
 

IACA-2022-GM-0027 

 

 

REQUEST FOR OFFERS 

 

Dear Sir/Madam, 

The International Anti-Corruption Academy (IACA) is pleased to invite the submission of 

offers for the provision of Conference venue, accommodation for conference lecturers 

and participants, and Gala Dinner in Sao Paulo, Brazil, for the Regional Summer 

Academy and Regional Alumni Conference events, as specified in the annexes. 

Offers should be prepared in accordance with the annexes and submitted to IACA before 

20 January 2023 (15:00 Vienna time), via email to mail@iaca.int, stating in the subject 

of the email: 

 

Request for Offers, IACA-2022-GM-27 

 

Offers which do not fulfil these specifications may be disqualified from review. 

 

It shall remain your responsibility to ensure that your quotation will reach the address 

above on or before the deadline.  Quotations that are received by IACA after the deadline 

indicated above, for whatever reason, shall not be considered for evaluation.   

 

We look forward to receiving your offers. 

 

Kind regards, 

 

 

IACA Secretariat  

 

 

Annexes: 

Annex 1 – Information about the Procurement Process 

Annex 2 – Terms of Reference (ToR) 

 

mailto:mail@iaca.int
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Annex 1 

to Request for Offers 

IACA-2022-GM-0027 

Information 

about the Procurement Process 

 

GENERAL INFORMATION 

1. About IACA 

The International Anti-Corruption Academy (IACA) is an intergovernmental organization 

headquartered in Laxenburg/Austria. It has been established by the Agreement for the 

Establishment of the International Anti-Corruption Academy as an International 

Organization and comprises a global constituency of United Nations Member States and 

other International Organizations. 

IACA’s legal status in Austria, including privileges and immunities, is defined by the 

Agreement between the Republic of Austria and the International Anti-Corruption 

Academy regarding the Seat of the International Anti-Corruption Academy in Austria. 

2. Costs of Submission 

IACA will not assume any costs incurred by participants in this procurement process. 

3. Notifications 

This request for offers has been published at IACA’s website at 

https://www.iaca.int/get-involved/vacancies-tenders.html, and also directly addressed 

to potential bidders identified by IACA. All updates, such as, additional 

information/cancellation notices, etc. will be notified by IACA both on this website and 

through the email address to which this request was sent. 

4. Modifications/Cancellations 

IACA reserves its right to not award a contract, and/or cancel, amend or reissue its 

request for offers, including an extension of the deadline for submission, at any time 

and scope without any obligation to inform bidders of the grounds for such decision 

and/or to assume any liability. 

IACA will issue notifications of any such modifications or cancellation (see 3). 

5. Compliance with the Procurement Procedures 

According to Article 2 of Procurement Procedures, IACA procurements are ruled by the 

principles of best value for money, effective competition, integrity and transparency, 

efficiency and IACA’s best interests. 

Bidders shall be independent from IACA.  

IACA will pay special attention to the effective prevention of corruption, fraud, and 

money-laundering during the procurement procedure. In particular, IACA is guided by 

the principles of the United Nations Global Compact and favors suppliers who also 

comply with these principles, in particular with Principle 10 (“Businesses should work 

against corruption in all its forms, including extortion and bribery”).  

https://www.iaca.int/get-involved/vacancies-tenders.html
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Potential suppliers are expected to comply with IACA’s Guiding Principles 

(https://www.iaca.int/who-we-are.html), declare any conflict of interest and the 

commitment not to engage in any fraudulent, collusive, or coercive practices. 

IACA will demonstrate zero tolerance and reject any quotation submitted by bidders 

and, where applicable, terminate the respective contract, in the event that it is 

established that they have engaged in practices which are in breach of these standards. 

6. Communication with IACA 

Apart from submitting their offers and requests for clarifications related to IACA’s 

request for offers, bidders shall generally not engage with IACA in respect of the 

procurement case, during the procurement process.  

Bidders may address their requests for clarifications to the email address of IACA, 

provided for the submission of offers. 

IACA will notify about any such questions/clarifications, which may amount to an 

amendment or supplement of the request for offers (see 3).  

 

SPECIFIC INFORMATION FOR THE SUBMISSION OF OFFERS  

1. Deadline for submission 

20 January 2023, 15:00 (Vienna time) 

2. Submission method 

Offers may only be submitted by email, limited to 10Mb and sent to mail@iaca.int, 

indicating as subject “Request for Offers, IACA-2022-GM-0027”. 

All submissions must be signed and indicate a point of contact for clarification of the 

quotation’s content, if needed. 

3. Language 

The quotation shall be drafted in English language. 

4. Currency and Value Added Tax (VAT) 

All quotations shall be in USD currency. 

Prices must be stated inclusive of direct and indirect taxes, such as VAT, also stating the 

rates of these taxes, if any. 

Prices must be final and all-inclusive for the services described in Annex 2. 

5. Offer validity period 

Offers should be valid at least for a period of six weeks following the deadline of 

submission. 

Exceptionally, IACA may request the bidder to extend the validity of the proposal, 

indicating the new validity period required and expressly referring to the possibility of 

modifying the offer or not. 

6. Contractual Information 

IACA enjoys privileges and immunities as conferred to it by its host state, the Republic 

of Austria, including but not limited to extensive freedom from Austrian jurisdiction. As 

a matter of principle, contractual clauses or general terms and conditions in the present 

contract shall be read and interpreted to neither contradict with these privileges and 

immunities – which are at statutory level in Austria – nor with IACA’s internal 

organizational laws and regulations, or otherwise altered correspondingly, as required. 

https://www.iaca.int/who-we-are.html
mailto:mail@iaca.int
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Therefore, as a precondition for selection, IACA requires the successful bidder/s to 

accept that this request for offers, plus annexes, becomes an integral part of the 

contract, which shall be guided by the afore-stated rationale and include any alterations 

to the contract proposed by IACA in order to safeguard the organization’s legal status 

and integrity. 

Information about the future contractual relationship, as well all data received by the 

selected supplier for the performance of the contract, shall be considered confidential 

and can be just disclosed to the extend required by law.  

Services shall be performed by the selected supplier. Any subcontracting or delegation 

of performance shall obtain prior written approval of IACA, but the selected supplier 

will remain the sole responsible. 

IACA reserves the right to terminate the contract with 90 days’ notice and without 

reward or compensation for future services not performed by the supplier upon receipt 

of the termination notice, due to unforeseen circumstances that would make 

procurement not necessary. 
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Annex 2 

to Request for Offers 

IACA-2022-GM-0027  

Terms of Reference 

 

1. Background 

Background  

  

The International Anti-Corruption Academy (IACA) is an intergovernmental organization 

with its seat in Laxenburg, Austria. IACA is organizing its Regional Summer Academy 

and Regional Alumni Conference (hereinafter: the IACA events) in Sao Paulo, Brazil. The 

events are scheduled to take place from 24 to 31 March 2023 and 27 to 31 March 

2023 respectively. IACA is hereby requesting quotations for the Conference Venue, 

Accommodation, and Gala Dinner Services for both IACA events. 

  

 The number of participants is not fixed at this time and will only be known by IACA 

around two weeks before the events. IACA is therefore looking for a hotel able to offer 

the service of free of charge booking of an estimated number of rooms with flexibility 

to alter the number of rooms closer to the date of the event. 

 

2. Purpose and scope of the services 

The purpose of the services is to provide accommodation services to the participants of 

the two IACA event, namely Regional Summer Academy Central and South America 

taking place from 24 to 31 March 2023 and Regional Alumni Conference – Central and 

South America taking place from 27 to 31 March 2022.  

In addition, the services required include provision of conference venues for the two 

IACA events as follows: 

- one conference room for 60 participants, 3 staff and lecturers, from 25 to 31 

March 2023, 

- one conference room for 50 participants, 3 staff and lecturers from 27 to 31 

March 2023, 

- all conference rooms should be equipped with a sound system and microphones 

for lecturers and participants.  In addition, refreshment breaks for all 

participants are required twice per day.  

Finally, the services required include Gala Opening and Farewell Dinners, as per the 

detailed description of deliverables below. 

 

 

 

3. Deliverables 

1. Accommodation Regional Summer Academy  

  

a. 4- or 5-Stars Hotel in Sao Paulo, easily accessible location, 

b. 60 single rooms (including breakfast) for 8 nights; check-in 24 March 2023, 

c. 3 single rooms (including breakfast) for 10 nights; check-in 22 March 2023, 

d. 12 single rooms (including breakfast) for 2 nights, booked on different days in 

the period from 24 to 31 March 2023. 
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2. Accommodation: Regional Alumni Conference  

 

a. 4- or 5-Stars Hotel in Sao Paulo, easily accessible location, 

b. 50 single rooms (including breakfast) for 5 nights; check-in 27 March 2023, 

c. 3 single rooms (including breakfast) for 7 nights; check-in 26 March 2023, 

e. 3 single rooms (including breakfast) for 3 nights, booked on different days in 

the period from 27 to 31 March 2023. 

  

Please quote the price per room. 

  

3. Gala Dinner: Regional Summer Academy  

  

a. Gala Dinner on 24 March 2023 for up to 70 people: warm buffet menu with 

vegetarian and non-vegetarian options; drinks including alcoholic beverages. 

b. Microphones and speakers in the dining room for the official part. 

 

4. Opening Gala Dinner: Regional Alumni Conference  

  

a. Gala Dinner on 27 March for up to 55 people: warm buffet menu with vegetarian 

and non-vegetarian options; drinks including alcoholic beverages. 

b. Microphones and speakers in the dining room for the official part. 

 

5. Joint Farewell Gala Dinner (both events) 

  

a. Gala Dinner on 30 March 2023 for up to 110 people: warm buffet menu with 

vegetarian and non-vegetarian options; drinks including alcoholic beverages. 

b. Microphones and speakers in the dining room for the official part. 

 

 

Please quote the price per person. 

  

6. Conference Venue for Regional Summer Academy (25-31 March 2023) 

  

a. Conference Room for 60 participants, including Wi-Fi internet access, projector 

and screen, podium with pin-microphones, sound equipment (rowing 

microphones and speakers), flip charts, lunch, and refreshments for 65 persons. 

Lunch includes a warm buffet menu with vegetarian and non-vegetarian options 

and non-alcoholic drinks. Refreshment includes serving coffee, tea, water, 

biscuits, milk, sweeteners twice per day. 

b. Room set up: banquet style, small group style. 

c. Space for simultaneous interpretation booths 

 

7. Conference Venue for Regional Alumni Conference (27- 31March 2023) 

  

a. Conference Room for 50 participants, including Wi-Fi internet access, project and 

screen, podium with pin-microphones, sound equipment (rowing microphones 

and speakers), flip charts, lunch and refreshment for 50 persons. Lunch includes 

warm buffet menu with vegetarian and non-vegetarian options and non-alcoholic 

drinks. Refreshment includes serving coffee, tea, water, biscuits, milk, 

sweeteners twice per day. 

b. Set-up: group setting –banquet style. 

c. Space for simultaneous interpretation booths  
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Optional Requirements: 

  

a. Possibility of early check-in and late check-out, or availability of a storage room 

for baggage in case of early arrival/late departure. 

b. Transfer between airport and hotel. 

c. Wi-Fi internet access in the rooms. 

d. Possibility to add number of guests: 3 days before the dinner. 

 

 

4. Expected period of work 

24 March – 1 April 2023 

 

5. Qualification of the bidder 

The Service Provider shall be a third party independent from IACA, competent to provide 

the required services. IACA is inviting all interested hotels in Sao Paulo, Brazil with four 

star and five stars rankings and experience hosting groups and international guests to 

submit their quotation for the services described in this Request for Quotation.  

The offer should be meaningful, complete, and comparable in view of the specifications 

outlined in this request. The document should be signed and include a point of contact. 

 

6. Payment schedule 

Preferred terms: 100% of contract price 30 days after check- out; or alternatively,  

Optional terms: 20% upon placement of contract, 80% net 30 days after check-out. 

Payment method: bank transfer in USD currency. 

 

7. Reporting 

The Service Provider will report to IACA and will work closely with the assigned contact 

person from IACA. 


