Annex 2.4 — Financial Proposal Form
[bookmark: _GoBack]Tender Reference No.: 2026-09-098
Assignment: Provision of Integrated Event Management Services to Support International IDEA Activities in Ukraine
Lot(s) applied for:  ☐ Lot 1    ☐ Lot 2    ☐ Lot 3    ☐ Lot 4
Instructions for Bidders
Bidders may apply for one or more Lots. Complete the pricing matrix for each Lot applied for and mark the remaining Lots as N/A. Each Lot will be evaluated independently, and no aggregate evaluated price across Lots will be used. Award may be made separately per Lot, and one bidder may be awarded one or more Lots.
1. Quote all rates and service-fee percentages both excluding VAT and including VAT. Only the VAT-inclusive figure will be used for financial evaluation.
1. For fixed-fee items, the Evaluated Amount equals the quoted VAT-inclusive rate multiplied by the indicative quantity.
1. For percentage-fee items, the Evaluated Amount equals the quoted VAT-inclusive service-fee percentage applied to the indicative third-party service cost.
1. The Total Evaluated Price for each Lot is the sum of the Evaluated Amounts within that Lot only.
1. If VAT is not applicable, repeat the same rate or percentage in both price columns and state the bidder's VAT status in Comments.
1. Do not enter the indicative third-party service cost as the bidder's price. It is provided only as the common basis for evaluation.
Note on indicative quantities: The quantities and costs shown below are annual estimates used only to compare financial proposals. They do not guarantee any volume or commitment by International IDEA. Services will be requested through individual Service Orders under the relevant Framework Agreement(s), based on actual needs.
Lot 1 — Accommodation and Venue Sourcing and Management
	No.
	Type and Description of Service
	Unit
	Price excl. VAT (EUR or %)
	Price incl. VAT (EUR or %)
	Evaluation Basis (annual, indicative)
	Evaluated Amount (EUR)
	Comments

	L1.1
	Documented market analysis and development of an optimal accommodation and venue budget, including comparison of prices, terms and availability.
	EUR / event
	
	
	10 events
	
	

	L1.2
	Hotel reservations and room bookings for event participants, including negotiation of discounts.
	%
	
	
	EUR 10,000
	
	

	L1.3
	Venue sourcing and booking, including conference rooms, auditoriums and exhibition spaces.
	%
	
	
	EUR 5,000
	
	

	TOTAL EVALUATED PRICE — LOT 1
	(sum)
	
	





Lot 2 — Travel and Ground Transportation
	No.
	Type and Description of Service
	Unit
	Price excl. VAT (EUR or %)
	Price incl. VAT (EUR or %)
	Evaluation Basis (annual, indicative)
	Evaluated Amount (EUR)
	Comments

	L2.1
	Group and individual intercity rail travel, including purchase or reimbursement of participant tickets.
	%
	
	
	EUR 15,000
	
	

	L2.2
	Group and individual intercity bus transportation, including purchase or reimbursement of participant tickets.
	%
	
	
	EUR 2,000
	
	

	L2.3
	Group and individual international travel, including airfare and international train tickets.
	%
	
	
	EUR 5,000
	
	

	L2.4
	Ground transportation to and from event venues, including group and individual transfers and car rentals.
	%
	
	
	EUR 10,000
	
	

	TOTAL EVALUATED PRICE — LOT 2
	(sum)
	
	


Lot 3 — Catering Services
	No.
	Type and Description of Service
	Unit
	Price excl. VAT (EUR or %)
	Price incl. VAT (EUR or %)
	Evaluation Basis (annual, indicative)
	Evaluated Amount (EUR)
	Comments

	L3.1
	Catering services and organisation of meals for event participants.
	%
	
	
	EUR 45,000
	
	

	TOTAL EVALUATED PRICE — LOT 3
	(sum)
	
	


Lot 4 — Technical, Audio-visual and Event Support Services
	No.
	Type and Description of Service
	Unit
	Price excl. VAT (EUR or %)
	Price incl. VAT (EUR or %)
	Evaluation Basis (annual, indicative)
	Evaluated Amount (EUR)
	Comments

	L4.1
	Technical and audio-visual support, including equipment, online broadcasts and on-site technical assistance.
	%
	
	
	EUR 10,000
	
	

	L4.2
	Production of event handouts and souvenirs.
	%
	
	
	EUR 5,000
	
	

	L4.3
	Participant registration support, including registration desks, badges and folders.
	%
	
	
	EUR 2,000
	
	

	L4.4
	Event manager support, including on-site coordination, assistance and prompt resolution of operational issues.
	EUR / day
	
	
	20 days
	
	

	L4.5
	Loading and unloading services.
	EUR / hour
	
	
	60 hours
	
	

	TOTAL EVALUATED PRICE — LOT 4
	(sum)
	
	


Market Analysis and Supporting Documentation
For each Service Order under an awarded Lot, the provider must conduct and document market research electronically against the technical specifications approved by International IDEA. The analysis should normally present at least three relevant options where the market permits, together with prices, availability, terms, material risks or limitations, a justified recommendation and the total estimated cost including the provider's service fee. Where fewer options are available, the provider should document the reason.
Bidder's Authorised Representative
	Name and position
	

	Company or organisation
	

	Date and signature
	



