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INTERNATIONAL INSTITUTE FOR DEMOCRACY AND ELECTORAL ASSISTANCE

LETTER OF INVITATION
Project Name:	Global Democracy Coalition – Ford Foundation Grant
Assignment Name:	Global Democracy Coalition Forum 2024

Section 1.	General Information
1.1	The International Institute for Democracy and Electoral Assistance (International IDEA) is an intergovernmental organization established in 1995, with member states across all continents, which aims to support sustainable democracy world-wide and assist in the development of institutions and the culture of democracy. At the interface between research, fieldwork and the donor community, IDEA provides a forum for dialogue, builds networks of experts, develops training materials and provides strategic advice at the international, regional and national level, cooperating with a range of organizations.
1.2	International IDEA now seeks to employ an organization for the assignment entitled: Global Democracy Coalition Forum 2024. The services include hosting one of the regional legs of the Global Democracy Coalition Forum 2024. A detailed description of the assignment is provided in the Terms of Reference attached to this Letter of Invitation. Interested qualified organizations are invited to submit Proposal to participate in the selection.
1.3	Tentative timeframe: January – March 2024. It is anticipated that the services will commence on 23 January 2024 and they will have to be completed before 22 March 2024.
1.4	Estimated budget: 19,500 USD
1.5	Language: The official language for the contract, reports and any other documents in relation to the assignment is English.

Section 2.	Preparation of CVs/Proposal
2.1	Language:	The CV/Proposal must be written in English.
2.2	Required experience:	
· Proven experience in organizing high-profile events, related to democracy, governance, or international relations.
· Strong understanding of the intricacies of virtual and in-person event logistics.
· Demonstrated ability to manage diverse and dynamic event programs.
· In-depth understanding of the democratic, political, social, and cultural landscape within the specific region they are responsible for.
· Knowledge of regional democratic challenges, achievements, and opportunities.
· Proven ability to engage and collaborate with key stakeholders, including government officials, experts, and civil society representatives.
· Strong networking skills within the region.
· Familiarity with virtual event platforms (e.g., Zoom, WebEx) and ability to coordinate technical aspects.
· Understanding of audio-visual requirements for virtual and in-person events.
· Capability to navigate unexpected challenges and adapt plans accordingly.
· Ability to represent the Global Democracy Coalition professionally.
· Proven ability to work collaboratively with the GDC coordinators and other regional organizers.
· Understanding of the broader goals of the Global Democracy Coalition and alignment with its mission and vision.
2.3	Information required: 	The CV/Proposal must provide the following information 
	- Qualifications according to ToR
	- Letter of interest
	- Company background details
	- Evidence of experience on other similar assignments
	- The full contact details (name, title, email address, telephone number) of three references
2.4     Financial Proposal: Send the suggested budget 

Section 3.	Submission of CVs/Proposal
3.1	The CVs/Proposals must be submitted in electronic format by e-mail. 
3.2	The e-mail address for submission is e.ballestebuxo@idea.int and a.koviazina@idea.int 
3.3 The deadline date for submission is 8 January 2024, 23:59 CET. 

Section 4.	Evaluation of CVs/Proposals
4.1	The CVs/Proposals will be evaluated and scored against the following criteria with respective corresponding points. 
· Experience and Expertise  - 15 points
· Understanding of GDC Objectives  - 15 points
· Networking and Collaboration - 15 points
· Concept Note and Agenda - 10 points
· Speaker and Participant Selection - 10 points
· Logistical and Technical Capabilities - 10 points
· Promotion and Audience Engagement - 10 points
· Operational Environment/Risk Management - 5 points
· Budget Considerations - 5 points
· Post-Event Deliverables - 5 points	
The maximum final score is 100 points.
4.2	The consultant/company ranked highest will be invited to negotiate the contract. If negotiations are successful the contract will be awarded. If unsuccessful negotiations will proceed with next ranked consultant/company.

Section 5.	Final Considerations
5.1	International IDEA will not be bound to select any of the organisations.
5.2	The following documents are enclosed with this Letter of Invitation:
Terms of Reference
Concept Note
Criteria
5.3	Should you need any further clarifications with respect to this invitation, please contact:
E-mail: e.ballestebuxo@idea.int
5.4	We would appreciate your informing us by e-mail (contact details above) upon your receipt of this Letter of Invitation, whether or not you intend to make a submission.
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