
 

RP061/2014 - Call for the provision of an Event Coordinator. 

Background Note:  

The European Union Programmes Agency (EUPA) 
 
The Agency was established on the 4th of May 2007 with the aim of supporting Maltese 
individuals and entities in availing themselves of funding allocated to Malta by the European 
Commission for education-related activities. 
Through its programmes, the Agency aims to foster exchange of good practices, innovation and 
mobility between stakeholders in the field of education. In this respect the Agency is committed 
to support projects by providing full support to beneficiaries through the follow up of the 
respective project life cycles thus maximising the use of the EU funds available. 
 
Erasmus+ Programme 
 
Erasmus+ is the new EU programme for Education, Training, Youth and Sport for the 
programming period 2014-2020. 
This new programme spans over seven years, during which it will seek to tackle unemployment 
by reducing the skills gap, empower young people to actively participate in democratic life, 
systematic reforms leading to cooperation through various instruments, and the potential of 
Europe’s human and social capital through lifelong learning.  
Erasmus+ will provide an array of opportunities in the fields of education, training and youth 
and has the potential to reach over 4 million Europeans. Such opportunities shall be provided 
through a number of initiatives which also include the possibility of having transnational 
partnerships among institutions and organisations in the three main fields of the Programme. In 
addition Erasmus+ offers the possibility of having cross-sectoral project initiatives and is more 
accessible as it has simpler funding rules than the previous programmes. 
 
Scope:  

Following an evaluation process in line with the Agency’s procurement procedures the Agency 
shall select an event coordinator, whose assistance will be required in the margins of the dates 
of the event which will be held on Tuesday 20th May.  

 The event coordinator will be the main point of contact between the Contracting Authority 
(EUPA) and other contractors selected to render a service for event. 
The event coordinator will be responsible for the coordination and planning of services leading 
up to the event and s/he will ensure smooth running of the event, manage and the logistics on 
the ground as well as the coordination of tasks that s/he allocates to local third party suppliers 
throughout the duration of the event. 

 

Requirements: 



As per Agency’s request, the Coordinator must take into account the number of participants, 
accessibility, local security situations and accessibility to guests.  

The Organiser shall be responsible for ensuring that assistance is available throughout the event 
to carry out various duties such as: 

• Assistance at the event;   

• Coordinator for preparation work running up to the event and coordinate different third party 
suppliers on the ground and liaise with participants on any issues that may arise. 

The services offered by the Coordinator shall include, but not to be limited to, the provision of 
the following: 

Liaising with third parties for the organisation and provision of display booths inclusive of 
equipment and relevant technical support;   

Relevant building, furnishing, setting‐up, maintaining and eventual dismantling services all 
within the stipulated period.  Relevant  construction, storage, transportation,  installation, 
maintenance, dismantling and disposal shall  be  in  accordance  with  the  rules  and  regulations  
of  the  Venue,  and  any amendments/additions/corrections made thereto;  

All the logistical, infrastructural setup and necessary relevant services during the duration of 
the event shall include  maintenance,  upkeep  and  cleaning.  Maintenance, upkeep and cleaning 
is to be carried out by the Coordinator, prior to start and following the completion, of the event;  

Apply and make the necessary arrangements directly with the venue for the provision of any 
utilities (example: sound and electricity).   

Event Management: 

Event management on the days including the pre‐event half day set‐up and end of event 
dismantling of any equipment as mentioned above.  

On‐site support on both days including a complement of 1 multi‐disciplined personnel in the 
Event Management field to be on site to deal with any eventuality during pre‐event set‐up as 
well as throughout the 1‐day activity.   The same person would also be the liaison person with 
EUPA in the weeks and days leading up to the event.  

Additional Management Services: 

The bidder is encouraged to include additional material/items he/she deems necessary. 
However this shall not exceed the maximum allocated budget established for this specific 
service.  

The Coordinator shall:  

i. Complete the tasks within the time schedule and within budget;  

ii. Assign experienced and qualified personnel who have the ability to carry out the services 
requested by EUPA as stated in this agreement, in a professional and proficient manner to 
establish a contractual relationship based on trust, mutual understanding and which is 
beneficial to both parties;  

iii. Ensure that the standard of services rendered under this contract shall, at all times, remain 
during the entirety of the contract period to the satisfaction of the Agency;  

iv. Be flexible in the provision of its services;  



v. Escalate any issues which may potentially impact the service and the event;  

vi. Provide constant and consistent quality service;   

vii. Avoid conflict of interest in the responsibilities assigned;   

viii. Act professionally in all its dealings;  

ix. Adhere to the commitment and undertakings referred throughout this  TOR; 

x. Handle and solve possible problems or controversial situations that may arise in the course of 
implementation;  

xi. Consult, co‐operate fully, and provide sufficient support to EUPA and other third parties;   

xii. Ensure full confidentially and exercise discretion at all times, particularly with members of 
the public or the press;  

xiv. Adhere to the Agency’s standards, methodologies, techniques and procedures and exercise  
a degree  of skill,  care  and  diligence  in  accordance  with  generally  accepted  practices  and 
principles;  

xv. Obtain and maintain all approvals, permissions, permits and licenses required to  comply  
with national laws and regulations that may be applicable for the provision of the service.  

xvi. Ensure  that  all  personnel  employed  during  the  execution  of  the  contract  are  properly 
trained, experienced and motivated;  

xvii. Take full responsibility for the adequacy, stability and safety of all operations and methods 
of  construction/works under the  contract, which shall be supervised by the Organiser; 

xviii. Comply with:   

(i)  health and safety regulations and good practices;  

(ii)  environmental protection 

Be responsible for any operation of, any loss and/or  consequence, due to the forces of nature 
against which an experienced service provider could reasonably have been expected to take 
effective and timely precautions;  

Given the deadlines of the project deliverables, no delays in performance shall be accepted 
and/or tolerated.  Any delays in delivery and setting‐up of the event, which prevents EUPA from 
operating smoothly, makes the Contractor liable for the full value of the contract and all  
damages suffered,  including  but  not  limited to,  any  damages suffered. 

The bidder must be a suitably qualified and experienced to assume all responsibilities in 
relation to the execution of the agreement, both with respect to works undertaken by the him as 
well as those undertaken by third parties during the whole project, in accordance with such 
rules and regulations, and any amendments/additions/corrections made thereto.   

The  bidder shall  ensure that,  all  the  necessary  labour,  tools, material,  supplies,  supervision  
and  transportation  are available to  perform  the  necessary  services, delivery, build up, 
dismantling and disposal in conjunction with the event.; 

Act  as  contact in  the  case  that  any  service/activity  is  provided  through subcontracting or 
other arrangements, and retain sole responsibility for the execution of the agreement;  



Direct any queries related to details and specific arrangements regard preparation of the event 
to the Venue Owner;  

Comply with administrative orders given by EUPA.    

 

Insurance:  

The Coordinator shall ensure that he has adequate insurance cover for the duration of the event.  

The  Coordinator shall  be  in  possession  of  a suitable  liability  insurance  policy  that  covers  
both personnel and any other third party  liability, which may be  incurred  in the process of 
providing services as required by this agreement (supplied by successful service provider);  

The Coordinator shall adequately insure for the whole duration of the event, with the number of 
occurrences unlimited:  

- against risk of damage to the booths, or any part thereof, or materials or Equipment for 
incorporation therein, for which the Coordinator is responsible for the care thereof, 
through this contract, with the number of occurrences unlimited against each party’s 
liability for any loss, damage, death or bodily harm, that may be caused to third parties, 
or to any person that is authorized to be on site at any given time, or any damages to 
property belonging to third parties, including loss of profits that may be sustained by 
third parties. 

 

Procedure: 

Bidders must demonstrate that they have experience in the organisation of similar activities. A 
lump sum of €6,000 including VAT will be provided for the provision of this service. The fee 
incorporates any additional provisions and costs that are deemed necessary so as to ensure a 
smooth progression.  

 

Submission of interest: 

Quotations should be sent to the attention of the Procurement Division on email address: 
procurement.eupa@gov.mt  but not later than noon of Wednesday 7th May 2014.  

In submitting their interest, bidders are deemed to have taken account of all that is required for 
the submission, including its correctness and completeness and that they have included all 
charges in their rates and prices. 

An acknowledgment or receipt of quotations will be sent to bidders within two working days by 
email. Clarification queries, duly posted in writing by electronic mail will be received up to 2 
days before the deadline of receipt of the proposals as per date stipulated above. 

 

Evaluation of Quotations: 

The entire evaluation procedure is confidential. The Evaluation Committee’s decisions are 
collective and its deliberations are held in closed session. The members of the Evaluation 
Committee are bound to secrecy. 
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The Evaluation Committee will verify that the bids are in compliance with the requirements and 
will then rank the bids based on lowest cost.  

Bidders have to include all requirements specified in respective section (Requirements). Non 
compliance to requirements will automatically result in ineligibility of bid.  

In the interest of transparency and equal treatment and without being able to modify the 
submitted quotation, the bidder may be required, at the sole written request of the Agency to 
provide clarifications. 

EUPA reserves the right to conduct an interview with the bidder to assess the bidder’s 
experience and approach to the delivery of the requirements. 

If the quotation submitted by the first ranked bidder complies with the requirements, the 
bidder will be recommended to be awarded the contract. 

 

Award: 

This bid shall be awarded on the basis of the lowest price offered compliant with all the 
requirements. Notification of award will be disseminated by e-mail. 


