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Annex No. 3 to Request for Proposal No. 8/U/Adm/2025 

Detailed Description of the Subject of the Contract 

Subject of the Contract: 

Organizational support during the visit of a 6-person delegation from the Institute of Fluid-Flow 

Machinery of the Polish Academy of Sciences (IMP PAN) and partners from Japan to Oita 

University in Japan to participate in the Open Days with IMP PAN. This service is financed 

thanks to the support from the Polish National Agency for Academic Exchange under the 

DIRECT TO EXPO 2025 programme. 

The program includes a workshop dedicated to scientific cooperation between these 

institutions, organizational support for a visit to the geothermal power plant in Kokonoe, and 

organizational support for travel to the Polish pavilion at the World Expo 2025 in Osaka. 

The organizational support will include the rental of a hall for 40 people in Oita, catering during 

the workshops and meals on selected days, transportation for participants, and accommodation 

(as detailed in the breakdown below). The number of participants in each stage of the visit 

varies and is specified in the sections below. 

Service Locations: 

Designated locations in Japan. 

Contract Execution Period: 

April 14-26, 2025. 

Service Breakdown: 

1. Rental of a hall for 40 people in Oita on April 16-17, 2025 (2 days) for the Open Days 

(workshop). 

2. Provision of 3 coffee breaks, 2 lunches, and 1 gala dinner during the Open Days on 

April 16-17, 2025 (for 32 participants). 

3. Provision of lunches on April 15 (for a group of 17 people) and April 18 (for a group of 

27 people). 
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4. Organization of transportation for a group of 26 people from Oita to the geothermal 

power plant in Kokonoe on April 17, 2025. 

5. Organization of a dinner for a group of 26 people on April 17, 2025. 

6. Provision of 3 nights’ accommodation in Oita from April 14-17, 2025 for the delegation 

from Poland and 2 workshop participants from Japan. 

7. Provision of 2 night’s accommodation in Oita for 10 workshop participants from Japan 

from April 15-17. 

8. Provision of 1 night’s accommodation on April 17/18, 2025 for the delegation from 

Poland and 13-person delegation from Japan. 

9. Provision of 1 night’s accommodation on April 18/19, 2025 for the delegation from 

Poland and 5-person delegation from Japan. 

10. Provision of 4 nights’ accommodation in Osaka from April 22-26, 2025 for the 

delegation from Poland and 5 Japanese guests invited to visit the Polish pavilion at Expo 

2025. 

11. Provision of 2 night’s accommodation in Osaka on April 22-24, 2025, for 5 Japanese 

guests invited to visit the Polish pavilion at Expo 2025. 

 

II. DETAILED CONDITIONS FOR SERVICE EXECUTION: 

Quality Requirements: 

 The Contractor is required to ensure a high quality of service delivery. 

 Accommodation must be in 3- or 4-star hotels, with separate rooms for each person, at 

a rate not exceeding 22,000 JPY per room per night. 

 All meals provided by the Contractor must be of high quality in terms of ingredients 

used and presentation. 

 

III. EVALUATION CRITERIA FOR OFFERS 

The Contracting Authority will evaluate offers based on the following criterion: 

Price - 100% 
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The number of points awarded under the “Price” criterion will be calculated using the formula: 

PC = CN/CB * 100 

where: 

 PC – number of points in the “Price” criterion 

 CN – the lowest total net price offered among all evaluated proposals 

 CB – the total net price of the assessed offer 

The most advantageous offer will be the one that obtains the highest number of points. The 

maximum possible score is 100 points. Calculations will be made to two decimal places. 

 

 

 

IV. PLACE AND DEADLINE FOR SUBMISSION AND OPENING OF 

OFFERS 

Offers must be submitted by April 9, 2025, by 10:00 a.m. 

Offers can be submitted: 

 Electronically to: przetargi@imp.gda.pl (in accordance with the requirements 

specified in Section V). 

 Physically (in paper form) either in person, via courier, or by postal operator to: 

Institute of Fluid-Flow Machinery of the Polish Academy of Sciences 

ul. Fiszera 14, 80-231 Gdańsk, Poland 

Inquiries from bidders regarding the request for proposals should be sent only via email 

to przetargi@imp.gda.pl no later than April 3, 2025, at 16:00 (4:00 PM). 

Any inquiries and clarifications will be published on the website www.imp.gda.pl and 

simultaneously sent to the bidders’ email addresses. 

Late submissions will not be considered. The Contracting Authority does not anticipate a 

public opening of offers. 

http://www.imp.gda.pl/
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V. OFFER PREPARATION INSTRUCTIONS 

 Each bidder may submit only one offer. Submitting more than one offer will result in 

rejection. 

 The offer must be prepared in Polish or English. 

 The Offer Form (Annex No. 1) must be signed by authorized representatives. 

 If the signatory is acting on the basis of a power of attorney, a copy of the power of 

attorney must be attached. 

The offer must include: 

1. Signed Annex No. 1 (Offer Form) 

2. Power of attorney for representation (if applicable). 

 

VI. COMMUNICATION BETWEEN THE CONTRACTING AUTHORITY 

AND BIDDERS 

 Communication will be in Polish or English. 

 Any notifications, declarations, or requests submitted electronically require prompt 

confirmation of receipt upon request. 

 No verbal or telephone inquiries will be accepted. 

 

VII. OFFER EVALUATION AND ANNOUNCEMENT OF RESULTS 

 The Contracting Authority may request additional clarifications, corrections of errors, 

or supplementary documents. 

 The results will be sent via email from patryk.wajer@imp.gda.pl and posted on 

www.imp.gda.pl. 

 The selected bidder will be informed about the contract signing date and location. 

 

VIII. CONTRACT MODIFICATION TERMS 

http://www.imp.gda.pl/
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The Contracting Authority reserves the right to modify the contract terms due to: 

 Changes in EU or national laws affecting contract execution. 

 Changes to the project schedule or additional work required for completion. 

 Force majeure events or other reasons beyond the Contractor’s control. 

 

IX. OTHER INFORMATION 

 The Contracting Authority may amend or supplement the RFP before the submission 

deadline. 

 No partial or variant offers are allowed. 

 If a bidder includes trade secrets, they must clearly mark which parts of the offer contain 

confidential information. 

 The Contracting Authority reserves the right to award additional contracts up to 50% 

of the main contract value if required for proper execution. 

 

X. DATA PROTECTION 

The Contracting Authority will process personal data in accordance with EU GDPR 

regulations (Article 6(1)(b)). 

 

XI. LIST OF ANNEXES 

1. Annex No. 1 - Offer Form 

2. Annex No. 2 - Contract Template 

3. Annex No. 3 - Detailed Description of the Subject of the Contract 

 


