	ANNEX IV 

FINANCIAL OFFER:

	Events Organisation services:    F-COD-13-T16
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Part 1: Fixed Service Fees
	
	
	EVENT PARTICIPANTS

	Category of service, 
	Service fee 
UNIT
	Less than 15
	Between 15 & 60
	More than 60

	
	
	Service Fee

	Venue - selection and reservation
	per event
	€
	€
	€

	Technical equipment - selection and provision including support (if not provided by venue)
	per venue
	€
	€
	€

	Catering services  - selection and organisation
	per venue
	€
	€
	€

	Restaurant - selection and reservation 
	per event
	€
	€
	€

	Accommodation
	per booking/
per participant
	€
	€
	€

	Transport/transfer services - selection and provision
	per booking 
	€
	€
	€

	Name badges - preparation
	per event
	€
	€
	€

	Name stands - preparation
	per event
	€
	€
	€

	Provision of online registration system (all inclusive, forms etc.)
	per participant
	€
	€
	€

	Provision of online evaluation tool 
	per event
	€
	€
	€

	Selection and provision of logistic services (if not provided by venue)
	per event
	€
	€
	€

	Selection and provision of translation and/or interpreting and/or transcription services 
	per booking
	€
	€
	€

	Providing security guards
	per guard/per hour
	€
	€
	€

	Providing secretarial liaison
	per secretary/
per hour
	€
	€
	€

	 Participants travel arrangements -  organisation and administration (from place of employment to/from the venue city)
	per booking/
per participant
	€
	€
	€

	 Social/cultural programme - organisation and administration
	per event
	€
	€
	€

	
	DO NOT COMPLETE BELOW THIS LINE - FOR ENISA USE ONLY

	
	Totals
	PS1
	PS2 
	PS3 

	
	
	
	Grand total
	 PST


** It is preferred that you electronically complete this form
ANNEX IV - FINANCIAL OFFER form:  (continued - page 2 of 4)

Part 2: 
Scenario 1: 
One day workshop for 35 participants in London 

	
	N.B:
You must provide input for each blank box
	QUANTITY required (in units)
	Cost per Unit
	Total Cost

	
	
	
	ALL PRICES IN €

	1
	MEETING ROOM:
	 
	 
	 

	 
	Plenary Room  (main meeting room)  for 1 day
	 
	
	

	
	Breakout Rooms (small meeting rooms)  x 3 for 1 day
	 
	
	

	
	Your fees
	
	
	

	
	Subtotal: Meeting rooms rental 
	
	
	

	
	VAT at ____%
	
	
	

	
	Subtotal including VAT
	
	
	

	2
	VENUE EQUIPMENT & SUPPORT
	
	
	

	 
	Technical equipment and support
	
	
	

	
	Conference material
	
	
	

	
	Interpretation Services (for one full day)
	
	
	

	
	Your fees
	
	
	

	
	Subtotal: Equipment & support 
	
	
	

	
	VAT at ____%
	
	
	

	
	Subtotal including VAT
	
	
	

	3
	CATERING:
	
	
	

	 
	Coffee/Tea breaks: x 3
	 
	
	

	
	Water/soft drinks (still and sparkling) for duration of event 
	
	
	

	
	Seated Lunch: 3 course plus tea and coffee
	
	
	

	
	Your fees
	
	
	

	
	Subtotal: Catering
	
	
	

	
	VAT at ____%
	
	
	

	
	Subtotal including VAT
	
	
	

	4
	ACCOMODATION:
	 
	 
	 

	 
	Hotel room: single, 4 star, for 7 people for 1 night (without breakfast)
	
	
	

	
	Your fees
	
	
	

	
	Subtotal: Accommodation
	
	
	

	
	VAT at ____%
	
	
	

	
	Subtotal including VAT
	
	
	

	5
	TRANSPORTATION:
	
	
	

	 
	Between airport & hotel – both ways (for distinguished participants
	
	
	

	
	Between hotel & venue – both ways (for distinguished participants)
	
	
	

	
	Your fees
	
	
	

	
	Subtotal: Transport 
	
	
	

	
	VAT at ____%
	
	
	

	
	Subtotal including VAT
	
	
	

	 
	DO NOT COMPLETE BELOW THIS LINE - FOR ENISA USE ONLY

	
	GRAND TOTAL
	€                             


** It is preferred that you electronically complete this form
ANNEX IV - FINANCIAL OFFER form:  (continued - page 3 of 4)

Part 2:
Scenario 2: 
TWO DAY Workshop for 25 participants in 4 separate cities 

	
	 
	 
	Athens
	Berlin
	Brussels
	Warsaw

	
	
	QUANTITY required (in units)
	Cost per Unit
	Total Cost
	Cost per Unit
	Total Cost
	Cost per Unit
	Total Cost
	Cost per Unit
	Total Cost

	
	
	
	ALL PRICES IN EURO

	1
	MEETING ROOM:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Plenary Room (for 2 days) 
	 
	
	
	
	
	
	
	
	

	
	Breakout Rooms x 3 (2 days)
	 
	
	
	
	
	
	
	
	

	
	Your fees
	
	
	
	
	
	
	
	
	

	
	Subtotal: Room Rental 
	
	
	
	
	
	
	
	
	

	
	VAT at ____%
	
	
	
	
	
	
	
	
	

	
	Subtotal including VAT
	
	
	
	
	
	
	
	
	

	2
	VENUE EQUIPMENT & SUPPORT
	
	
	
	
	
	
	
	
	

	
	Technical equipment and support
	
	
	
	
	
	
	
	
	

	
	Interpretation 
(French,  for 2 full days)
	 
	
	
	
	
	
	
	
	

	
	Your fees
	
	
	
	
	
	
	
	
	

	
	Subtotal: Equipment & support 
	
	
	
	
	
	
	
	
	

	
	VAT at ____%
	
	
	
	
	
	
	
	
	

	
	Subtotal including VAT
	
	
	
	
	
	
	
	
	

	3
	CATERING:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Coffee/Tea breaks: x 6 over 2 days
	 
	
	
	
	
	
	
	
	

	
	Water/soft drinks (still and sparkling) for duration of event 
	
	
	
	
	
	
	
	
	

	
	Seated Lunch: 3 course plus tea and coffee  (for 2 days)
	
	
	
	
	
	
	
	
	

	
	Your fees
	
	
	
	
	
	
	
	
	

	
	Subtotal: Catering
	
	
	
	
	
	
	
	
	

	
	VAT at ____%
	
	
	
	
	
	
	
	
	

	
	Subtotal including VAT
	
	
	
	
	
	
	
	
	

	4
	ACCOMODATION:
	
	
	
	
	
	
	
	
	

	
	Hotel room: single, 4 star, for 10 people for 2 nights            (without breakfast)
	 
	
	
	
	
	
	
	
	

	
	Your fees
	
	
	
	
	
	
	
	
	

	
	Subtotal: Accommodation
	
	
	
	
	
	
	
	
	

	
	VAT at ____%
	
	
	
	
	
	
	
	
	

	
	Subtotal including VAT
	
	
	
	
	
	
	
	
	

	5
	TRANSPORTATION:
	
	
	
	
	
	
	
	
	

	 
	between airport & hotel – both ways (distinguished participants)
	
	
	
	
	
	
	
	
	

	
	between hotel & venue   both ways (distinguished participants)
	
	
	
	
	
	
	
	
	

	
	Your fees
	
	
	
	
	
	
	
	
	

	
	Subtotal: Transport 
	
	
	
	
	
	
	
	
	

	
	VAT at ____%
	
	
	
	
	
	
	
	
	

	
	Subtotal including VAT
	
	
	
	
	
	
	
	
	

	 
	DO NOT COMPLETE BELOW THIS LINE - FOR ENISA USE ONLY

	
	GRAND TOTAL
	€                               
	€                            
	€                              
	€                                 


** It is preferred that you electronically complete this form
Financial Offer form continues on next page......

ANNEX IV - FINANCIAL OFFER form:  (continued - page 4 of 4)
Part 3: Hotel accommodation
Please provide REAL market pricing (including discounts) for the specific dates mentioned. 

	
	Accommodation single room rate WITHOUT breakfast

	CITY
	Name of hotel
	Tuesday            12th Nov 2013
	Wednesday                  13th Nov 2013
	  Other local taxes       (if any)
	TOTAL including all taxes    (in Euro)

	
	
	
	
	
	

	
	
	Your price 
(inc VAT)
	Your price 
(inc VAT)
	
	

	Amsterdam
	Park Plaza Vondelpark
	€
	€
	€
	€

	Athens
	Divani Caravel
	€
	€
	€
	€

	Berlin
	InterCityHotel Berlin Ostbahnhof
	€
	€
	€
	€

	Brussels
	NH Brussels City Centre
	€
	€
	€
	€

	Budapest
	Novotel Budapest Congress
	€
	€
	€
	€

	Dublin
	Jurys Inn Custom House
	€
	€
	€
	€

	Helsinki
	Sokos Hotel Albert, Helsinki
	€
	€
	€
	€

	Lisbon
	Tivoli Oriente
	€
	€
	€
	€

	London
	Mercure London Kensington
	€
	€
	€
	€

	Luxembourg
	Park Inn by Radisson Luxembourg City
	€
	€
	€
	€

	Madrid
	Holiday Inn Madrid
	€
	€
	€
	€

	Prague
	Grand Hotel Bohemia
	€
	€
	€
	€

	Rome
	Sheraton Golf Parco de' Medici Hotel
	€
	€
	€
	€

	Stockholm
	Park Inn by Radisson Stockholm, Hamma
	€
	€
	€
	€

	Vienna 
	Suite Novotel Wien Messe
	€
	€
	€
	€

	Vilnius
	Crowne Plaza Hotel Vilnius
	€
	€
	€
	€

	DO NOT COMPLETE BELOW THIS LINE - FOR ENISA USE ONLY

	 
	TOTALS
	 
	 
	 
	               PHT


** It is preferred that you electronically complete this form
 
I the tenderer declare that all four pages comprising this Financial Offer form have been completed without leaving any box blank.





Print name:					Signature:				Date:


(of the Tenderer or authorised representative)
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