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[bookmark: _Toc39984097][bookmark: _Toc507316762][bookmark: _Toc512309427]APPROVED
by Procurement Commission of  CPVA (Protocol No 1). 

DOCUMENTS OF PROCUREMENT OF RENT OF REAL ESTATE (PREMISES)

I. [bookmark: _BENDROSIOS_NUOSTATOS]KEY REQUIREMENTS
1. Public Institution (PI) Central Project Management Agency (CPVA), address: S. Konarskio g. 13, LT-03109 Vilnius, Lithuania, hereby calls for tenders for the procurement of rent of real estate (premises) in Kyiv (Ukraine). 
2. The term of rent of the premises shall be from November 11, 2026 to November 30,  2027 (with the possibility for the parties to mutually agree to extend the lease term by up to 4 months).
3. Another planned need for premises is specified in Annex No. 2 “Technical Specification” to the Procurement Documents. Preferable conditions laid down in Annex No. 2 “Technical Specification” shall be negotiated during negotiations.
4. The intented purpose of use of the rented premises – for administrative work of experts contracted by the CPVA for the implementation of the “Ukraine – Incubator 01” project.
5. The procurement procedure shall be held by way of announced negotiations. The aim of the procurement is to conclude a real estate (premises) rental agreement (hereinafter – the rental agreement). The procurement is advertised on these websites https://cpva.lt/en/public-procurements/public-procurement-announcements and https://www.linkedin.com/company/central-project-management-agency/posts/?feedView=all. Suppliers submit offers based on the information posted on these announcements.The procurement is being carried out using the e-mail publicprocurement@cpva.lt. Only tenders submitted by this e-mail will be evaluated. Communication and exchange of information between CPVA and suppliers shall take place using e-mail publicprocurement@cpva.lt.
6. Tenders signed by candidates, or their authorized persons shall be submitted by e-mail publicprocurement@cpva.lt  by 30 September 2026, 10:00 a.m., Lithuanian time. Tenders received after this date shall not be accepted and examined.
7. A candidate willing to rent real estate and to take part in negotiations shall submit a tender completing the form provided in Annex No. 1 “Tender form” to the Procurement Documents. A tender shall comprise the following set of documents presented by a candidate:
7.1. an offer to rent real estate:
7.1.1. copies of documents certifying ownership in the manner prescribed by legal acts;
7.1.2. a copy of the technical inventory office certificate - record;
7.1.3. a written candidate’s confirmation of the fact that there are no encumbrances on rights in rem, rights of third persons to the premises offered for rent; that they have not been rented out, arrested, there are no ongoing disputes in court in their respect; also there are no rights or claims of other third persons to premises offered for rent, except for a pledge. In cases where the premises offered for rent have been pledged, a consent of the holder of the pledge to rent the specific premises shall be presented (may be presented on a day of signing the Procurement Contract); 
7.1.4.  technical, economic data (according to the need of the premises specified in Annex No. 2 “Technical Specification”, by filling in the tender form Annex No. 1 “Tender form” and submitting supporting documents (if required);
7.1.5.  documents confirming powers, granting the right to the person to negotiate the rent of the premises, submit an offer and documents for the real estate to be leased and/or conclude a procurement agreement or otherwise dispose of the real estate when this person is not the owner of the real estate.
7.2. The time when the premises can be visited shall be indicated, also specifying the job position, name, surname, address and telephone number of the representative of the candidate, who can be addressed regarding visiting the immovable objects procured; 
7.3. [bookmark: _Hlk170394093]The term when the rented premises will actually be available for use shall be specified;
7.4. Other procurement conditions offered by the candidate (draft contract, etc.,) shall be specified.
8. Expenses related to participation in negotiations incurred by candidates shall not be reimbursed.
9. By submitting a tender, the candidate accepts all the requirements laid down in the procurement documents and annexes thereto. Candidates shall carefully read all the requirements of the procurement documents, annexes thereto and comply with them.
10. The candidate’s tender and other correspondence shall be in English. Documents or copies drafted in other languages shall be presented along with document transactions into the English language (preferably).
11. By submitting a tender, the candidate agrees with the terms and conditions of the procurement documents and confirms that the information contained in his tender is correct and includes everything necessary for proper performance of the procurement contract.
12. Candidates shall indicate in their tenders, which information contained in the tender is confidential, if any. Such information shall include commercial (trade) secrets and confidential aspects of tenders. Candidates may not indicate information, which must be published according to laws of the Republic of Lithuania, as confidential, and should the candidate indicate such information as confidential, the CPVA shall have the right to publish it. The following may not be considered confidential either: the name of the candidate, the price, also other information, which must be published in accordance with the procedure established by legislation or made otherwise available to the public. 
13. Tenders shall be valid for 60 days. If a tender does not contain its validity term, it shall be deemed to be valid for the duration provided for in the procurement documents. Before the expiry of a tender, the contracting authority may ask the candidate to extend the validity of his tender till a specified date, informing all the candidates thereof. If the candidate fails to respond to the contracting authority’s request to extend the validity of his tender till the date set by the contracting authority, he shall be deemed to have rejected the request to extend the validity of his tender. In any case, the extension of the term of validity of the tender shall not grant the candidate the right to change the content of the tender.
14. Candidates shall have the right to amend, supplement or withdraw their tenders before the deadline for the submission of tenders.
[bookmark: bookmark3][bookmark: _Toc326095976]
[bookmark: _Toc326095977]II. EXPLANATION AND REVISION OF THE PROCUREMENT DOCUMENTS
15. Candidates may ask the CPVA in writing to explain the procurement documents. The CPVA shall answer to every candidate’s request to explain the procurement documents submitted in writing if the request is received no later than 6 working days before the deadline for the submission of tenders. 
16. The CPVA shall respond to a request for explanation of the procurement documents received in writing no later than within 6 working days from the day of its receipt. All explanations shall be sent by e-mail. 
17. Before the deadline for the submission of tenders, the CPVA shall have the right to explain (revise) the procurement documents in writing at its own initiative. Such explanations (revisions) shall be sent by e-mail no later than 3 working day before the deadline for the submission of tenders. The deadline for the submission of tenders may be postponed in observance of the criterion of reasonableness. 
18. In explaining or revising the procurement documents, the CPVA shall ensure the anonymity of candidates, i.e. it shall ensure that candidates do not find out names and other details of other candidates taking part in the procurement procedure.
19. If the CPVA explains (revises) the procurement documents in writing and cannot provide explanations (revisions) so that the explanations are sent to candidates no later than 3 working day before the deadline for the submission of tenders, it shall extend the deadline for the submission of tenders giving enough time for candidates to take these explanations (revisions) into consideration when drafting their tenders. All candidates shall be informed about the extension of the deadline for the submission of tenders by e-mail. 

[bookmark: _Toc326095978]III. SELECTION OF CANDIDATES FOR NEGOTIATIONS, INVITATION TO NEGOTIATE AND THE PROCESS OF NEGOTIATIONS 
20. The CPVA Procurement Commission shall examine and evaluate the submitted tenders with annexes thereto. Tenders shall be examined and evaluated confidentially, in the absence of representatives of candidates having submitted their tenders.
21. The Procurement Commission shall examine the following: 
21.1. the compliance of tenders with the requirements laid down in the procurement documents;
21.2. the compliance of the premises offered for rent and the offered rental service conditions with the requirements laid down in the procurement documents.
22. In case of any questions regarding the content of tenders and at the request of the Commission, candidates shall provide additional explanations and clarifications within the deadline set by the CPVA, which may not be shorter than 3 working days, without changing the content of their tender. 
23. The Procurement Commission shall reject the candidate’s tender if:
23.1. the tender (including the premises offered for rent and the offered rental service conditions) does not meet the requirements laid down in the procurement documents;
23.2. the candidate provided false information.
24. The contracting authority shall reject tenders submitted by candidates not later than within 7 working days from the deadline for the submission of tenders, if they do not comply with the requirements laid down in the procurement documents, and shall provide candidates with a reasoned response as to why the submitted documents are rejected.
25. The contracting authority shall send an invitation to negotiate the price and other conditions to all candidates, whose tenders have not been rejected, at a time, no later than within 7 working days from the deadline for the submission of tenders and documents on immovable objects being sold, specifying therein: the exact time and place of the negotiations, additional documents to be submitted for negotiations, the language of the negotiations procedure, the preliminary course of the negotiation procedures and the agenda, etc. 
26. During the negotiation procedure, the Commission shall:
26.1. negotiate with each candidate individually;
26.2. may not disclose to any third parties any information relating to the participation of the candidate in the negotiation procedure without the consent of the candidate.
27. All tenderers shall be subject to the same requirements and shall be provided with equal opportunities and uniform information.
28. Minutes of the negotiation procedure shall be taken. The Chair of the Commission, its members, and the candidate with whom negotiations were held or his authorized person shall sign the minutes of negotiations. If a supplier refuses or fails to sign the minutes of negotiations within the period of time set by the Commission, the negotiations with the supplier shall be considered to have not taken place.
29. During the negotiations, the Commission shall negotiate technical, economic, and other requirements laid down in the procurement conditions, also the price (it shall be reasonable compared to market prices of analogous immovable objects) and contract conditions in pursuit of the most economically advantageous result for the CPVA. 
30. The CPVA may choose not to negotiate and conclude a purchase contract with the candidate who submitted the initial offer, as well as consider the candidate’s initial offer as final if they do not attend negotiations and/or do not submit a final offer.
31. Negotiations with the candidate shall be deemed to have taken place and ended having reached the final agreement on the price and/or procurement conditions and when the negotiation results are in line with the procurement documents. 
32. Based on the negotiation results, the CPVA shall form the tender ranking and send information on the negotiation results to all candidates having taken part in the negotiation procedure.
33. The contracting authority shall make a decision on the candidate having won the negotiations procedure not earlier than 7 working days from the date of sending information on negotiations results to all candidates having participated in the negotiations procedure in writing, except for cases when there is one candidate only participating in negotiations. 
34. Each candidate interested in the procurement procedure, who believes that the CPVA has failed to comply with provisions of the procurement documents and has violated or will violate his legitimate interests, shall have the right to file a claim with the Commission. The claim shall be made in writing within 5 working days from the date of the contracting authority’s sending of information on the decision made to candidates in writing or from the date of publication of the decision made by the contracting authority. 
35. If the candidate’s claim was received before the date of notification of the decision on the successful candidate, the contracting authority shall suspend procurement procedures till it resolves the claim and makes a decision thereon. 
36. If deadlines of the procurement procedure are extended due to the examination of claims, the contracting authority shall inform candidates with whom negotiations are to be held thereof, indicating the reason for postponing the deadlines. 
37. The contracting authority shall examine claims and make a reasoned decision no later than within 5 working days from the date of receipt of a claim, and notify the candidate having submitted the claim and other candidates having participated in the negotiations procedure of the decision made in writing, not later than on the following working day. 
38. Candidates may appeal decisions of the contracting authority or decisions regarding the examined claims with the courts of the Republic of Lithuania.
39. Procurement procedures shall end when:
39.1. procurement procedures have been terminated for circumstances, that lead to the procurement procedure being useless, impossible, or unlawful, or having failed to reach an agreement on the procurement price or other conditions;
39.2. a procurement contract has been concluded;
39.3. a candidate (candidates) has (have) refused to sign a procurement contract, and there is no other candidate compliant with conditions for concluding a contract laid down in the procurement documents;
39.4. documents of the immovable objects sold submitted by all candidates do not meet the requirements laid down in the procurement documents;
39.5. not a single tender has been received within the set period of time.

[bookmark: _Toc326095979]IV. EVALUATION CRITERIA
40. The Commission shall evaluate the tenders which have not been rejected (together with the adjustments / amendments recorded in minutes) according to the lowest price criteria. 
41. The candidate, whose tender has been recognized as the most economically advantageous tender according to the lowest price criteria, shall be declared the successful tenderer. The most economically advantageous tender shall be the tender with the lowest price. 
[bookmark: _Toc268592836][bookmark: _Toc268872346][bookmark: _Toc311705823]
V. GENERAL PROVISIONS OF THE PROCUREMENT
42. The procurement procedure shall be held in accordance with the Description of the Procedure for the Acquisition or Rent of a Land Plot, Existing Buildings, or Other Immovable Objects or Rights to these Objects, approved by Resolution No. 1036 of the Government of the Republic of Lithuania on 13 December 2017 (hereinafter - the Description of the Procedure), other legal acts governing public procurement and these procurement documents. 
43. [bookmark: _Hlk170313077]The Procurement Commission for renting office premises in Kyiv (Ukraine) shall organize and hold the procurement procedure.  
44. The procurement procedure shall be held in observance of the principles of equality, non-discrimination, transparency, mutual recognition, proportionality as well as requirements of confidentiality and impartiality.
45. The CPVA is not a value added tax (hereinafter – VAT) payer.
46. Contact e-mail: publicprocurement@cpva.lt. 


[bookmark: _Toc326095981]VIII. ANNEXES

47. [bookmark: _Toc268590783][bookmark: _Toc268592837][bookmark: _Toc268872347]Annexes:
47.1. [bookmark: _Toc268590784][bookmark: _Toc268592838][bookmark: _Toc268872348]Annex No. 1 “Tender form”.
47.2. [bookmark: _Tiekėjo_sąžiningumo_deklaracijos][bookmark: _Techninė_užduotis][bookmark: _Toc268590786][bookmark: _Toc268592840][bookmark: _Toc268872350]Annex No. 2 “Technical specification”.

____________________________

2

2





Annex No. 1 to the documents of procurement of rent of administrative premises in Kyiv (Ukraine)

TENDER FOR THE PROCUREMENT OF RENT OF OFFICE PREMISES

...............................
(Date)
_____________
(Place of conclusion)

	Name of the candidate (in case of participation of a group of economic entities, names of all tenderers shall be entered)
	


	Address of the candidate (in case of participation of a group of economic entities, addresses of all tenderers shall be entered)
	


	Name and surname of the person responsible for the tender 
	

	Telephone number
	

	E-mail address
	


1.  We hereby confirm that we agree will all procurement terms and conditions laid down in the procurement documents, their explanations, and supplements.
2. We hereby confirm that the information provided in the tender is correct, does not have any provisions that contradict the provisions of the procurement documents.
3. We hereby confirm that the premises offered for rent fully comply with the requirements specified in the procurement documents.
4. We hereby confirm that there are no encumbrances on rights in rem, rights of third persons to the premises offered for rent; that they have not been rented out, arrested, there are no ongoing disputes in court in their respect; also there are no rights or claims of other third persons to premises offered for rent, except for a pledge. (In cases where the premises offered for rent have been pledged, a consent of the holder of the pledge to rent the specific premises shall be presented on the date of signing of the Procurement Contract.)
5. The total area of the premises offered for rent is ……… square meters (useful area is ……… (square meters).
6. The time when the premises can be visited indicate time period. Job position, name, surname, address and telephone number of the representative of the candidate, who can be addressed regarding visiting the immovable objects procured ………
7. The term when the rented premises will actually be available for use indicate time.
8. We offer:
	5. The price of our offered services is as follows:

	No.
	Object of procurement
	Price in
EUR excl. VAT
	VAT rate, % (to be completed if applicable)[footnoteRef:2] [2:  In cases where the supplier does not have to pay VAT according to the applicable legislation, the supplier does not fill in the relevant sections and indicates the reasons for not paying VAT: __________________________ .] 

	Price in
EUR incl. VAT

	1
	2
	3
	4
	3+4=5

	1.1.
	Monthly fixed rental price for the total area of the premise (including utilities (electricity, water, heating, etc.), operational expenses and all other applicable services fees related to the premises) for the entire scope specified in the Technical Specification (Annex 2)
	
	… %
	

	Total price[footnoteRef:3] [footnoteRef:4], EUR incl. VAT[footnoteRef:5] [3:  All costs, including utilities, operational expenses and all other applicable fees, and mandatory taxes are included in the price. The supplier is personally responsible for all obligations related to the local social security system, income tax, and other financial obligations in accordance with the laws of the supplier's country and the country where the services are performed.]  [4: ]  [5: ] 

	



9. The following documents are being presented along with the tender (all documents which, in the opinion of the candidate, are relevant in the evaluation of the tender according to cost-effectiveness criteria (and their parameters), as per Section I of the procurement documents, and documents listed in clause 8 of the procurement documents shall be provided):
	Seq. No.
	Name of the presented document
	Number of pages in the document

	
	
	

	
	
	


10. Tenders shall be valid for 60 days. 

	

	
	
	
	
	

	(Name of the job position of the candidate or his authorized person)
	
	(Signature) 
	
	(Name and surname) 
	







Annex No. 2 to the documents of procurement of rent of administrative premises in Kyiv (Ukraine)

[bookmark: _Hlk139008449]
1. 
TECHNICAL SPECIFICATION FOR THE RENT
OF OFFICE PREMISES

1. Procurement object
The procurement object is the rental of serviced office premises in the central part of Kyiv, Ukraine. The office premises will be used by experts contracted by the Central Project Management Agency (CPVA) for the implementation of the project No. 700003280. The premises will be used for daily work, internal coordination, confidential meetings, and meetings with governmental, non-governmental, and other stakeholders of the mine action sector.
The premises should be ready for immediate use as serviced office premises and should not require additional renovation, furnishing, or technical preparation by CPVA before the start of the rental period.
2. General requirements for the office premises
The proposed office premises must meet the following requirements:
· The office premises must be fully furnished and equipped and include: i) one dedicated office suitable for daily work by CPVA-contracted personnel, with capacity for at least three workstations and ii) one separate office suitable for use both as a workspace and as a small meeting room, with capacity for at least five workstations.
· Each workstation must include at least one working desk, one office chair, and sufficient access to electricity and sockets for computers and other office equipment.
· The office space for experts must be located in a separate area and accessible only to CPVA-contracted experts and other authorised persons. 
· The building must allow access to the office premises at any time, unless temporary restrictions are required by applicable security regulations. Access to the premises, shelter facilities and parking areas, where applicable, should remain available during air raid alerts in accordance with building security procedures.
· The office premises must be suitable for administrative office use, newly furnished, newly renovated, or otherwise maintained in good condition, and compliant with applicable Ukrainian hygiene and safety requirements. 
· The office premises must be compact and designed for office use. Ceilings, walls, floor coverings, doors, windows, and other finishing elements must be in good condition. 
· The office premises must not be located in a basement or attic and must ensure conditions suitable for quiet work requiring concentration. 
· Where internal glass partitions are used, they should provide adequate privacy through frosted film, blinds, screening solutions, or solid partitions. Fully transparent internal office divisions are less preferred.
· Sanitary facilities, including WC facilities, must be available on the same floor or otherwise easily accessible to CPVA-contracted experts. 
· The premises must be equipped with all necessary technical and engineering systems, including lighting, heating, ventilation, air conditioning where applicable, electricity supply, internet, water supply, and sewage. The candidate must indicate whether wired internet sockets or other stable internet access solutions are available. 
· The building must have backup electricity supply arrangements capable of ensuring uninterrupted access to electricity for office operations on a 24/7 basis during power outages. The candidate must describe the available backup power systems and any backup heating arrangements available during utility disruptions.
· The premises must be equipped with security and fire alarm systems compliant with applicable requirements. Fire evacuation plans must be visibly displayed in the premises or building. 
· The building must have 24/7 security. 
· The building should have an on-site shelter accessible to CPVA-contracted personnel during air raid alerts. The shelter should include basic conditions suitable for temporary work activities, including workstations and access to electricity where available.
· The candidate must also indicate the location of an alternative shelter situated no more than 800 metres from the office premises.
· Access keys, cards, or other access tools must be provided for all CPVA-contracted experts. 
· Cleaning services for the office premises must be provided and shall be included in the monthly rental price.
3. Dedicated office premises and meeting rooms
The office premises must include at least two separate dedicated office rooms for the exclusive use of CPVA-contracted personnel throughout the rental period:
· one office suitable for daily work by CPVA-contracted personnel, with capacity for at least three workstations; and
· one separate office suitable for use both as a workspace and as a small meeting room, with capacity for at least five workstations.
The two offices should be located adjacent to each other or in close proximity within the same floor or office area to facilitate efficient communication and day-to-day coordination between team members.
These offices must be provided on a permanent basis for the full rental period and must be reserved for the exclusive use of CPVA-contracted experts. They must not be subject to separate booking, shared use with other tenants, or availability depending on the candidate's internal reservation system.
4. Parking, meeting rooms and additional services
The office premises must include one fixed parking space for the project team's use. The cost of this parking space shall be included in the monthly rental price.
The candidate must ensure the possibility to reserve meeting rooms when required for project meetings, workshops, strategic planning sessions, training activities, or meetings with stakeholders. Access to meeting rooms suitable for up to 10 persons shall be included in the monthly rental price.
The office premises must provide access to printing and scanning facilities. The cost of access to these facilities shall be included in the monthly rental price. The candidate shall indicate any fair use limitations or monthly printing caps, if applicable.
5. Legal and maintenance requirements
The building in which the office premises are located must be fully completed and suitable for administrative use.
The building and premises must be free from restrictions that could affect CPVA’s right to use the rented premises. The property must not be subject to seizure, litigation, or other legal encumbrances that could restrict or prevent the rental and use of the premises by CPVA.
The candidate must have the legal right to rent the proposed premises. If the candidate is not the owner, the candidate must provide documents confirming the right to offer the premises for rent and conclude the rental agreement.
The candidate shall carry out, at its own expense, maintenance and repair works related to the office premises and building, including maintenance of fire safety systems, ventilation, heating, electricity, water and sewage systems, windows, doors, lifts if relevant, access control, video surveillance, security systems, and other building-related systems.
The tenant shall not pay separately for mandatory maintenance and repair services.
6. Price and payment conditions
The monthly rental price offered by the candidate must include all services necessary for the use of the premises and compliance with this Technical Specification, including:
· furniture and equipment required under this technical specification; 
· utilities, including water, electricity, heating, ventilation, and internet; 
· building maintenance and repair services; 
· cleaning services for the office premises;
· security services; 
· access to shelter facilities; 
· access keys, cards, or other access tools; 
· one fixed parking space;
· access to meeting rooms;
· access to printing and scanning facilities;
The candidate shall indicate any fair use limitations, monthly printing caps, reservation conditions, or other conditions applicable to the services included in the monthly rental price.
Any additional optional services not included in the monthly rental price shall be clearly identified and priced separately in the proposal. The rates indicated in the proposal shall remain fixed throughout the duration of the contract.
The currency of payment shall be USD or EUR.
7. Rental duration and transfer of premises
The planned date for signing the rental contract is 1 November 2026.
CPVA's preliminary expected need for the premises is from 1 November 2026 until 30 November 2027.
The candidate must provide a fixed monthly rental price applicable throughout the rental period. The contract shall allow for a month-by-month rental arrangement, subject to an agreed notice period for termination. The candidate must indicate the applicable notice period, the conditions for continuation of the rental, and whether the monthly rental price and any other fixed charges would remain unchanged throughout the rental period.
CPVA reserves the right to continue renting the premises beyond the initially planned rental period, subject to project implementation needs, availability of funding, mutual agreement of the parties, and the maximum value of the contract.
The office premises must be handed over to CPVA by signing a transfer-acceptance act. Access keys, cards, or other access tools must be provided on the same day.
At the end of the rental period, the premises must be returned to the candidate by signing a transfer-acceptance act.
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