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FOREWORD   
  
This Tender participation file, containing the annexes, constitutes the central document to fill under 

the tender procedure as defined in the Procurement procedures guidelines of PU-AMI.  

Following are specific details of the procedure to follow, principles to be respected, information and 

documents to provide.  

For any further information, please follow the procedure described in the paragraph 2.5  

  

1. PRESENTATION OF PU-AMI   
  
The aim of Première Urgence – Aide Medicale Internationale (PU-AMI) is to provide a comprehensive 

response to all the basic needs of populations affected by humanitarian crisis, from emergency until 

recovery of autonomy. PU-AMI's strategy is based on an integrated approach when defining projects 

with various medical and non-medical expertise. PU-AMI’s action is developed in partnership with the 

local communities, the authorities and the civil society.  
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To get more information on PU-AMI missions worldwide missions, visit our website at:   

https://www.premiere-urgence.org  

  

2. PROCEDURE TO BE FOLLOWED  
  
By submitting his offer, the consultant accepts, without restriction, all the general and specific 

conditions that govern the award of this contract, as the sole basis of this tender procedure, whatever 

his own conditions of sale which he hereby waives.  

  

The Consultant acknowledges that he has reviewed carefully all the instructions, contractual provisions 

and specifications contained in this tender participation file and he complies with them.   

  

The Consultants are demanded to respect all the procedures described below. The offers that do not 

respect the required terms and forms will be automatically rejected.  

2.1. Participation  

  
The participation in this consultancy is open to all the natural or legal persons who respect the 

ethical criteria described in the Special Conditions below.  

2.2.  Calendar  
  

Step  Date  Time  

Call for applications (publication of consultancy 

announcement)  
July 14th,2020  3:00 pm  

Start collecting documents of participation  July 14th, 2020    3:00 pm  

Deadline for submitting offers  July 23rd,2020  3:00 pm  

Estimated contract award (except if unsuccessful procedure)     July 31st,2020    

  

2.3.  Language and currency  
  

The offers, the correspondence and the documents related to the offers exchanged between the 

Tenderer and PU-AMI, the contracting authority, must be written in the language of the 

procedure, in English.  

The accompanying documents provided by the Tenderer may be written in another language but 

must then be accompanied by the accurate translation into the language of the procedure.   

The offers must be denominated in US Dollars only. The VAT and other taxes will be specified 

if necessary, depending on the country, the current legislation and the rules of the donor 

concerned.  

  

2.4. Submission of bids  

  

The duly completed offers must be received before July 23rd 2020, 3:00 pm at the following 

address:  

  



 

LIB/C00/20/SM/023  

  

Premiere Urgence – Aide Medicale Internationale  

Nehmeh building, El Shouhada Street,   

Ain El Remmaneh, Chiyah, Beirut  

  

  

Each consultancy participation file, including all the annexes and accompanying documents 

must be submitted in a sealed envelope, mentioning only the following t reference:  

                                                               LIB/COO/20/SM/023  

Any offer bearing other mentions on the envelope may be rejected.  Any 

offer received after the deadline will be rejected.  

  

2.5.  Request for additional information  
  

The Consultants may send their questions in writing no later than 3 days before the deadline of 

submission of the offers, specifying the reference of the consultancy advertisement at the above 

address or by email to: lib.log@pu-ami.org  

  

If PU-AMI, on its own initiative or in response to the request of a consultant, provides additional 

information about the procedure, it will also communicate this information in writing and 

simultaneously to all other potential Tenderers.   

  

Any other attempt to communicate with PU-AMI staff may lead to the elimination of concerned 

Tenderers.    

  

2.6. Evaluation of offers  

  

Following the opening session, the offers considered receivable by the Selection Committee will 

be evaluated based on the following criteria:  

- Administrative criteria: compliance and quality of the documents provided   

- Financial criteria: consistency with current market prices, estimated total cost as per PUAMI 

needs  

- Technical criteria: Consultant methodology, detailed plan, training tools, agenda of the 

training (precise duration in hours of each session, availability.  

The evaluation of offers will be carried out internally to PU-AMI by a Selection committee 

composed of representatives of PU-AMI, and possibly representatives of the donor and other 

external stakeholders.  

  

If after the offer’s evaluation session, no offer is accepted, due to technical, administrative, 

financial or operational reasons, the Selection committee can revise its needs and contact all 

the consultants asking them for a revised offer under specific conditions. The Selection 

committee as a part of a complementary evaluation session will evaluate these revised offers.  

  

This additional evaluation will be in accordance with the principles of transparency and free 

competition in force within PU-AMI guidelines.  
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2.7. Awarding the contract  

  

The contract will be awarded only subject to obtaining funds from the donor for the above 

mentioned project. If not, PU-AMI will not be responsible for reimbursement to Tenderers for 

costs of participation in this tender.   

  

At the end of the offer’s evaluation session, the contract will be awarded to consultant in a 

conditionally way and he will be proposed a contract by PU-AMI. Only after his acceptance of 

this contract and its clauses, the contract will be awarded in a definitive way.  

  

In case the selected consultant does not accept the proposed contract, it will then be proposed 

to the second or even to the third consultant in order of ranking.   

  

  

2.8. Failure of the procedure and cancellation  
  

  

Finally, if after the offer’s evaluation session, no offer is retained and if the Selection committee 

does not consider additional evaluation, the consultant will be declared unsuccessful. The 

failure of the procedure will be formalized through the Evaluation report. All the Tenderers will 

be contacted by PU-AMI to be informed.  

  

A negotiated procedure with four quotations may be then considered.   

  

In the exceptional circumstances listed below, the Selection committee may cancel the 

procedure:  

  

 In case of force majeure (war, conflict, natural disaster, degradation of security context, 

etc.) making impossible the normal execution of the project;  

 The donor suspends its funding for the execution of the project;  

 Irregularities in the procedure have been confirmed, in particular to prevent fair 

competition.  

  

3. GENERAL CONDITIONS OF THE CONTRACT  

  
The Supplier(s) must comply with all the conditions mentioned below. These conditions are an 

integral part of the contract which will be signed with the selected supplier(s).  

3.1. Contract conditions  

  

Invariability of the prices:  

Unit prices indicated in the financial offer are fixed and invariable if the specifications do not 

change.  

Quantities:  

PU-AMI does not commit to ordering a minimum or maximum quantity of collective sessions on 

stress management.   
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The number of sessions mentioned below are based on the current needs of PU-AMI, as an 

indication to consultants, and may increase or decrease at any time during the contract.  

The total number of stress management and psychological support collective sessions are 

around 12 sessions  

- Follow up one-on-one individual training session(s): to provide PU-AMI employees, upon 

necessity, the possibility of having a follow up one-on-one training session(s) (up to two 

maximum) after the collective sessions. Estimated sessions are 10  

- Defusing session(s): to provide PU-AMI employees with a defusing session in the event of 

a serious incident on the field as requested from the Provider as an on-call support. Estimated 

sessions are two  

  

  

3.2. Delivery  

          All the sessions requested must be conducted by August 30th 2020  

  

3.3. Invoicing and payment  

  
Invoices will be issued by the supplier at the end of the month.  

  

Payments will be made exclusively by cheque or internal bank transfer, in USD, within 1months 

following the provision of a valid and accepted invoice.  

  

3.4. Specifications  
  

CONTENT OF THE MISSION  

  

1. Stress Management collective sessions:  

  

General objective: to provide PU-AMI employees with general knowledge and practical tips 
about stress management, the risk of vicarious trauma and burnout for aid workers. Sessions 
are expected to be provided in Arabic, and possibly English.  
  

Specific objectives: Employees are exposed to:  

  

- Know what stress is and how it affects them and their surrounding;  

- know more about the effects of vicarious exposure on their level of stress; - become familiar 
with the different types of stress and how to assess their own level of stress;  

- learn how to manage stress, negative emotions, anxiety and worry;  

- be aware of different coping-mechanisms to avoid the negative health and psychological 

implications;  

- learn how to release cumulative stress in order to avoid burnout symptoms.  

  

A number of collective sessions are expected to be held at each of PU-AMI’s offices in Lebanon 

(Beirut, Saida, Tripoli and Akkar) to include all staff.  

  

  

2. Final Report:  
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Once all collective sessions are delivered, it is expected from the consultant to deliver a 
written report on analyzing current circumstances and suggest potential strategy for the 
mission to consider regarding better means for staff care.  
  

  

3. Private consultations:  

  

General objective: to provide PU-AMI employees, upon necessity, the possibility of having a 
follow up one-on-one training session(s) (up to two maximum) after the collective sessions.  
   

Specific objective: Employees facing high level of stress affecting their well-being, motivation 
or mental health will be encouraged to be supported through private consultations.  
Private consultations upon request are to be held at the Provider’s consulting office or through 

virtual meeting if applicable.  

  

4. Defusing session(s):  

  

General objective: to provide PU-AMI employees with a defusing session in the event of a 

serious incident on the field.  

Specific objective: Employees victims of an incident are able to defuse in order to reduce the 

impact of such event on their mental health and motivation.  

The defusing session as requested from the Provider as an on-call support.   

  

  

  

4. ETHICAL CONDITIONS  

  

4.1. Corruption, fraud, collusion and coercion  
  

PU-AMI will reject any proposition or end any contract of purchase or rental or execution of 

service, if one or several of the practices mentioned below are recognized as being used by the 

contractor, supplier, service provider:  

  

 Corrupt practice is defined as the offering, giving, receiving or soliciting, directly or indirectly, 

anything of value in order to influence improperly the activities of the Contracting authority;  

 Fraudulent practice is any act or omission, especially a misrepresentation that knowingly or 

recklessly misleads, or attempts to mislead, the Contracting authority to obtain a financial or 

other benefit or to avoid an obligation;  

 Collusive practice is an undisclosed agreement between two or more tenderers or candidates 

designed to artificially alter the results of the tender procedure to obtain a financial or other 

benefit;  

 Coercive practice is impairing or harming, or threatening to impair or harm, directly or 

indirectly, any participant in the tender procedure to influence its activities.  

  

  

4.2.  Protection of children and social rights  
  

PU-AMI, as specified in its charter and rules of procedure, fully complies with The International 

Convention on the Rights of the Child. It wishes to draw the attention of potential suppliers on 

Article N° 32 of this Convention, which states that children should not be subjected to work that 
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could affect their right to education or have harmful effects on their health, their growth or their 

human development.  

  

It is clearly specified to suppliers that it is not allowed to put children under age of 18 years old to 

work for the execution of any of their activities.   

  

4.3.  Legality and transparency  

  

Each tenderer must follow and apply laws and regulations in force in the country where the 

products will be delivered and/or the services are executed, and ensure that its staff members, 

the persons they supervise and the staff members of its potential subcontractor follow and apply 

them as well. The Tenderer will not consider PU-AMI as responsible for any breach of the above 

mentioned laws and regulations by its staff member, the persons they supervise or the staff 

members of its potential subcontractor.  

  

In case of selection, the Tenderer will allow PU-AMI or any other organization or person/body 

mandated by PU-AMI to get access to its premises and documents. Furthermore, the Tenderer 

will provide PU-AMI, upon request, with all documents related to the participation to the tender, 

the execution of the contract and its general activities.  

  

4.4. Criteria of ineligibility and exclusion  
  

The Consultant will be excluded in the following cases:  

  

 They are under bankrupt or are the subject of bankruptcy or liquidation proceedings, judicial 

settlement or bankrupt's certificate, cessation of activity or are in any situation arising from a 

similar procedure provided for in national legislations or regulations;   

 They are the subject of conviction by a judgment having the force of res judicata for any 

offence concerning their professional ethics;   

 They committed a grave professional misconduct proven by any means which the  

Contracting authority can justify;   

 They have not fulfilled obligations relating to the payment of social security contributions or 

their obligations relating to the payment of taxes in accordance with the legal provisions of 

the country where they are established or those of the country of the contracting authority or 

those of the country where the contract will be executed;   

 They were the subject of a judgment which has the force of res judicata for fraud, corruption, 

participation in a criminal organization or any other illegal activity detrimental to the 

Communities' financial interests;   

 Following the award procedure of another contract or the procedure for granting a subsidy 

financed from the Community budget, they have been declared in serious breach for failure 

to comply with their contractual obligations;   

 They are in a situation of conflict of interests during the procurement process;  

 They are proven guilty of misrepresentation in supplying the information required by the 

humanitarian organization for participation in the contract or has not supplied such 

information.   

  

The consultant must prove by any appropriate means that their situation is not one of the listed 

above.  
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5.  REQUIRED DOCUMENTATION  

  

5.1.  Submission Form  

  

The template “Annex A: Submission form” must be dully filled, signed and stamped by the 

company representative.  

5.2. Technical offer  

  

The Tenderer must duly fill “Annex C: Technical Offer” in the proposed template, with all required 

details. Information provided will be considered contractual.  

5.3. Financial Offer  

  

The template proposed in “Annex B: Model of financial offer” is given by way of an example. The 

Tenderer can use his own template, providing that it includes all the information specified in the 

Annex B: Model of financial offer.   

The validity of the offer must be specified in time (month and/or year) and must be of one year 

minimum.     

5.4. Financial Identification Form  
  

The Tenderer must dully fill “Annex D: Financial Identification Form”, which must be signed and 

stamped by its bank.  

5.5. Additional documents  
  

In order to complete the present tender participation file, each Tenderer is requested to provide 

the following documents. Some are compulsory, and their non-provision may lead to the offer 

being rejected, while others are complementary.   

  

Additional compulsory documents:  

  

- All pages of this consultancy Participation File, signed and stamped  

- Bank account certificate stamped by the bank   

- ID copy of the consultant  

 -    

  

Additional complementary documents:  

  

- Proof of previous experience (copies of contracts, letters of recommendation…)  

  

  

The consultant can, on his own initiative, provide documents that are not requested above if he 

considers it opportune.  
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Annex A: Submission Form  
  

Tender reference: LIB/COO/20/SM/023  

  

1. TENDERER DETAILS  

  

1.1 Consultant:  

  

Name of the consultant  
  

Nationality  
  

Address  

  

Phone Number  
  

Email  
  

  

 -  Attach CV, Diploma, credentials   

  

Note: If the representative is not the company owner as stated in registration documents, a proof that 

he is legally authorized to represent the company must be provided.  

  

2. Consultant DECLARATION  

In response to your letter of invitation to tender for the contract mentioned above, we, the undersigned 

hereby declare that:   

1. We have examined and we accept in full the content of the tender documentation referred to 

above. We accept unconditionally and fully its disposals.  

2. We offer to provide the services in accordance with the terms of the dossier, and the conditions 

and specified deadlines, without reservation or restriction and in accordance with the legislation 

of the country.  

3. We are submitting this offer in our name. We confirm that we are not tendering in another form 

for the same contract.  

4. We commit to abide by the ethics clauses described in the Special Conditions of this 

documentation of participation. In particular, that we are not in any of the situations excluding us 

from participating in the contract award and that we are not in a situation of conflict of interests 

with any other candidate or participant in the tender procedure.   

5. We will inform immediately the Contracting Authority of any change in the above circumstances. 

We also recognize and accept that any inaccurate and incomplete information may result in our 

exclusion  from this tender.  

6. We note that the Contracting Authority is not obliged to continue this invitation to tender and 

reserves the right to cancel the contract award, according to the conditions described in this 

documentation of participation. Any responsibility towards us will not incumbent on him by doing 

so.  
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Place:                                                  Name:  

Date:                                                    Signature and stamp:  
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Annex B: Model of Technical Offer  
  
Tender reference: LIB/COO/20/SM/023  

  

Name of Tenderer: [......................................……………...................................................................]  

- A training outline and a detailed summary of each session with the pedagogic support in English.   

  

- Technical offer including: methodology, detailed plan of the training, tools that will be used, the 

agenda of the training (including precise duration in hours of each session);  

Annex C: Model of Financial Offer  
  
  

- A detailed quotation template of the delivery of the expected service. Daily or hourly rate should be 

clearly mentioned for the above listed contents. Cost of the final report to be included  
  

Topic  Quantity  Unit  Unit cost  Total cost  

Stress  

management and 

psychological 

support collective 

sessions  

12  Session      

Final report  1  Report      

Follow up one-one 

individual training 

sessions  

10  session      

Defusing sessions  2  session      

          

          

          

  
  
  
  
All unit prices listed above are:  

- Valid for one year from the date of submission of the offer.  

- Exclusive of VAT (VAT can be invoiced and paid by PU-AMI if the Tenderer is VAT registered,  

but this financial offer must be stated in Net Prices). No taxes other than VAT can be claimed  

  

  

  

Place: [................................................................................................................................................] 

Date: [.................................................................................................................................................]  

  

  

on these net prices.   
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Representative's name: [....................................................................................................................]   

Signature and stamp:  
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Annex D: Financial identification  
  

Tender reference: LIB/COO/20/HI/002  

  

Name of Tenderer: [......................................……………...................................................................]   

  

Bank Account  

Account Holder Name         

(company name, owner’s name…)  

  

Name of the Bank  
  

Bank Address  
  

Account Number  
  

SWIFT Code  
  

IBAN Code  
  

Currency  
  

  

Date:  

  

Bank stamp and signature  Account Holder stamp and signature  

    

  

  

  

  

   


