agreed during inception and shall preserve sufficient time for approval, production, mobilisation, implementation, correction and final acceptance.
6. [bookmark: _Toc240540095][bookmark: _Toc240540695]Target groups
The activities implemented under this contract shall address the following target groups:

Primary target group
· Young people living in the Municipality of Vlora and surrounding areas, particularly young people who are currently outside employment, education or training; 
· Unemployed or underemployed young people seeking new professional, training or self-employment opportunities; 
· Young women facing barriers to entering or re-entering the labour market;
· young people interested in developing professional skills, innovative business ideas or entrepreneurial initiatives in the food, culinary, gastronomy, hospitality and tourism sectors; 
· Young aspiring entrepreneurs who require coaching, practical guidance or improved technical, digital, entrepreneurial and transversal skills. 
Secondary target group
· Local micro, small and medium-sized enterprises operating in the food, gastronomy, hospitality, tourism and related sectors; 
· Entrepreneurs, producers and professionals active in local food value chains; 
· Restaurants, hospitality businesses, tourism operators and other enterprises that can provide information on current and emerging skills needs; 
· Vocational education and training providers, schools, universities and other education or training institutions;
· Public and private employment services, career-guidance organisations and business-support organisations; 
· Youth organisations, women’s organisations, NGOs and civil-society organisations working on employment, social inclusion, training or entrepreneurship; 
· Professional associations, chambers of commerce and other socio-economic organisations; 
· Local and regional public authorities and institutions responsible for youth, employment, education, tourism, economic development and social inclusion.

6.1 [bookmark: _Ref530906824][bookmark: _Toc226584747][bookmark: _Toc240540096][bookmark: _Toc240540696]Project management
6.1.1 [bookmark: _Toc240540697]Responsible body
The Municipality of Vlora is the responsible body for supervision and acceptance. The contractor shall nominate one authorised focal point who is available throughout implementation and responsible for coordination, planning, approvals, team management, risk escalation and delivery.
6.1.2 [bookmark: _Toc240540698] Management structure
The contractor shall manage the assignment through a simple and traceable structure consisting of an inception meeting, an agreed work plan, regular coordination, a deliverable register, an approval and revision log, a risk register and a final handover. Coordination meetings may be held in person or remotely. Meeting notes and agreed actions shall be circulated promptly when requested.
6.1.3 [bookmark: _Toc240540699] Approval and change control
The contractor shall submit drafts sufficiently early to allow meaningful review. Comments from the Contracting Authority shall be consolidated through the designated focal point. The contractor shall implement reasonable corrections within the contract price. Any change affecting scope, quantities, timing, personnel or methodology must be requested and approved in writing in accordance with the contract before implementation.
Furthermore, coordination with other municipal departments, stakeholders and external partners will be facilitated to ensure smooth implementation. 
7 [bookmark: _Toc226584751][bookmark: _Toc240540097][bookmark: _Toc240540700]REQUIREMENTS
7.1 [bookmark: _Toc240540098][bookmark: _Toc240540701]Personnel
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 able to provide input 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 on any potential interference or conflict of interest of the proposed expert in his/her function as expert and his/her present or previous functions working as civil servant. Moreover proof should be submitted that the expert is seconded or on personal leave. 
The selection procedures used by the contractor to select the experts who provide input to the contract must be transparent, must guarantee the absence of professional conflicting interests and the absence of any discrimination based on former or current nationality, gender, place of residence, or any other ground. The findings of the selection panel must be recorded. The Organisation & Methodology must include a paragraph demonstrating that a gender sensitive experts’ selection procedure has been applied. All experts must be independent and free from conflicts of interest in the responsibilities they take on.
The contractor shall provide a competent multidisciplinary team sufficient to deliver all components simultaneously and on time. The tenderer's Organisation and Methodology shall identify the proposed team structure, allocation of responsibilities and estimated inputs. Personnel remain under the contractor's authority and responsibility.

7.2 [bookmark: _Toc240540702]Experts
Minimum requirements for the team of experts are defined. The team shall collectively demonstrate the following expertise:
 Key expert: Communication and Event Coordinator
The key expert shall lead the assignment and act as the principal contact with the Contracting Authority. The minimum profile is:
a university degree relevant to communication, marketing, media, public relations, event management, social sciences, business, project management or another field relevant to the assignment; equivalent relevant professional experience may be accepted where permitted by the tender dossier;
at least three years of relevant professional experience in communication, event or workshop organisation, stakeholder engagement, institutional communication or comparable services;
demonstrated experience in planning and delivering workshops, events or participatory stakeholder activities;
ability to coordinate communication, design, audiovisual, facilitation and logistical inputs;
good drafting, organisation and quality-control skills; and
good command of Albanian and English.

The key expert's functions include inception, work planning, liaison, content oversight, participant and stakeholder strategy, workshop coordination, quality assurance, risk management, reporting and final handover.
Minimum requirements for the team of experts as a whole are defined. The team shall collectively demonstrate the following expertise:
· Proven experience in EU-funded programmes, particularly Interreg, IPA, or similar territorial cooperation projects. 
· Strong expertise in project management, including coordination, implementation, and monitoring of multi-partner projects. 
· Demonstrated capacity in financial management, budgeting, and reporting in line with EU rules and procedures. 
· Experience in drafting technical and narrative reports, as well as ensuring compliance with contractual obligations. 
· Expertise in stakeholder engagement, coordination with public institutions, and facilitation of multi-level governance processes. 
· Knowledge of communication and dissemination activities, including preparation of project visibility materials and content. 
· Familiarity with thematic areas relevant to the project (e.g. environmental management, circular economy, energy efficiency or local development), depending on the specific project scope. 
The Organization and Methodology shall clearly demonstrate how the proposed team meets these requirements and how the contract will be implemented to achieve the expected outputs. Support facilities & backstopping
[bookmark: _Toc240540703]7.2.1  Professional Experience
The tenderer shall have at least 3 years of professional experience in one or more of the following fields:
· communication and dissemination;
· institutional communication;
· digital and social media communication;
· organization and management of events/workshops;
· stakeholder engagement;
· communication campaigns;
· graphic and promotional material production;
· audiovisual/video production;
· training, coaching or business support activities.

[bookmark: _Toc240540704]7.2.2  Specific Experience
During the last three years preceding the deadline for submission of tenders, the tenderer shall have successfully implemented at least:
two contracts/assignments of a nature relevant or similar to the services required under the present contract.
Relevant assignments may concern one or more of the following:
· communication and dissemination services;
· social media campaigns;
· organisation of workshops or public events;
· stakeholder engagement activities;
· communication activities for public institutions;
· EU/internationally funded project communication;
· production of promotional or audiovisual materials;
· youth engagement, training or entrepreneurship initiatives.

At least one of the two assignments should include the organisation of a workshop, event, awareness-raising initiative,stakeholder engagement activity or similar activities.
Previous experience specifically related to EU-funded projects, Interreg programmes, youth policies, employment, entrepreneurship, food, gastronomy, tourism or vocational training shall constitute an advantage but shall not be considered a mandatory eligibility condition unless otherwise specified in the Tender Evaluation Grid.

Evidence may include contracts, certificates of satisfactory performance, reference letters or other documentation demonstrating successful implementation.
7.3 [bookmark: _Toc226584753][bookmark: _Toc240540099][bookmark: _Toc240540705]Office accommodation
[bookmark: _Toc226584754]The Contracting Authority will not provide permanent office accommodation to the contractor. The contractor shall arrange and finance its own office, communications, internet access, software, storage, meeting facilities for its team and administrative support. Temporary access to municipal premises may be granted for agreed meetings or activities, subject to availability and internal rules.
7.4 [bookmark: _Toc240540100][bookmark: _Toc240540706]Facilities to be provided by the contractor
[bookmark: _Toc226584755]The contractor shall provide all facilities necessary for performance, including appropriate workspace, licensed design and editing software, secure file storage and backup, communication tools, transport and administrative support. For the workshop, the contractor shall provide or arrange the facilities included in its accepted offer, which may include venue setup, registration facilities, interpretation or language support where approved, refreshments, participant materials, signage, accessibility arrangements and technical support.
Before committing expenditure for workshop facilities, the contractor shall confirm with the Contracting Authority which items, if any, will be made available by the Municipality. Duplication of costs is not eligible.
7.5 [bookmark: _Toc240540101][bookmark: _Toc240540707]Equipment
[bookmark: _Toc226584756]The contractor shall provide all equipment required for high-quality delivery, including computers, cameras, microphones, lighting, audio recording, editing systems, projection/display equipment, sound equipment, registration materials, data-storage media and backup equipment, as applicable. Equipment must be safe, suitable for the venue and operated by competent personnel.
No equipment is to be purchased for transfer to the Contracting Authority unless expressly foreseen in the contract. The cost of using, hiring, transporting, insuring and operating equipment is included in the contract price.
8 [bookmark: _Toc240540102][bookmark: _Toc240540708]REPORTS
8.1 [bookmark: _Ref20555417][bookmark: _Ref20656720][bookmark: _Toc226584757][bookmark: _Toc240540103][bookmark: _Toc240540709]Reporting requirements
The contractor will submit the following reports in English and in Albanian languages in one original and 3 copies (2 for the contracting authority and 1 for the contractor), for environmental reasons, requesting as few paper copies as possible:
· Inception Report- Maximum 12 pages, to be submitted within 1 month from the start. It should include initial findings, progress in data collection, any difficulties, the work programme and staff travel. Work may continue unless comments are provided. 
· Interim Reports- To be submitted every 6 months during the project implementation period, summarizing activities completed, key findings, issues encountered, and updates to the work plan. These reports may support interim payments. 
· Draft Final Report-Maximum 20 pages (excluding annexes), to be submitted at least 1 month before project end, including main findings, preliminary recommendations and annexed analyses. 
· Final Report- Incorporates comments on the draft, submitted 10 days after feedback. Must include detailed options for decision-making and annexed analyses and submitted together with the invoice.
8.2 [bookmark: _Toc226584758][bookmark: _Toc240540104][bookmark: _Toc240540710]Submission and approval of reports
All reports and deliverables shall be submitted electronically to the contact and address specified by the Contracting Authority. Files shall be clearly named and transmitted in accessible, non-corrupted formats. Editable/source versions and final publication versions shall be provided together where relevant. Printed originals shall be supplied only when required by the Contracting Authority or the contract. The Contracting Authority will review submissions within a reasonable period compatible with the approved timetable and may approve them, approve them subject to minor corrections, or request revision. Unless a different period is agreed, the contractor shall resubmit a corrected version within five working days of receiving consolidated comments. Urgent corrections required before a scheduled publication or event shall be addressed within the shorter reasonable period communicated by the Contracting Authority. A deliverable is accepted only when the Contracting Authority confirms acceptance in writing. Silence, use of a draft for internal discussion, attendance at an activity or partial payment does not by itself constitute acceptance. Final payment is subject to satisfactory completion and acceptance of all required outputs and reports, without prejudice to the other contractual conditions.












9 [bookmark: _Toc226584759][bookmark: _Toc240540105][bookmark: _Toc240540711]MONITORING AND EVALUATION
9.1 [bookmark: _Toc226584760][bookmark: _Toc240540106][bookmark: _Toc240540712]Definition of indicators
The contractor shall monitor the implementation of the assignment against the approved work plan, timetable and required outputs. Monitoring shall focus on:
· timely completion of activities; 
· delivery and approval of all communication products; 
· implementation of the local communication campaign; 
· production and distribution of promotional materials; 
· participation of young people and relevant stakeholders; 
· successful organisation of the two-day workshop; 
· collection and analysis of training-needs questionnaires; 
· compliance with project communication and visibility requirements; 
· quality and completeness of the supporting documentation. 
The contractor shall regularly inform the Municipality of Vlora about the progress of the assignment and promptly report any delay, difficulty or risk that could affect implementation. Where necessary, the contractor shall propose appropriate corrective measures.

9.2 [bookmark: _Toc226584761][bookmark: _Toc240540107][bookmark: _Toc240540713]Special requirements
N/A
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