
 
  

Terms of Reference for Provision of Virtual Meeting Services and Logistics 

 
Services: Virtual Meeting Services and Logistics 
Location   Tirana, Albania  
Type of Contract:  Service Contract 
Contract Duration:  15 December 2020 – 15 February 2021 

 

I. Background 

The Water Supply and Sewerage Association of Albania (SHUKALB), which was established in 2000, is a 
professional, not-for-profit Association of water supply and sewerage professionals, who wish to improve the 
management of the Water Supply and Sewerage Sector in Albania, making it efficient, sustainable and effective 
in accordance with the current laws and regulations in Albania. 

SHUKALB has received financing for a Project Grant titled “ORF MMS – Providing Support to Municipalities and 
Public Utilities Managing the Covid-19 Crisis in Albania” commissioned from the German Federal Ministry of 
Economic Cooperation and Development (BMZ), and administratively embedded in the GIZ Project “Open 
Regional Fund for Southeast Europe - Modernization of Municipal Services (ORF MMS)”. The Project is being 
developed using the existing Danube Learning Partnership (D-Leap) Water Safety Plan and Crisis Management 
(WSP&CM) Program, which has been adjusted for coping with the influence of the COVID19 pandemic.  The 
Project is supported and coo financed by the International Association of Water Utilities in the Danube River 
Catchment Area (IAWD).  

The overall objective of the Project is to strengthen the capacities of SHUKALB to be able to strengthen the 
resilience of municipalities through their public utilities, aimed at increasing effectiveness and efficiency of 
Public Utility Companies (PUCs) for better provision of Water Supply and Sewerage (WSS) services.  

The Specific Objectives of the Project are: 
1) Establish a HUB for delivery of capacity development to public utilities related to water safety and crisis 

management topics; 
2) Develop a methodology as well as templates for Standard Operating Procedures (SOPs) for Water Safety 

Plan Risk Assessment and Crisis Management for PUCs. 

II. Aim of Requested Services 

SHUKALB intends to engage a company that offers services and logistics for the organisation of virtual meetings 
of the Project.  More specifically, the Company will be engaged in the organising of two Project events: 

• Training of Trainer’s event, to be held on 16, 17, 18, and 21 December, 2020; 

• Two day workshop, planned to be held in the beginning of January, 2021 

  



III. Responsibilities and Tasks of the Company 

More specifically, the Company to be engaged under these Terms of Reference will be responsible for 
providing the following services during the organising of the virtual meetings: 

• Manage the virtual connection with the Lead Trainer and the other participants, through the Zoom 
Platform; 

• Provide live streaming of the training (happening physically in the meeting room), to eh Lead Trainer 
and the other participants following the training; 

• Record the virtual training using audio-visual equipment, to include but not limited to: display screen, 
TV Monitor, microphone system, one camera overlooking the whole room, one portable camera 
together with an operator, lighting (as needed) laptop for the zoom connection, etc.) 

• Conduct a pre-test session with UNICEF to assess whether the platform meets the conference needs; 

• Conduct a site visit before the day of the event to the meeting room to assess logistics and make 
arrangements prior to the event;  

• Record the event;  

• Share all final recordings with SHUKALB 

IV. Key Competences, Technical Background, and Experience Required 

• Experience in live streaming conferences and events; 

• High quality of video and production; 

• Experience holding events for SHUKALB is considered as a strong advantage. 

V. Application 

The eligible companies must submit their applications by 14/12/2020. The following list of items should be 
included in the application: 

 General Information indicating experience in similar conditions, such as: 

o Company’s general experience and expertise, and availability of appropriate skills among staff; 

o Company’s legal document showing registration in accordance with the Albanian legislation; 

o Financial offer shall contain the total budget for executing of the task. All amounts should be 
stated in EUR (gross amount). 

The application must be submitted in the English language by e-mail, at program@shukalb.al . 

VI. Evaluation Criteria and Scoring 

The applications will be evaluated based on the following criteria: 
 70% Company’s Experience; 
 30% Financial Offer. 
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VII. Modification of Terms 
SHUKALB reserves the right to modify the ToR at any time at its sole discretion. 

VIII. Acceptance and Rejection of Proposals 
SHUKALB may not necessarily accept the lowest priced proposal or any proposal. At its sole discretion, 
SHUKALB reserves the right to reject any or all proposals received and to accept any proposal which it 
considers advantageous, whether or not it is the lowest priced proposal. SHUKALB is not under any obligation 
to award a contract, and reserves the right to terminate the request for proposal process at any time, and to 
withdraw from discussions with all or any of the trainers who have responded. SHUKALB reserve/s the right to 
accept the proposed offer in total or in part, to reject any or all offers, to waive any minor informalities, 
irregularities, or technicalities, and to accept the offer deemed most favourable to the Project. 


