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Initiating Positive Change Program (IPCP)
Request for Proposals
Administration of the Kosovo 
Policy Action Network (KPAN)
Academy for Educational Development
Rexhep Mala st.29 2nd floor,
10000 Pristina
Tel. 038 248 612/613; Fax. 038 226 802
E-mail: info@usaid-ipcp.org
IPCP is funded by the United States Agency for International Development through Task Order Number: DFD-I-01-05-00244-00-08 under Contract Number:  DFD-I-00-05-00244-00, with the Academy for Educational Development.
INTRODUCTION
The Initiating Positive Change Program (IPCP), implemented by the Academy for Educational Development (AED) with funding from the United States Agency for International Development (USAID), announces a subcontract competition for experienced non-governmental organizations (NGOs) throughout Kosovo. 
The goal of IPCP is to increase stability in Kosovo through a process of building confidence of minorities and increasing the role of these minorities as active stakeholders in society.  One of the key program objectives is to Improve the ability of non-majority communities to affect policies that increase their role as stakeholders in society. 
The main activity implemented by IPCP to reach this objective is the Kosovo Policy Action Network (KPAN), a coalition of 60 non-majority NGOs that had its inaugural meeting in June 2009. The goal of KPAN is to advocate for policies and laws that will improve the freedom of movement, economic security, and quality of life of the non-majority communities of Kosovo. 
IPCP is seeking an organization to perform the administrative duties for KPAN: calling meetings, keeping members in regular contact, facilitating advocacy actions, organizing press conferences, dealing with issues of registration, and similar activities, described in greater detail below. The selected organization will not by virtue of winning the award be the leader of KPAN, as the leader is to be chosen through a democratic process at the next annual meeting, and all programmatic decisions will be made by the KPAN Steering Committee. The selected organization will instead be performing the day-to-day maintenance and administrative tasks necessary to keep the initiative functioning.
Central tasks for this subcontract will include, but not necessarily be limited to, the following:
A. Coordinate two KPAN Annual Conferences. The selected applicant will take the lead in overall logistics, administration, facilitation, and follow-up of two two-day conferences for KPAN, estimated to take place in the summer of 2010 and the summer of 2011. 
1) Create and send out an invitation list. 
2) In consultation with AED, create an agenda for the two day conference. 
3) Organize all the conference logistics, including the venue, refreshments, IT, and conference supplies for approximately 60 participants. 
4) Facilitate the conference or arrange for a Lead Facilitator. Provide three additional facilitators for small group activities. 
5) Publicize the conference before and after the event, including writing and distributing press releases, advertisements, posters, etc. 
6) Record the Action Plans for each sector-specific Action Network and send out to the networks. 
7) Maintain participant contact list of Network members. 
8) Design and conduct an evaluation survey for participants to complete at the end of the conference. 
9) Submit a report on the conference results and progress-to-date. 
B. Facilitate meetings and actions of KPAN bodies. The selected applicant will coordinate 12 mini-meetings a year with each sector-specific subcommittee (economic development, freedom of movement, and quality of life) 12 meetings of steering committee a year. This work shall include:
1) Participate in regular monthly meetings of the KPAN Steering Committee. 
2) Organize and facilitate regular monthly meetings of each KPAN subcommittee, record meeting minutes, and send minutes to the members of sub-committee, steering board, and AED.
3) Organize and facilitate regular monthly meetings of the KPAN Steering Committee.   
4) Track the progress of each subcommittee in regards to their action plans and policy issues and share this information with AED when necessary. 
5) Prepare all documents needed for an advocacy action on behalf of the network. This support shall include: hands-on support in preparing an action plan, preparing a budget and budget notes, submitting it to AED and facilitating communication between AED and the organization that requested support in accomplishing an advocacy action, and assisting AED in monitoring the progress of the action and its results, to be reported on a regular basis.   
C. Communications and capacity building
1) Maintain and update KPAN website. 
2) Facilitate communication between subcommittees and various stakeholders (government and international institutions). Organize press conferences and distribute KPAN literature, including policy papers developed by subcommittees and Steering Committee.  
3) In consultation with AED, identify sources of training, resources, and technical assistance for the KPAN whenever necessary. 
4) Recruit new members of the KPAN in consultation with Steering committee 
D. Reporting
1) Monthly financial reports and narrative summaries 
2) Quarterly narrative reports 
AED will evaluate applications based on the following criteria:
· Applicant’s technical approach to carrying out the tasks required for the subcontract
· Applicant’s demonstrated ability and commitment to work successfully with non-majority communities and NGOs 
· Applicant’s relevant past performance in organization and administration, advocacy, and effectiveness at achieving results
· Cost effectiveness and cost reasonableness
The anticipated period of performance for the award is April 1, 2010 - Jun 30, 2011.

The anticipated maximum value of the award is €60,000. 

The RFP Package includes: RFP, RFP Application Form, and Budget Form. 
APPLICATION ELIGIBILITY 
NGOs that meet the eligibility requirements as stated below may apply for the Administration of KPAN subcontract.  Please note that if an organization does not meet the eligibility criteria, the application WILL NOT BE ACCEPTED FOR REVIEW.
1. Registration (Registered with NGO registration office as a legal entity in Kosovo)
2. Bank account
PROPOSAL EVALUATION PROCESS
All applications will be evaluated on a competitive basis in accordance with the criteria presented below. These criteria were developed to address the goals of the Initiating Positive Change Program (IPCP). The number of points assigned indicates the relative importance of each factor. To make the evaluation process as objective as possible, each applicant must clearly demonstrate how its proposal meets the following criteria.
	Criterion
	Maximum Points

	1.  Project Proposal
	20

	2.  Cost Proposal
	30

	3. Demonstrated ability and commitment to work successfully with non-majority communities and NGOs 
	25

	4.  Organizational capacity in organization and administration, advocacy, and effectiveness at achieving results

	25

	Total
	100


1.  Project Proposal (20 points)
· Extent to which the submitted proposal is logical, well-conceived, technically sound, reflects an appreciation for the likely problems to be encountered (15 points)
· Extent to which the submitted proposal directly addresses the objectives identified in this RFP, and demonstrates a clear plan for carrying out all activities effectively and on time (5 points)
2.  Cost Proposal (30 Points)
· Extent to which the proposed costs are realistic, reasonable, allowable, and consistent with project activities (25 points)
· Extent to which the applicant organization has demonstrated financial management and accounting capability, as demonstrated by a list of key previous funders with contact information. (5 points)
3.  Demonstrated ability and commitment to work successfully with non-majority communities and NGOs (25 points)
· Extent to which the applicant organization has demonstrated the ability to collaborate with non-majority civil society organizations, as demonstrated by a list of projects implemented with non-majority civil society organizations and the results obtained for those projects. (10 points)
· Extent to which the applicant organization has demonstrated credibility with the non-majority community, as demonstrated by the submission of materials which could include results statements for projects that specifically required credibility for implementation in the non-majority community; statements from past funders regarding the credibility of the organization in the non-majority community; and/or community leader/member statements regarding the reputation of the organization in the non-majority community (10 points)
4. Organizational capacity in organization and administration, advocacy, and effectiveness at achieving results (25 points)
· Extent to which the applicant organization has experience in facilitating decision-making bodies, associations, or advocacy groups (15 points)
· Extent to which the application organization has experience in organizing complex events with a wide variety of stakeholders (10 points)
During the course of review AED may request additional information from the applicant regarding the subcontract proposal or about the organization in general. A request for further information does not imply that the IPCP will or will not select the applicant; it simply indicates that the information is necessary in order to complete the review process.
AED reserves the right to waive any deviations by offerors from the requirements of this solicitation that in AED's opinion are considered not to be material defects requiring rejection or disqualification; or where such a waiver will promote increased competition
APPLICATION SUBMISSION PROCEDURE
Grant proposals should be submitted to AED by 16:00, February 26, 2010.  Proposals received after this time will not be considered.  Proposals should be submitted in English, Albanian, or Serbian. The attached application form should be completed in full, along with the proposed project, which should not exceed 10 typed pages. 
If submitting a proposal in paper, proposals should be sent by registered mail or hand carried directly to the address listed below and three copies must be submitted. Handwritten proposals will not be considered.  
If submitting a proposal electronically, proposals should be sent via email to the address listed below with up to 8 attachments (2MB limit) per email compatible with MS WORD or Excel, in an MS Windows environment. Multiple emails may be sent to accommodate the proposal size and content, but each must contain very clear identification of the attachment and instructions for assembling the proposal. Proposals may also be submitted in Adobe Acrobat portable document format (*.pdf) however, zipped files attachments are not allowed.
All Applications Must Be:
1. Submitted in the required format with all required attachments (Full application form, budget, budget narrative, a copy of registration certificate) 
2. AED will not accept applications submitted by fax.
3. AED will not return any applications submitted.
Applicants will be informed of the status of their proposal in March 2010.  
The complete Request for Proposals and Application Form are available through the following means:
· Electronic copy of the complete RFP documentation that can be downloaded at: /www.usaid-ipcp.org. 
· Paper copies will be available at AED’s offices Rexhep Malaj St. 29, 2nd floor, in Pristina; and Glavna Ulica bb. in Gracanica.
Should you have any questions regarding the RFP, please send an e-mail to: grants@usaid-ipcp.org or call +381 (0)38 248 612/613 by February 26, 2010. Answers to all questions will be sent to all organizations that submit questions, in a single email listing all questions and responses, by February 22, 2010.
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