
 

   

 

 

REQUEST FOR QUOTATION 

No. 8/2015 

Date of issuance: 09.02.2015 

 

The Foundation for Polish Science runs the SKILLS project, cofounded by the European 

Union within the European Social Fund (The Operational Programme Human Capital, 

Priority IV Tertiary education and science, 4.2. Development of R&D system staff 

qualifications and improving the awareness of the role of science in economic growth).  

SKILLS Project aims at strengthening the R&D staff potential within science administration, 

management of scientific team and research, interdisciplinary cooperation, pro innovative 

attitude and communicating science. 

All Providers with expertise in running training courses on topic described below are invited 

to submit a quotation according to the following criteria. 

 

1. Ordering Party:  

Foundation for Polish Science, I. Krasickiego str. 20/22, 02-611 Warsaw, Poland;  

tel. +48 22 845 95 01, e-mail: fnp@fnp.org.pl; www.fnp.org.pl. 

 

2. Specification of the service: 

 

Conducting 10 two-day training courses in scientific writing at beginner/ 

intermediate and advanced level. Final number of training groups for each level will 

depend on participants’ needs. In case of identifying specific needs of the applicants 

related to a specific field (e.g. humanities or social sciences) and with sufficient 

number of such candidates the Ordering Party may create such a group. 

 

Training courses to be held in Poland or abroad.  

 

Trainings shall be conducted in English due to the main aim of the training courses 

which is to improve the scientific profile of Polish researchers by increasing the 

frequency of publishing in prestigious English-language journals. 

 

The service includes: 

- (before each training course) participation in preparing assessment questionnaire and 

assessment rules for candidates for the training courses (in cooperation with the Ordering 

Party);  

- setting a tool to verify in what degree the direct learning objectives have been achieved 

after a training course (can be added as a part of evaluation form); 

- setting an evaluation form to assess the training course by the participants; (a draft of 

proposed evaluation form needs to be a part of the offer); 
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- leading the training courses according to the training programme and handouts supplied 

by the Provider; 

- providing course materials for each participant (plus one additional copy for the Ordering 

Party); the Provider is obliged to mark all course materials with the logo and notice of the 

EU’s contribution and with the Foundation’s logo – all of them to be provided by the 

Ordering Party;  

- (after each training course) evaluation of the course (written feedback prepared by the 

Provider for the Ordering Party) based on evaluation forms filled out by the participants as 

well as subjective assessment of the trainer and containing a report on achieved direct 

learning objectives  

- (in case of training courses outside Poland) providing a venue to conduct the courses. 

 

The Ordering party does not accept partial offers. 

The Ordering Party reserves the right to ask for minor changes to be introduced into the 

curricula of the trainings. As a rule such changes will be introduced in cooperation with the 

Provider in order to obtain better compatibility of agenda with the goals of the SKILLS 

project. 

 

Common Procurement Vocabulary (CPV): 80500000-9 

 

2.1. Date and place: 

 

Date: between  1 April 2015 and 30 November 2015,  

The tenderer marks all possible training courses dates in the attached calendar. The 

negotiations on training courses schedule will be based on these dates. The training courses 

schedule will be defined before signing the contract. 

 

It is preferred that the training courses are conducted always in sets of two, one after another 

in consecutive days (Monday till Saturday). All trainings within one set of two training 

courses will be run at the same place. 

 

Training courses may be held in Poland or outside Poland. The tenderer who offers to deliver 

the training outside Poland is obliged to provide a proper venue for the training and attach 

substantive explanation to justify proposed localization. 

 

In case of trainings that will be run in Poland the Ordering Party points out the location and 

provides the training venue (presumably in one or more of the following cities: Warsaw, 

Cracow, Poznan, Wroclaw, Gdansk). 

 

Offers concerning other dates than within the above-mentioned period, not containing the 

calendar or containing the calendar with insufficient number of proposed training dates will 

be rejected.  

 



 

   

 

 

2.2. Duration: 

In case of each two-day training - a minimum twelve-hour training programme (excluding 

lunch and coffee breaks; one training hour = 45 minutes) 

 

2.3. Participants:  

About 150 participants divided into 10 groups of about 14-16 participants: 

- researchers, academics affiliated with Polish institutions; 

- graduates of PhD studies; 

- PhD students. 

 

Participants might represent all fields of science incl. humanities and social sciences. 

 

All participants are expected to have fluent command of English. 

 

2.4. Training course topic: scientific writing. 

Direct aim of the course is to give the participants knowledge of the professional writing 

techniques and preparing manuscripts for publication in English-language journals. 

 

The course is dedicated to: 

Beginner/intermediate participants: scientists with little or no experience with writing 

professionally in English and with writing substantive text published in English-language 

scientific journals and publications. 

 

Advanced participants: scientists possessing moderate to considerable experience writing 

professionally in English and publishing in English-language scientific journals and 

publications. 

  

At least 50% of training programme should be case-study based or in a form of a workshop.  

 

Key focus areas of the workshop will include at least: 

Beginner/intermediate level: 

- introduction to fundamental professional writing techniques; 

- introduction to the fundamentals of preparing manuscripts for publication in English-

language publications; 

- how to write effectively, concisely and clearly; 

- elements of sentences and sentence structure; 

- words choice; 

- different parts of speech, grammar, punctuation, constructing phrases etc.;  

- structure of scientific paper, its crucial parts such as title, abstract, introduction, 

references, conclusions; 

- role of visuals in the scientific paper (tables, figures) and how to create clear, effective 

visuals that are relevant with the content of the paper;  

- submitting paper process; 

- insight into authorship, plagiarism issues. 



 

   

 

 

Advanced level: 

- review of best practices for writing scientific papers in English; 

- advanced writing techniques at all levels: general, paragraph and sentence level; 

- deeper insight into submitting paper process; 

- journals editing policy; 

- role of editors, reviewers; 

- improving scientific profile by increasing the frequency of publishing in prestigious 

English-language journals; 

- ethics in writing; 

- plagiarism, authorship, co-authorship, reference citation, multiple submissions etc. 

 

The general and long-term objective of the training course is to improve participants’ 

scientific profile by increasing the frequency of publishing in prestigious English-language 

journals. This general and long-term objective is to be achieved by achieving first the direct 

training course objectives. 

 

Direct training course objectives:  

 to get acquainted with professional writing techniques;  

 to gain practical skills of writing and rewriting text to make it effective, concise and 

clear; 

 to get knowledge (basic and advanced) of the text, sentence, paragraph construction, 

of words choice, grammar, punctuation;  

 to learn about the structure of scientific paper; 

 to get knowledge (basic and advanced) of submitting papers process; 

 to develop practical skills in preparing a text for publication; 

 to improve scientific profile by increasing the frequency of publishing in prestigious 

English-language journals; 

 to draw participants’ attention to authorship, plagiarism and other ethics in writing 

issues. 

 

3. The Ordering Party provides and covers the costs of: 

 accommodation for the night between the training days of each of the Training course, 

with one additional night immediately preceding the day of the Training course – if 

the tutor resides outside of the city where the Training course is held. Accommodation 

shall include breakfast; 

 meals only during the trainings; lunch and coffee breaks will be provided during the 

first and the second day of each training course. 

Dinner will be provided only on the first day of each training course and only if the 

tutor uses the accommodation provided by the Ordering Party.  

The abovementioned provisions refer to maximum two tutors delegated to run the 

specific training course/ set of training courses. If there are more than two tutors 

running the specific training course/ set of training courses, this is Provider’s 



 

   

 

 

responsibility to provide and cover the costs of accommodation and meals for additional 

tutors. 

 

The Ordering Party provides meals and accommodation only in case of the training 

being held in Poland. 

 

Please note that the Ordering Party does not cover any travel expenses. All these costs 

must be included in the price.  

 

The Ordering Party covers the cost of the training venue only if the training will be held in 

Poland. If the training is to be held outside Poland the cost of the training venue must be 

included in the total price of the offer. To assess the offer the Ordering Party will take into 

account the total price of the offer, i.e. the cost of the training and the venue. 

 

4. Eligibility  

 

4.1. The Provider cannot be financially or personally associated with the Ordering Party, i.e. 

is not in a mutual relationship with the Ordering Party or entity empowered to enter into 

commitments in the name of the Ordering Party or with entities fulfilling, in the name of the 

Ordering Party, tasks connected with preparing and conducting procedures of choosing the 

Provider, especially: is not a partner of a civil-law partnership or a partnership; does not 

possess minimum 10% of shares; is not a member of a supervisory or management organ, a 

person with authority to sign in the name of the company, agent; is not in matrimony, related 

by consanguinity, whether lineal or collateral, and affinity, whether direct or secondary and 

does not remain in adoption-like relationship, is not in tutelage or placed under guardianship. 

The Provider is to sign a statement as described above. This statement is included in the Form 

of Quotation. 

 

4.2. All tutors that will run the training courses or will be delegated by the Provider to run the 

training courses must have at least 3 years of professional experience in conducting training 

courses in scientific writing. 

The following is required for the determination of eligibility of the Provider:  

 

 for each tutor that will run the training courses or will be delegated by the Provider to 

run the training courses - list of at least 10 training courses on scientific writing led by 

the tutor exclusively for scientists (PhD students, graduates of PhD studies or 

researchers employed in scientific institutions) within the last 3 years before 

submitting the offer (02.2012 – 01.2015). The list should be given in table in point 3 

of Form of quotation (Attachment No. 1) and should cover 3 years within the period of 

02.2012 – 01.2015.  

Providers that are not going to run the training courses all by themselves should not give 

name or any other personal data of the tutors that will be delegated to run the training 

courses. In such case the requirements given in point 4.2 will be verified with the successful 



 

   

 

 

Provider (the one that wins the request for quotation procedure) before signing the Contract. 

The Ordering Party will ask the Provider to submit CVs of the delegated tutor/tutors to make 

sure that they fulfill the requirements. In case of replacing tutor whose experience was 

presented in the Offer with other tutor the Provider would have to prove that a new tutor 

fulfills the requirements given in point 4.2 by submitting his/ her CV. If delegated tutors don’t 

fulfill the requirements the Ordering Party has the right to disagree on them running the 

trainings and to ask for other tutors’ CVs to consider their candidacy.  

 

Offers must fulfil all of the above mentioned conditions. Otherwise they will be rejected and 

will not be taken into consideration during the merit assessment. 

 

5. Content of the quotation: 

 fulfilled Form of quotation (Attachment No. 1); 

 certificate of incorporation in the register of business activity issued not earlier than 6 

month before due date for submission of offers – applicable to all entities except from 

natural person that does not run a sole proprietorship; 

 training programmes for both levels with description of each particular training 

module and training methodology and time schedules; 

 the evaluation form to assess the training course by the participants; 

 fulfilled calendar (Attachment No. 2) with dates when trainings can be run; 

 fulfilled course room and equipment infrastructure form (Attachment No.3). 

 

All proposals are to be submitted in English or Polish. It is allowed to submit scans of the 

requested documents which are in other languages, but the Ordering Party reserves the right to 

ask for translation. 

 

Incomplete offers shall not be examined. Price must be final, any taxes or fees cannot be 

added once the quotation is submitted. Price shall include fees and other expenses of all tutors 

involved. 

 

6. Criteria of assessment and their percentage distribution:  

 total gross price for one two-day training course including all other costs – 40% 

 proposed training courses’ programme – 60% 

 

Criteria 6.1. and 6.2. will be assessed. The final amount of points that an offer can gain, will 

be the sum of points awarded in 6.1. and 6.2. 

If, after the summing-up the points awarded for both criteria, more than one tenderer will gain 

the same amount of points, then the amount of points awarded for 6.2. will be decisive. The 

criterion 6.1. of the Request for Quotation will be considered and assessed second. 

 

  



 

   

 

 

6.1. Price – detailed information 

The number of points for this criterion will be calculated with the following equation:  

 

P  = 
ln (1+(X max−X offer))

ln (1+(X max − X min))
 × W max 

 
P – number of points awarded for this criterion; 

W max – criterion weight;  

X min – the lowest price of all offers being assessed;  

X max – the highest price of all offers being assessed; 

X offer – price of the offer currently being assessed.  

Please note that the submitted offers are going to be compared in PLN. In order to convert all 

foreign currencies into PLN, an average NBP (National Bank of Poland) exchange rate from 

the day pointed as deadline of submission is going to be applied. 

Please note: Training services acquired by the Ordering Party are exempted from VAT 

according to the Polish Value-Added Tax Act of 11 March 2004 [the VAT Act] Art.43.1.29c) 

(Journal of Laws No. 177 item 29 with subsequent amendments). VAT should not be 

included into offer price. 

Providers are asked to give the total price of one training course with all other costs 

included. 

If the Contractor is a natural person his/her gross remuneration will be reduced by a relevant
*
 

Tax rate. 

If the training courses are to be conducted outside Poland the Provider has to include the cost 

of a course room. 

That total price will be taken into consideration when evaluating the cost criterion.  

 

6.2. Proposed training courses’ programme – detailed information 

Provider is obliged to send programmes for both levels (with description of each particular 

training module and training methodology) and time schedules – to make sure the training 

duration meets the requirements given in point 2.2 

Provider’s descriptions of the trainings’ programme will be evaluated according to the 

following criteria: 

 compatibility of the training programme with the scope and objectives given in point 

2.4; 

 value of the programme; 

 proposed teaching method (interactive and participatory methods are preferred). 

 

                                                
* Up to 43%, depending among others on the country where the Contractor is resident for tax purposes. To 

receive detailed information, please ask the contact person. 



 

   

 

 

All members of selection committee will create a ranking of all Providers as to the offered 

seminar programmes (first place on the ranking list = offer with programme that received the 

lowest assessments).  

The number of points for this criterion will be calculated with the following equation:  

 

P = 
0,6

L 
 × M 

 

P - number of points awarded for this criterion; 

L - number of offers being assessed;  

M – place on the ranking list. 

Final score for this criterion will be an arithmetic mean of points awarded by all selection 

committee members. Final score will be provided to the two decimal places.  

 

7. Documents marking:   

The Provider is obliged to mark all handouts and evaluation forms with the UE logo and 

notice of the EU’s contribution and with the Foundation’s logo – all of them provided by the 

Ordering Party. 

 

8. Deadline of submission: 

All quotations must be submitted by 4.03.2015 

 via e-mail by the end of the day to Aleksandra Krypa aleksandra.krypa@fnp.org.pl   

or 

 through postal service, messenger or personally in the Foundation’s main office: 

I.Krasickiego 20/22, 02-611 Warszawa (office working hours: 8.00 a.m. – 4:00 p.m.)  

 

The quotation must be signed by the Provider. Scanned quotations will be accepted.  

The form of quotation cannot be modified in a way that would prevent the Ordering Party 

from comparing and evaluating proposal. 

 

If you have any questions please contact: Aleksandra Krypa, aleksandra.krypa@fnp.org.pl or 

+48 604 129 949; (+48) 22 311 84 23. 

 

9. Other requirements: 

a. The Ordering Party reserves the right to cancel the procedure of request for quotation 

at any time without giving a reason. 

b. The given price per group should remain unchanged if the number of groups is lower 

than the one specified in the Request.  
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c. Provider that is a natural person that runs a sole proprietorship and is going to run the 

trainings all by himself/herself or is a natural person that does not run a sole 

proprietorship must not be employed in the institution that implements Human Capital 

Operational Programme in Poland except when there is neither conflict of interest nor 

double financing. Besides his/her working time cannot exceed 240 hours per month. 

This requirements will be verified before signing the agreement. 

 

10. The Contract 

 

The successful Provider (the one that wins the request for quotation procedure = Contractor) 

will sign a contract with the Ordering Party = Contracting Authority where a. o. the following 

clauses will be included: 

 

1. The Contractor represents that he has the knowledge, experience, personnel and technical 

resources necessary to carry out the Contract. 

2. The Contractor shall carry out the Contract diligently, with the required professionalism. 

3. The Contractor shall be fully liable for proper Contract performance and shall be liable for 

the actions and inactions of the persons through which he performs the Contract or to 

which he has entrusted the performance of the Contract as for his own actions and 

inactions. 

4. Each of the Training courses shall be attended by between 14 and 16 persons. The final 

number of the participants shall be notified to the Contractor at least 7 days prior to the 

date of the given Training course. 

5. The Contractor shall carry out the object of the Contract in accordance with the 

Contracting Authority’s requirements specified in the RFQ, the Offer, and the Contract. 

6. With respect to carrying out the object of the Contract, the Contractor shall: 

1) Participate in preparing assessment questionnaire and assessment rules for 

candidates for the training courses;  

2) Prepare the tools (can be added as a part of evaluation form) and diagnose the level 

of implementation of the direct objectives of the Training course; 

3) Provide training materials for each of the participants of the Training course (and 

one additional copy for the Contracting Authority), labeled as required in the 

Contract; 

4) Carry out the Training courses in accordance with the Program and the training 

materials provided by the Contractor.  

5) Evaluate each of the Training courses and produce an evaluation report (feedback 

produced in writing by the Contractor for the Contracting Authority, delivered 

after the Training course). 

7. The Contractor shall provide and send the Contracting Authority by e-mail the course 

materials and other documents related to the training at least 3 days before the date of the 

Training course.  

8. The Contractor shall label any and all training materials and other Training course-related 

documents with EU logotypes and an information on EU co-financing, as well as the 

logotype of the Foundation. 



 

   

 

 

9. After each of the Training courses, the Contractor shall, within 21 business days, produce 

and send to the Contracting Authority the evaluation report. The evaluation report shall 

contain a written summary of the Training course based on the evaluation forms provided 

by the Contractor and filled out by the participants of the Training course, and a subjective 

evaluation from the coach, as well as the results of the research on the level of 

implementation of the direct objectives of the Training course. The Contractor shall send 

the evaluation report, together with the originals of the evaluation questionnaires or, if 

electronic questionnaires are used, a summary of the questionnaire results. The evaluation 

report and the summary of the electronic questionnaire results may be sent by e-mail. 

10. The Contracting Authority reserves the right to inspect the Contractor’s documents related 

to the performance of the Contract, including financial documents. 

11. The Contracting Authority reserves the right to resign from particular Training courses for 

reasons beyond its control, including but not limited to an insufficient number of 

prospective participants of a particular Training course. In such case, the Contracting 

Authority shall cover the documented costs suffered by the Contractor in connection with 

preparing the cancelled Training course, however, only if the cancellation takes place later 

than 21 days prior to the scheduled date of the Training course. 

12. The remuneration shall be payable after the end of each Training course or after the end of 

a set of Training courses – if they are held one after another – within 21 business days 

from the Contracting Authority receiving a correct VAT invoice, by bank transfer to the 

Contractor’s bank account specified on the invoice. If the Contractor is a natural person 

his/her gross remuneration will be reduced by a relevant
*
 Tax rate. 

13. The prior signing of the final acceptance protocol shall be a condition for issuing the 

invoice and making the payment for the completed Training course(s). 

14. The date of payment shall be the date of debiting the Contracting Authority’s bank 

account. 

15. In the event of the Contracting Authority discovering defects and oversights in the 

carrying out of the Training course, including but not limited to the lack of training 

materials for participants, evaluation questionnaires, or the evaluation report, the 

Contracting Authority may request the Contractor to immediately remove such defects or 

oversights or otherwise the remuneration shall be lowered. 

16. In the event of the Contractor failing to carry out the Training course (in part or in full), 

the Contracting Authority may in each individual case demand that the Contractor pays 

liquidated damages in the amount of 100% of the gross remuneration payable for the 

Training course that has not been carried out. 

17. In the event of improper performance of the Training course, the Contracting Authority 

shall have the right to lower the remuneration accordingly. Any and all potential 

inconsistencies and reservations shall be included by the Contracting Authority in the final 

acceptance protocol. 

18. If the Contractor fails to carry out any of the Training courses, the Contracting Authority 

shall also have the right to rescind the Contract. 

19. The Parties agree that the liquidated damages payable to the Contracting Authority may be 

set off against the remuneration payable to the Contractor. 

                                                
* Up to 43%, depending among others on the country where the Contractor is resident for tax purposes. To 

receive detailed information, please ask the contact person. 



 

   

 

 

20. The Contracting Authority may demand supplementary compensation on general 

principles if the damage exceeds the amount of the liquidated damages. 

21. During the performance of the Contract, the value of the contract awarded using the 

principle of competitiveness may be increased by up to 50% of the value of the contract 

specified in the Contract. In such case, re-application of the principle of competitiveness 

shall not be required. 

22. Each of the Parties shall have the right to terminate this Contract observing a sixty-day 

notice period. Termination shall be null and void unless made in writing. 

23. The Contract shall be governed by and interpreted in accordance with the laws of the 

Republic of Poland. 

24. The generally applicable legal regulations shall apply to the matters not regulated in the 

Contract. 

25. The potential disputes under this Contract shall be settled by the Parties through 

negotiations. Should the Parties fail to reach an agreement, any and all disputes shall be 

settled by a court competent for the registered office of the Contracting Authority. 

26. In the event of discrepancies between the Polish and the English versions, the Polish 

version shall prevail. 

 


