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Introduction

The following information will assist you in using the ICMPD Call for Proposals
application platform.

Once you have registered, you will be able to maintain your company information, apply
for Calls for Proposals and maintain company documentation in a secure area via the
internet.

If you encounter any difficulties whilst using the system you can contact our Support
team by phoning 0844 2728810 / +44 (0) 114 407 0065 or emailing support@in-
tend.co.uk

Note: In many screenshots of this presentation terms are used interchangeably. This
applies to: Tender = Call for Proposals, Return = Application, Company = Organisation.
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Registering on the Electronic Submission Portal

To access the (In-tend) Call for Proposals Electronic Application Platform, visit:
https://in-tendhost.co.uk/icmpd/aspx/Tenders/Appraisal

From the homepage click on Register (1).

€>ICMPD
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# Home & Supplier Guidance [3 Grants Applications [3 Tenders (# Register © Help

A Important Information

Welcome to the ICMPD electronic tendering process

From this web site you can

Login
* View a list of tenders/contracts/quotations. Email Address

® View information on contracts that have already been awarded.

Password
® Express interest in a particular tender or quotation.
* Receive tender and/or quotation documentation. .
Login Forgotten
® Safely return your tender or quotation documents.

Details

And and rasahin sareacnand,


https://in-tendhost.co.uk/icmpd/aspx/Tenders/Appraisal
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Registration process — |

As part of the simple registration form
you will be asked to complete your
Company Details, Contact Details and
Primary User Details.

FLEASE NOTE: All fislds marked with ~ are required

All mandatory fields are indicated by o —

either the red asterisk or highlighted as e |

yellow Mandatory information may e [ s

also be required against any of the e | |

additional tabs. T -
= Areyou sn SME? O ves ) Mo -

Note: Mandatory fields are indicated by Yellow or Red Asterisk
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Registration process — Il

Email alerts and actions will be sent to the email addresses you provide, so if
possible it is useful to enter a general company email address in the Primary User
Details section such as info@ *****.com.

The email address and password should be duly noted as this will be required when
logging into the site.

Primary User Details

* Contact First Name:

* Contact Last Name:

Telephone:

*

Confirm Email Address:

* Password:

* Emalil Address: ‘ ‘

* Confirm Password :
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Registration process — llI

In additionto the primary user, we strongly recommended adding an Additional User as a
secondary point of contact for your company.

Doing so will allow them to also gain access to the site and receive a copy of any related emails.

You may only add one additional point of contact at registration, however after the registration is
complete you may login to your account and add as many additional contacts as required.

Additional User Details

Contact First Name :

Contact Last Name:

Telephone:

Confirm Email Address:

Password :

Confirm Password :

Email Address: ‘ ‘
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Registration process — IV

In most cases the Business Classifications will be mandatory requiring you to select at least one

business classification before you can register. For Calls for Proposals, search for the category
Grants Applicants (1) and press on the green plus (2).

Registration

‘Company Details Business Classifications Supplier Code of Conduct ‘Company Categories

Classifications

[Plemetrpeinaheymrdand click “Search”. To add a classification, use the “+"icon.

= A e

Category

Title

Grants Applicants + a

Title

Category

Register My Company
Key: * Mandatory
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Registration process — V

You need to choose the 'YES' option under the Supplier Code of Conduct tab to proceed.

Registration

Company Details Business Classifications Supplier Code of Conduct Comgany Categories

Please canfirm that you heve read the Supplier Cod of Canduc stored under Supgier Guidance tab (ink: https:/in-tendhost couk/icmpdfaspe/BuyerProfiles)

* Read and acknowledged - 4 YES

Register My Company

Key: * Mandatory
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Registration process — VI

In the Company Categories tab you are able to tick any of the categories that apply to
your organisation.

Once you have completed the required information click on Register My Company (1).

s smventenrs somcotcsos
Company Categories

[ Micro Organisation (<10 Employees]

| Srnall Organisation (10-4% employees)

[] Madium-sizad Organisation {50-249 employ=as)
[ Large Organisation {250+ yees)

[ ] Black and Minority Ethnic Organisations [BME]
[ Companies Cwned or Managed by Women

[ Commaunity and Woluntary Organisations (CWO)
| Community Interest Comnpanies {CHC)

|| Social Enterprise Partnership

|| Social Enterprises [SE)

[ | Emvironmentally Frizndly suppliers [and products)
[ Fair Trede suppliars {and products)

[ | Ciwil Socisty Organisation (C50)

[ Enterprises

[ Mon-Gowernmental Organisation {NGO)

[ Mot Applicabla [NA)

Register My Comparmy
Kay: - Mzndatory 1
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Registration — VI

Once registration is complete, the system will then thank you for registering and inform you that
your details are being processed.

Registration Complete

Thank you for registering

Thank you for registering with the ICMPD electronic tendering web site.

Confirmation E-Mail

‘Your details are awaiting processing. and each contact will be sent an email to confirm their registration has been accepted.
These e-mails will contain the automatically system generated User |10, as well as a reminder of the e-mail address.

Upon receipt of the registration e-mail you will be able to login to your secure area of the web site.

Shortly after you will receive an email* with confirmation of your registration.

*Some systems may send a verification email containing a one-time entry security code. In such
cases the verification email will contain a secure link which may be used in conjunction with the
security code provided.
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Registration - VIIl Troubleshooting

Message

There has been a problem registering your companies details. The following may
already be registered to another company:

Primary Contact Email Address: The e-mail address for the primary point of contact is
already registered to another user within the system

Company Name: The name you hawve chosen is already registered, please contact the
following person for more details: DG Supplies - John Smith

If your company has already been registered by
another user or the system detects duplicate
information  from an existing account, then
you may receive an error message.

If this happens, there are two options available to
allow you to resolve this:

1.Contact the user specified against the organisation that is already registered and ask them to add you as an
additional user to the existing company account.

2.If the user registered against the account has left your organisation you can contact IMCPD directly
grants@icmpd.org or call us on +43 1 504 4677 0 to arrange for a guest user login and recovery of the



mailto:procurement@icmpd.org

>

<>ICMPD \
International Centre for
Migration Policy Development

Managing your Details — Company Details

If you need to update your organisation information you can do this by logging into the
system and navigating to the Company Details (1) section on the top menu bar.

F ro m h e re yo u ca n [ Grants Applications enders © Company Details © Help & Logout

edit/add information Company Detat

regarding the company, o [ [ —

contact details, company wy [ O T O T

documents and business compaane: | TetCompany 3 |

classifications. tterame: | |
Adiress ne2: K |
— [ estCiy |
Countysiste: | |
otz | 123 |
Country: | Austria v
123103 |
| |
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Account Locked Out - |

The system will only allow

N
for three bad login ('4,') ICM PD

International Centre for

attem ptS . Migration Policy Development

# Home & Supplier Guidance [2 Grants Applications [3 Tenders (# Register © Help

If you are unsure of the
paSSWOFd then the A Important Information

As one of our suppliers, we need to make sure you receive our email notifications. To ensure our emails reach your inbox please add our email domain @in-tendorganiser.co.uk to your safe

FO rgotten Details (1) b u tto n senders and check your spam filter settings. Thank you.

can be used to recover the

passwo rd via the email Welcome to the ICMPD electronic tendering process
address that you registered From this webste you can

* View a list of tenders/contracts/quotations.

Login
Email Address

a ga I n St . * View information on contracts that have already been awarded.

Password
* Expressinterestin a particular tender or quotation.

. * Receive tender and/or quotation documentation.
If the password is entered

* Safely return your tender or quotation documents.

i n CO r re Ct th ree * Send and receive correspondence. Forgotten

How do | get started? Details

. o
co n Sec ut I Ve tl m es t h e n * To browse the list of tenders and quotations select the Tenders option. If you are interested in any of those

listed, click the View Details button for further information and to express your interest. NOTE: Please be aware that failure to

1 id ct login infi tion th
yo u r a CCO u nt W l I | be Co m e ® To gain full access to this web site you must register your / organisation using the provide sorree e imorme o e

gi option. a times will result in your account being

| O C ke d O u t (2) * When your registration has been accepted, you will receive an email containing your Login Information. leze
.
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Account Locked Out - II

If you are locked out of your account then follow the on screen instructions to unlock your
account and reset your password. Clicking Unlock Account (3) will send an email with an
account recovery link.

Your account has been locked.

Welcome to the ICMPD electronic Logi N

From this web site you can Your account has been locked. To unlock your
account click the Unlock Account button below. ‘ Email Address ‘

» View alist of tenders/contracts/quotations.

« Viewinformation on contracts that have already

‘ Password ‘

» Expressinterestin a particular tender or guotatio

» Receive tender and/or quotation documentation. ]
Your account has been locked.

« Safely return your tender or quotation documents.

+ Send and receive correspondence.
Forgotten

Details

How do | get started?

When you receive the recovery email, please click the secure link which will take you to the access
password recovery screen.

Once you have unlocked your account, you can log into the system by clicking the Home link and
entering your updated login details.
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Call for Proposals Opportunities — |

There are two possible A
<>ICMPD

ways of taking partin a

International Centre for
Call for Pro posa Is on Migration Policy Development
the platiorm: . ‘
# Home & Supplier Guidance [2 Grants Applications [@ Tenders (# Register © Help
1. Browsing the list of Grants Applications
Ca I I fO r P rO p O S a I S Search . w Sort Title . w Sort Date documents can be requested until

un d er G rants ‘ W ICMPD Call for Proposals Dated ts can be requested until: 01 Oct 2021 17:00
L, (UTC +02:00) Central Europe Daylight Time
applications (1) and

The Call for Proposals Guidelines are available for download on the ICMPD homepage. All other relevant

eX p re SS | n g yO U r documents (annexes and contract templates) are available for download upon your registration and expression of
L interest.

. Description

I n te re St N Please be informed that in case of discrepancies between the Call for Proposals Guidelines and Annexes in

different languages, the English version shall prevail.

2. Direct invitation
from ICMPD.

Customer International Centre for Migration Policy Development (ICMPD)

E View Details

To view the details of a
Call for Proposals, click
on View details (2)
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The “1.Call for Proposals" for the MMD Ill — Grant Facility will be listed in the "Grant

Applications" tab.

MMD 1l - Grant Facility_1.Call for Proposals /MMD 111 Date documents can be requested until: 17 Jun 21:!241?:&}
- Mécanisme de subvention_1.Appel & propositions (UTC +02-00) Central European Daylight Time

Drescription

FARAD 1] - Grant Facility - 1. Call for Proposals

The Call fior Proposals Guidelines and all other relevant documents (annexes and contract templates] are available
fior doneenload upon your registration and expression of interest.

The sl fior Proposals Guidelines are also awvailable for dowmload on the ICRMPD homepage:
hitops:fevasnecicnpd.orgAesork-with-usgrantsscal I=-for-propossls

(The English wersion shall ahvways prevail in case of any discrepancy or inconsistency betwesn Englizh varsion and
its Fremch translation.)

“—Translation in French follows™~

FARAD 1] - MEcanizme de subvantion - 1. Appel & propositicns

Les directives de 'appel & propositions et tous les autres docurments pertinents (annexes et modéles de contrat)
sont disponibles au téléchargement aprés votre inscription et expression d'intérét.

Les directives de 'appel 4 propositions sont £gslemeant disponibles au t€léchargement sur la page d'accueil de
ICPMPDY : hitzpssifvmaneicmpdoorgiswork-with-usdrants/calls-for-proposals

(Lawerzion anglaize prévawdra toujours en cas ds divergence ou dincochirencs entre |a version anglaize et zs
traduction en frangsis.)

International Centre for Migration Policy Development [ICWPDY)
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Call for Proposals Opportunities — Il

To take part in the Call for Proposals opportunity click Express Interest (1)

Tender Clarifications (1)
[ Please note: All date & time fields are being displayed using {UTC +02:00) Central European Daylight Time ]
MMD 111 - Grant Facility_1.Call for Proposals /MMD 11l - Mécanisme de subvention_1.Appel a propositions =t
Title : BAMD 111 - Grant Facility_1.Call for Proposals /MRD 11 - Mécanisme de subvention_1_Appel 2 propasitions
Reference : ICMP V2024 1/ MMM DYGFAAL

MMAD 111 - Grant Facility - 1. Call for Proposals

The Call for Proposals Guidelines and all other relevant documents (annexes and contract templates) are available for
download upon your registration and expression of interest.

The Call for Proposals Guidelines are also available for download on the ICMPD homepage: httpsifwmwaicmpd.orgfwork-
with-us/grantscalls-for-proposals

({The English wersion shall shways prevail in case of any discrepancy or inconsistency between English version and its French
translation)

==*Translation in French follows==~
BARAD 111 - Mécanisme de subvention - 1. Appel 2 propositions

Description =
Les directives de I'appel 3 propositions et tous les autres documents pertinents (annexes et modeles de contrat) sont
disponibles su telechargement apres votre inscription et expression d'interat.

Les directives de I'appel 2 propositions sont €galement disponibles au téléchargement sur la page d'accueil de I'ICMPD
httos:Awwaer icmpd orgfwork-with-us/grants/calls-for-proposals

{La version anglaise prévaudra toujours en cas de divergence ou d'incohé€rence entre |2 wersion anglaise et sa traduction en

frangais.)

Customer : International Centre for Migration Policy Development (ICMPD)
Process: Grants Procedure

Directive: Grants Procedure

Procedure : Grants Procedure (Cpen Call For Proposals)

Express Interest

Note: If you are invited by ICMPD to take part in a restricted Call for Proposals, you should receive an
automated email alert containing the name of the Call for Proposals. You will need to login into the system
and access this project from the Grants Applications section.
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Call for Proposals Opportunities — Il

If you are not logged in or you have not registered on the platform yet, the system will prompt you to
Login (1) or Register (2) an account.

# Home & Supplier Guidance [3 Grants Applications [3) Tenders [ Register © Help

NOTE: To continue expressing interest in the tender please log into an existing
account or register a new one.

Login

| Email Address |

| Password |
Forgotten

Details

N |
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Call for Proposals Management — |

Once you expressed your interest, you can access the section “Call for Proposals” management that
contains all the required information for taking part in the Calls for Proposals.

Key Information:

Tender Management

(1) Current status of your

application (return)

(2) Correspondence

(3) Clarifications

(4) Time remaining

(5) Current time of the
Call for Proposals
time zone

Tendar Grant Applications ‘Correspandence (1} Clarifications {1) Histary

How To Attach & Submit Documents E E

= L1 |f any mandatory documents have besn requested, they will be shownin the My Tender Return section against a Red button

= 2 |f3 Questionnaire iz required to be completed, itwill be shown in Red 2nd marked Not Started in the My Tender Return z=ction. [t iz mandatory that any Questionnaire's
muest be completed.

= 3 Tozttach additional documents youwizh to submit as part of your tender return, click the Attach Documents button under the My Tender Return section (if 2vailable).
These will then zpgaar inthe My Tender Return section.
MOTE : Large files may take some time to upload.

= 4. 'Whenyou have completed all the above steps and are ready to submit your tender return, click the red Submit Return at the bottom of this page.

Tender Deadline Information

Tender Deadline: E | 17 Jun 2024 17:00:00 | (UTC +02:00] Central European Daylight Time
Local Tender Disadiina: | 17 1un202417:0000 |

Time Remaining : | 7 Weeks 3 Days 35 Minutes 14 Seconds

Tender Time: | 26 Apr 2024 16:24:43 | (UTC +02:000 Central European Daylight Time
Lozl Time: | 26Apr202416:24:43 |
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Call for Proposals Management — Il = Opt in

Key Information continued:

(6) Optin or Opt out the Call for Proposals

If you plan to apply for a specific Call for Proposals, you must «Opt in».

Confirmation of Your Involvement

Please ensure that you inform us of your decision to participate. To submit a response, you will be required to Optin.

Opt In- This will confirm to us of your involvement and your intention to submit a return.
Opt Qut- This will confirm to us that you are not submitting a return. You will be able to provide a reason as to your decision and have the option to cease any system-generated
communication. You will be able to opt back in at any point.
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Call for Proposals Management - lll - Download Documents

Key Information
(continued):

(7) Download:
Download the Call for
Proposals documents
(Guidelines, Annexes,
etc.)

Tender Documents Received - Main

MM 111_1.Call for Proposals_Guidelines for Applicants_EMN.pdf

MM 111_1.Cazll for Proposals_Guidelines for Applicants FR.pdf

MMD 1_1.CfP_Annex A _Concept Note Application
Form_EM.doox

MMD I_1.CfP_Annex A_Concept Note Application
Form_FR.doox

Annex_B_Legal Entity Form_EM.pdf

Annex-B_Legal Entity Form_EN & FR.pdf

MMD 1I_1.CfP_Annex C_Full Application_Form_EM.docx

MMD HI_L CFP_Annex C_Full Application Form_FR docx

Annex D Budget_Template EMxlsx

Annex D_Budget_FRadsx

Description

Call for Proposals Guidelines (EM)

Directives pour I'appel 2 propositions (FR)

Concept Note Application Form (EN)

Demande de Note Conceptuelle (FR)

Legal Entity Form (EMN)

Fiche Entite Legsle (Bilingue) / Legal Entity Form (Bilingual)

Full Application Form (EN)

Formulaire de Demande Compléte (FR}

Budget Template (EM)

Modéle de budget (FR)

o
B
H

(|
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Call for Proposals Management — IV — Upload Documents

KeyInformation continued: I et

(9) Upload document: Upload a st Concegt Nete Aggicasian Form Anrsie A<
Upload Document E

. e _— Formulzire De Mote Conceptuslle (Flease upbosd ias
S peCIfIC document* Annei 4 - Concept Note Applicatian Form signes PDF. /Veuillez téléchzrger 2n tant que POF

signé]

(10) Upload document: Upload a 1ot Concegt Nt Ao Form! e -

ge nera | d ocume nt * Annet A - Concept Mote Application Farm ﬁ;ﬁiﬁ:ﬂ;ﬁﬁ;ﬂiﬁﬁ:?ﬁd in Upload Document
WIORD]

AnnexB - Legal Entity Form/ Annexe B - Entité Légale
AnnexB - Legal Entity Farm (Flzaze upload 2= signed POF / Veuillez télécharger an Upload Document

* Optional items subject to Call for Proposals ot FDF s

The statutes or articles of associ ation of the Lead
Applicant, if any) of 2ach co-zpplicant (scanned and

Documents need to be uploaded in Supparting Document :IE:TPZD[Eﬁiﬁ:ﬂﬁﬂzzgx:ﬁmr[pgp Upload Document
to support your application and e

should be uploaded into the system : —

as indicated by ICMPD. Sda:tdm:umenlsywmshwmdt:;ZZ:::;trz;j;::I::::s;::;.eﬂﬂﬂdlDMmenlshuttunbd:rw.

NOTE : Document Placeholders have beenuploaded by the Procurement Department. Pleaze uplozd a document for each mandatory placshal der before making = return.

IIIIg
8

1

General documents (if option i
available) may be added When i Drag file here orclick 'Upload File' below.

l

I

3

clicking Upload File (10)

Note: Any red Upload Document (9) button indicates that the document is mandatory and you will not be
permitted tosubmityourapplication until the mandatory documents have beenuploaded.
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Call for Proposals Management — V — Submit Return

My Tender Return - Main Description

Annex 4 Concept Mote Application Form/ Annexe & -

- Formulairs De Nate Conceptuslle (Please ugload ias o
Annex A - Concept Note Application Farm signed PDF. Vauillez téléch entant que PDF Upload Document

Applicants are responsible for

Options
ensuring the. completeness of their e a"gn:‘;h%nﬁ%iﬁg;%? )
application, including all necessary Woro]
information and documents, prior P—— P o s St pF s s o

. . tant que POF zigné)
to SmeISSIon. ﬂ\e?mtuh&snrarﬁdﬁufassuda.tinnofﬂ'\emd
Once the «submit return» button is Suppering Documes S s st
principal, (lecas nt) de chague codema r
clicked for this call for proposals e
(ICMPD/2024/1/MMD/GF/AU)I no Select documents you wish to add to the My Tender Return section ing the Attach Dac ton below.
alterations or retrievals of the NOTE: Largfles antaesame tinsto poad

MOTE : Documant Placeholders have been uplazdad by the Procurement Departmant Please uplozd 2 document for 2ach mandatory placshalder before making 2 return.

application will be possible!

Submit My Return

‘When you have completed all the above steps and are ready to submit your tender return, click the Submit Return button.

Nate: You can onby make one return for this stage.

Submit Return
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Communication - Asking questions about a Call for Proposals

(Correspondence) |

Call for Proposal - D Corr ds Clarif i

Tender History

[ Please note: All date & time fields are being displayed using (UTC +02:00) Central Europe Daylight Time

Search Please note : The correspondence area is only to be used for tender based queries, the help ion for the

contact details.
Create Correspondence

Received

Sent "

Unread Create Correspondence Regarding...

Read

Showall. Stage: | None “ ‘ 2

Filter +
Subject:

Options ‘ ‘
Message:

View Correspondence

Attachment

Options

-There are currently no attachments for this correspondence -

Add Attachment

(1) Questions regarding a specific Call
for Proposalscan be sent to the buyer
from within the Correspondence tab of
the tender.

(2) Choose the stage “Call for
Proposals or Grant Applications”.

(3) A subjectand message can be
created.

(4) File attachmentsshouldonly be
addedifinstructed by ICMPD.

(5) When complete, the
correspondencemessage can be sentto
ICMPD using the Send button.
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Communication - Asking questions about a Call for Proposals (Receiving a
Correspondence) Il

When ICMPD sends you a correspondencemessage you will receive an automated email notification. The
correspondence message canbe accessedfromthree places (1, 2, 3).

* Tender Call for Proposals - Grant Cor Clarificati History
e l a I c M I D [ Please note: All date & time fields are being displayed using (UTC +02:00) Central Europe Daylight Time }

International Centre for

: Thy areais only to b tender queries, the ion for the technical
Migration Policy Develog Search contact details, }
I - R
# Home & Supplier Guidance & Messages [ Grants Applications 3 Tenders ';:c:"’ed
n
Unread . .
Read Subject: Successful Applicant
Show all.
Message: Congratulations ~
Welcome to the secure area of the web site Filter +
You currently have:
» 1 piece of unread correspondence Options
* Company Documents : 4

o 1expired/expiring document Create Correspondence Date: 20 May 2021 16:34 Direction: Message Received
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Communications - Clarifications issued by ICMPD

Clarifications may be published by ICMPD to inform all potential applicants of any material changes, missing
information, or responses to clarifications questions that may have beenreceived regarding the Call for Proposals.
If a clarification has been published then you will be notified via email and can access the new information
under the Clarification (1) tab within the Call for Proposals management area of the project.

(1) The clarifications tab will give access
to all clarifications issued for this Call for
Proposals. Select the required
clarification to view the information. A
paper clip icon indicates a file
attachment which can be accessed
through the ‘Attachments Tab’.

Note: The clarification area of the portal
is a one way messaging tool for ICMPD.
Any questions relating to the content of
a clarification should be made using the
correspondence function.

Tender

A

Call for Proposals - Grant

Ce Clarifications History

Search

| [ seoen |

Read
Unread
Show all..

Filter

5how| 10 v ‘entrl‘ﬁ Search:

Added & Title

20 May

2021 Clarification SBS 01

Showing 1to 10f 1 entries Previous Next
Clarification
Name: Clarification SBS 01
Description: Q: What is the minimum co funding rate? ~
A:50%.
v
Date: 20 May 2021 |
View Project
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Support

Help & Support (Technical
For technical queries relating to the use of this website, please contact support.

Email: support@in-tend.com

Help & Support (Contracting Authority/ICMPD

For queries relating to your company details, registration or any information
published through this website, please contact ICMPD at:

grants@icmpd.org



mailto:support@in-tend.com
mailto:grants@icmpd.org
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