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1. Preliminary information concerning the invitation to tender
Please see the Invitation letter for information about the Contract notice published in the OJ S.
This Invitation to Tender has been issued by the Publications Office of the European Union, who will sign the contract and monitor its implementation. However, the contract might be used by other European Institutions or Bodies.
1.1. Presentation of the Publications Office

The Publications Office of the European Union, hereinafter referred to as “the Publications Office”, (2, rue Mercier, 2985 Luxembourg, LUXEMBURG) is the publishing house of the European institutions in the broadest sense, responsible for producing and distributing, on all media and by all means, all the publications of the European Union. The Publications Office, whose current organisation and operation are laid down by Decision 2009/496/EC, Euratom (Official Journal of the European Union, L 168, 30.06.2009, p. 41-47), is managed by a Management Committee in which each institution is represented by its Secretary-General. The Publications Office is administratively attached to the European Commission. More information can be found on the Publications Office website: http://publications.europa.eu.

As a publisher, the Publications Office has a duty to offer the highest quality service to its customers – the originating departments of the institutions and other bodies of the European Union and to its public – the people of the European Union and those throughout the world who are interested in European affairs. In the field of new technologies, the Publications Office must place itself in the forefront of the publishing profession.

Under the provisions of the Treaty of the European Union the publication of certain titles, such as the Official Journal of the European Union or the General Report on the Activities of the European Union, is a legal obligation. 

Useful web sites

	Publications Office
	http://publications.europa.eu

	EU Bookshop: the Union's online bookshop
	http://bookshop.europa.eu

	EUROVOC: multilingual thesaurus
	http://eurovoc.europa.eu

	CORDIS: Community R&D Information Service
	http://cordis.europa.eu

	Eur-Lex: the gateway to European Union law
	http://eur-lex.europa.eu

	WHOISWHO: inter-institutional directory of the European Union
	http://europa.eu/whoiswho/whoiswho.html

	TED: supplement to the Official Journal of the European Union
	http://ted.europa.eu

	SIMAP: EU-information for public procurement
	http://simap.europa.eu

	Other useful links
	http://europa.eu/geninfo/info/index_en.htm


1.2. Nature of the contract

The contract is a multiple framework service contract with the title: 

"AO 10455 – Provision of the graphic design services".
The tender consists of two (2) lots.

Lot 1 shall be a multiple framework contract "à façon" with the title:

"Graphic design for paper and electronic media including logos and visual identity style guides".
As exact implementing conditions, quantities and/or delivery times cannot be indicated in advance, the Commission intends to conclude a framework contract, which shall establish the basic terms for a series of order forms or specific contracts (hereafter collectively referred to as "orders") to be issued or concluded over its duration. The Framework contracts do not give rise to any direct obligation on the part of the Commission; it is only their implementation through orders that is binding on the part of the Commission. 
The framework contract shall be concluded in the form of separate but identical contracts with eight economical operators at most provided that there are enough economic operators who are not excluded (checked in the first stage of assessment), who satisfy the selection criteria (second stage of  assessment) and satisfy the award criteria (third stage of assessment).

Once the bids have been evaluated, an alphabetical list will be drawn up for lot 1 of the eight (8) tenderers who have submitted the economically most advantageous bids.
Before an order is placed, estimates will be drawn up by the Publications Office for each of the contractors eligible to be awarded the order for the lot in question. These estimates will be calculated using the relevant items in the price schedules for the tasks in question.

If this contractor is unavailable, for reasons which do not involve terminating the contract, the order will be submitted to the contractor offering the lowest bid among the remaining contractors, and so on. For more detailed arrangements, please see Article I.4 of the contract.
Lot 2 shall be a multiple framework contract with reopening the competition with the title:

Illustrations for comic projects or drafting comic projects

As exact implementing conditions, quantities and/or delivery times cannot be indicated in advance, the Commission intends to conclude a framework contract, which shall establish the basic terms for reopening of the competition leading to the signature of the specific contracts (issuing of the order forms) with the successful tenderer. The Framework contracts do not give rise to any direct obligation on the part of the Commission, it is only their implementation through specific contract is binding on the part of the Commission. 

The framework contract will be concluded separately, but under identical terms, with no more than eight (8) economic operators, provided that there are enough economic operators who are not excluded (checked in the first stage of assessment), who satisfy the selection criteria (second stage of  assessment) and satisfy the award criteria (third stage of assessment).

After the evaluation of tenders the successful tenders will be ranked in alphabetical order with a view to establishing the list of contractors to which the invitation to specific tender will be sent. 
The contract will be concluded in English or French. All follow-up communication related to the contract and its implementation will be done in the language of the contract.
The invitation to tender contains two (2) lots; tenderers can bid for just one lot or both lots. 

The estimated volume of the contract(s) is 1 (one) million euro over a period of its maximal duration of 4 (four) years, divided into the following amounts per lot: 

· lot 1 : 700 000 euro;

· lot 2 : 300 000 euro.

Other additional services related to the scope of the Contract for lot 1 but not listed in the point 4 may be required and will be the subject of specific requests. If the need for other additional services arises during the execution of the project, the provisions of Article I.4 of the Framework Contract and other rules concerning payment and contract implementation apply by analogy.
The value of additional services per lot may not exceed the value of 10% (ten per cent) of the value of services foreseen per lot. It will be calculated automatically (see Estimation form).
1.3. Subject and background of the contract
The subject of the call for tenders is:

LOT 1:
Graphic design of dummies/templates, supply of colour proofs, production of PowerPoint/Flash or similar presentations, graphic design of logos and visual style guides
The purpose of this lot is the provision of creative services in the field of graphic design for paper and electronic media. The contractors shall be requested to develop several types of dummies or/and templates, to supply colour proofs, to produce PowerPoint/Flash  or similar presentations , to design a logo(s) and visual identity style guides for the communications needs of institutions, agencies or other bodies of the European Union. 

The contractors will NOT be requested to perform any programming, only design services will be considered.

The Publications Office places particular importance on the graphical and artistic presentation of publications and other means of communication.

For this reason, tenderers must prove their creativity and capacity of high quality execution within the conditions set out.

LOT 2:
 Provision of illustrations for comic projects and/or drafting a comic project

The purpose of this lot is to provide original illustrations for the communications needs of the institutions, agencies or other bodies of the European Union. The projects may vary from one simple illustration to the whole comic projects. Some projects may require provision of texts for comic (if not provided by the Commission).

Due to individual character and great variety among the projects, the usage of this lot will each time require reopening of the competition.
For more details on the tasks to be performed, see chapter 4 (Technical Specifications).

1.4. Starting date of the contract and duration of the tasks/contract

The contract is foreseen to be signed in January 2013.

The contract shall enter into force on the date on which it is signed by the last contracting party. The initial duration of the contract shall be twelve (12) months. The Contract shall be renewed automatically up to three (3) times, each time for twelve (12) months, under the same conditions, unless written notification to the contrary is sent by one of the contracting parties by registered mail and received by the other not later than six (6) months before its expiry.

1.5. Price

· Prices must be all inclusive and expressed in euro. For tenderers in countries which are not part of the euro zone, the price quoted may not be revised in line with exchange rate movements; 

· Prices shall be fixed and can not be altered. Prices can only be revised according to Article I.3 of the contract. Please note that the price revision is conditional to a request which must be put in place at the latest three (3) months before the anniversary date of the entry into force of the contract. In case of a justified and timely request, the revised prices shall enter into force on the anniversary date of the entry into force of the contract. 

· The Publications Office shall reimburse the expenses which are directly connected with execution of the tasks according to Article I.3.4 of the draft contract. 

For details on how to present the financial tender in the price schedule and estimation form, see point 2.8.1.

1.6. Terms of payment

Payments shall be made in accordance with Article I.4 of the contract.
1.7. Financial Guarantees

Not applicable.
1.8. Place of performance

The place of performance of the tasks shall be the contractor's premises or any other place indicated in the tender, with the exception of the premises of the Publications Office. However, meetings between the Publications Office and the Contractor may be held on the premises of the Publications Office or on the premises of the  EU Institutions in Luxembourg, or in Brussels. The meetings may also be organised as video conferences.
1.9. General terms and conditions for the submission of tenders

Participation in the tendering procedure is open on equal terms to all natural and legal persons coming within the scope of the treaties and to all natural and legal persons in a third country which has a special agreement with the European Union in the field of public procurement on the conditions laid down in that agreement. 

Submission of a tender implies that the tenderer accepts all the terms and conditions set out in the Invitation Letter, in these Specifications (including the annexes) and in the draft contract and waives all other terms of business. Submission of a tender binds the tenderer to whom the contract is awarded during performance of the contract.

Once the Publications Office has accepted the tender, it shall become the property of the Publications Office and the Publications Office shall treat it confidentially. 

The Publications Office shall not reimburse any costs incurred in preparing and submitting tenders.
The Protocol on the Privileges and Immunities or, where appropriate, the Vienna Convention of 24 April 1963 on Consular Relations shall apply to this Invitation to Tender.

1.10. Planned and foreseeable developments for the duration of the contract

The Publications Office reserves the right to request changes to the work to be performed, and in particular the addition of all tasks which may prove necessary for the production of the deliverable(s) foreseen.

Such changes may correspond in particular to the introduction of new official languages of the European Union, new manuscript formats for processing or publications to be delivered and changes in the Publications Office' style guide or the Inter-institutional style guide.
1.11. Visit to the premises
Not applicable.
1.12. Date and place of opening of the tenders

Tenders will be opened at 10.00 (local time in Luxembourg - CET/CEST) on 19/12/2012 at the following location:
	Publications Office of the European Union

2, rue Mercier

2985 Luxemburg

LUXEMBURG


An authorised representative of each tenderer may attend the opening of the tenders. Companies wishing to attend are requested to notify their intention by sending a fax or e-mail at least 24 hours in advance to the address below. This notification must be signed by an authorised representative of the tenderer and specify the name of the person who will attend the opening of the tenders on the tenderer's behalf.
	Fax +352 2929-42672

E-mail: opoce-appels-offres@publications.europa.eu


2. The tender and the evaluation

2.1. Assessment and award of contract

The assessment of tenderers and tenders will take place in three main stages:

The aims of each of these stages are:

· to check, in the first stage (exclusion criteria), whether tenderers can take part in the tendering procedure and, where applicable, be awarded the contract;

· to check, in the second stage (selection criteria), the economic and financial capacity and the technical and professional capacity of each tenderer who has passed the first stage;

· to assess, on the basis of the award criteria, each tender which has passed the first and second stages.

The assessment procedure may end with the award of the contract.

The assessment will be based on the tenders. Concerning the exclusion and selection criteria, the Publications Office reserves the right to request additional evidence in relation to the tender submitted for clarification or verification purposes within a time-limit stipulated in its request. All the information will be assessed against the criteria specified in this chapter.

Please note that concerning the award criteria, the Publications Office can contact the tenderer only if clarification is required or if obvious clerical errors must be corrected. This contact can only lead to clarification of points already mentioned in the tender and may not lead to an alteration of the terms of the tender. Only the tenders meeting the requirements of a stage will pass on to the next stage of the assessment.

2.2. Form and content of the tender 

Tenders must be clear and concise and assembled in a coherent fashion (e.g. bound or stapled, etc.). The tenderer is also asked to provide a completed list indicating where to find the required documents (Annex 5). If the tender is divided into different files, it is advised to make a table of contents in each file. 

Since tenderers will be judged on the content of their written tenders, the tenders must clearly show how the tenderers are able to meet the requirements of the Specifications.

Information on the general requirements and on how to submit the tender is provided in the Invitation Letter. 

Please pay attention to the fact, that the tender shall be signed by a person or persons who is/are entitled to represent the economic operator in accordance with its articles of association and/ or extract from the commercial register, or by a person(s) who received power of attorney to do so from this/these person(s) who is/are . The documents showing that the person is entitled to represent the economic operator must be submitted as explained in point 2.4. 

The same rule is applicable to the person(s) designated to sign the contract.

Tenderers' attention is drawn to the fact that any total or partial omission of information for which one or more legal entities involved in the tender are responsible may lead the Publications Office to exclude the tender from the rest of the procedure.

2.3. Structure of the tender

All tenders must be presented in five sections:

Section One: administrative information

Section Two: exclusion criteria

Section Three: selection criteria

Section Four: award criteria - technical tender

Section Five: award criteria - financial tender

Sections One to Four on the one hand and Section Five on the other hand must be submitted in two separate sealed envelopes, which together are placed in double sealed envelopes as described in the Invitation Letter. Each inner envelope must clearly indicate its contents (“technical” or “financial”). 

Please observe that all documentation has to be provided on paper in triplicate (original and two copies), in recto-verso where possible. CDs or similar medium that are part of the tender must also be provided in triplicate.

In addition, for Section Four, the tenderers shall also include in triplicate a CD in a searchable format which contains the technical offer. In case of discrepancy between the paper version and the electronic file, the paper version will take precedence.

If the tender is submitted for more than one lot, a specific file (dossier) for each particular lot shall be submitted as well as a separate file (dossier) with documents common to both lots.

The documents common to both lots are as follows:

· a duly signed cover letter (point 2.4);

· a form for identification of the tenderer (point 2.4);

· a financial Identification Form (point 2.4);

· a legal Entity Form (including documents mentioned there) (point 2.4);

· a declaration on grounds for exclusion (including documents mentioned there)
 (point 2.5);

· a documents concerning the economic and financial capacity (point 2.6.1.1).

The documents to be submitted separately for each lot are as follows:

· the documents relating to the professional and technical capacity; 

· the documents related to the technical award phase.

Please note that the special requirements covered in chapter 3 relating to joint offers, subcontracting and freelancing have to be fulfilled (if applicable and separately for each lot).
2.4. Section one: administrative information 

In the First Section, the tenderer must provide the following:

· A duly signed cover letter, including name, address, fax number and e-mail address of the contact person responsible for submission of the tender as well as information on the lot(s) for which the tender is submitted:

· the completed form for identification of the tenderer, as provided in Annex 3, including the following information:

· the tenderer's name and/or business name;

· a clear description of the tenderer's legal form;

· the tenderer's trade-register entry number and VAT number and;

· the address of the tenderer's registered office and, where available, the internet address; 

· the names of the legal representatives (directors, etc) of the tenderer, authorised to sign contracts with third parties, and to sign the tender as well;

· information concerning the bank account;
· the name, address, telephone number, fax number and e-mail address of the contact persons for administrative matters and for technical matters; 

· a signed declaration confirming the validity of the tender.

· a financial identification form filled in and signed by an authorised representative of the tenderer, stamped by the bank and signed by a bank representative. If you attach the copy of a recent bank statement, the stamp and signature of the bank's representative is not needed. A standard form is provided in Annex 2A and a specific form for each Member State is available at the following internet address:

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 

· the "Legal Entity" form, to be signed by a representative of the tenderer authorised to sign contracts with third parties. There is one form for individuals, one for private entities and one for public entities. A model is provided in Annex 2B. Specific forms in each Member State language are available at: 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 
The Legal Entity Form must be supported by the following documents in order to prove the administrative information of the tenderer:

For private entities:

· a proof of registration, as prescribed in their country of establishment, on one of the professional or trade registers or any other official document showing the registration number;

· if the above documents do not show the VAT number, a copy of the VAT registration document, where applicable; 

· a legible copy of the notice of appointment of the persons authorised to represent the tenderer in dealings with third parties and in legal proceedings, if it is not included in the abovementioned documents, or a copy of the publication of such appointment if the legislation which applies to the legal entity concerned requires such publication. If they are necessary in order to show the authorisation to represent the tenderer, the instrument of incorporation or constitution of the legal entity and/or a copy of the statutes have to be submitted. If the person(s) signing the tender or the person designated to sign the contract is/are entitled to represent the economic operator by a Power of Attorney from the above mentioned authorised persons, the Power of Attorney must also be submitted;

For individuals:

· a legible copy of his or her identity card or passport must be produced;

· where applicable, a proof of registration, as prescribed in the individual's country of establishment, on one of the professional or trade registers or any other official document showing the registration number;

· if the above documents do not show the VAT number, a copy of the VAT registration document, where applicable.

For Public Entities:

· a copy of the resolution decree, law, or decision establishing the entity in question or failing that, any other official document attesting to the establishment of the entity;

· the names and functions of the legal representatives (directors, etc) of the tenderer, authorised to sign contracts with third parties (a copy of the appointment of the persons authorised to represent the tenderer must be produced);

· if the public entity has completed a VAT registration number in the Legal Entity Form, an official document showing the VAT number.

2.5. Section two: exclusion criteria

2.5.1. Documents relating to the exclusion criteria

In Section Two, the tenderer(s) must provide the declaration on grounds for exclusion (Annex 6) and the following related certificates or documents:

· a recent extract from the ‘judicial record’ or equivalent as evidence that they are not in one of the situations listed in paragraph (a), (b) or (e) of point 2.5.2, or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that these requirements have been met;

· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of social security contributions or equivalent;

· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of taxes or equivalent.

Where no such documents or certificates are issued in the country concerned, they may be replaced by a sworn or failing that a solemn statement made by the tenderer before a judicial or administrative authority, a notary or a qualified professional body in his country of origin or provenance.

2.5.2. Grounds for exclusion

In accordance with Article 93 of the Financial Regulation No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities (OJ L 248/1 of 16 September 2002, as amended), tenderers shall be excluded from the selection and award procedures if they:

a) 
are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations; or

b) 
have been convicted of an offence concerning their professional conduct by a judgment which has the force of res judicata; or

c) 
have been guilty of grave professional misconduct proven by any means which the contracting authorities can justify; or

d) 
have not fulfilled their obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which they are established, or with those of the country of the contracting authority or those of the country where the contract is to be performed; or

e) 
have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Union's financial interests; or

f) 
are currently subject to an administrative penalty referred to in Article 96(1) of the Financial Regulation (Council Regulation N° 1605/2002 of 25/06/2002, as amended).

In addition, contracts may not, according to Article 94 of the Financial Regulation, be awarded to tenderers who, during the procurement procedure:

g) 
are subject to a conflict of interest; 

h) 
are guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the contract procedure or fail to supply this information.

The Publications Office reserves the right to check the above information.

2.5.3. Administrative and financial penalties

The tenderers should also be aware of the following points:

· According to Article 95 of the Financial Regulation No 1605/2002 (OJ L 248, page 1 of 16.9.2002, as amended) a central database shall be set up and operated by the Commission in compliance with European Union rules on the protection of personal data. The database shall contain details of candidates and tenderers which are in one of the situations referred to in point 2.5.2 above and candidates and tenderers which have been excluded from the contracts or grants financed by the budget of the European Union. 

· According to Article 96 of the Financial Regulation No 1605/2002 (OJ L 248, page 1 of 16.9.2002, as amended), administrative or financial penalties may be imposed by the Commission on tenderers who are in the situation described in point 2.5.2 (h) above or who have been declared to be in serious breach of their obligations under contracts covered by the budget of the European Union after they have been given the opportunity to present their observations.

These penalties may consist:

a)
in the exclusion of the tenderer or contractor concerned from contracts and grants financed by the budget of the European Union, for a maximum period of ten years; 

b)
in the payment of financial penalties by the tenderer or contractor up to the value of the contract in question. 

The penalties imposed will be in proportion to the importance of the contract and the seriousness of the misconduct.

The details of those penalties are laid down in Article 133a of the Implementing rules to the Financial Regulation, Commission Regulation No 2342/2002 of 23 December 2002 laying down detailed rules for the implementation of Council Regulation (EC, Euratom) No 1605/2002 on the Financial Regulation applicable to the general budget of the European Communities.

2.6. Section three: selection criteria 

Selection of the tenderer suitable for attribution of the contract will be based on an assessment of the tenderer’s:

· economic and financial capacity and 

· technical and professional capacity. 

A tenderer may, where appropriate, rely on the capacities of other entities, regardless of the legal nature of the links which it has with them. In that case, it must prove to the contracting authority that it will have at its disposal the resources necessary for performance of the contract, for example by producing an undertaking on the part of those entities to place those resources at its disposal.

2.6.1. Economic and financial capacity of the tenderer 

2.6.1.1. Documents to provide concerning the economic and financial capacity

Section Three must include in its first part, the information on the financial and economic capacity of the tenderer. The tenderer shall provide an Economic and financial capacity questionnaire
 (see: Annex 7), including the requested supporting documents:

· Balance sheet for the years 2011-10;
· Profit and loss account for the years 2011-10.
2.6.1.2. Evaluation of the financial and economic capacity
The tenderers’ financial and economic capacity including its financial health will be evaluated on the basis of the above mentioned documents which the tenderers have to submit according to point 2.6.1.1.

The minimum level of the turnover is the following: the amount representing the estimated volume of the contract for one year of both lots concerned (awarded to the tenderer) must not exceed 60% of the annual overall turnover carried out by the tenderer over the last year, or 60% of the average annual turnover carried out by the tenderer over the past two years. For the estimated volume of the contract for four years see the Specifications, point 1.2.

2.6.2. Technical and professional capacity of the tenderer 

2.6.2.1. Documents to provide concerning the technical and professional capacity of the tenderer

In order to evaluate its technical and professional capacity, the tenderer has to provide the following documents:
1. Short description of the tenderer´s economic activity (maximum of 5 A4-pages, font Times New Roman, size 12) including its activities with regard to the scope of the call for tenders
.

2. Technical questionnaire on selection criteria (1/4) concerning the tenderer´s staff, 

For lot 1:

· CVs of five (5) graphic designers, of which a minimum of three (3) must be permanent members of staff of the tenderer and two (2) may be freelancers/subcontractors; at least one (1) of these five (5) graphic designers must be a multimedia designer;
· CVs of three (3) prepress operators, of which a minimum of one (1) must be permanent member of staff of the tenderer and two (2) may be freelancers/subcontractors.

For lot 2:

· CVs of two (2) illustrators, both of whom may be a freelancer/subcontractor;

· CV of one (1) story writer, who can be a freelancer/subcontractor.

3. Technical questionnaire on selection criteria (2/4) concerning the languages
The proof of the ability to work in at least 5 official languages of the European Union, including German, English and French, must be provided; the tenderers  shall also show how they would handle work in the remaining EU languages, those of the accession countries and other major world languages such as Russian, Chinese, Japanese, Arabic, etc. ….

4. Technical questionnaire on selection criteria (3/4) where the tenderers must give a full description of its software and operating systems including:
· Number of work stations;

· Scanner, image or text processing system and DTP;

· Ability to create and process electronic files, for instance Postscript, Adobe InDesign (or equivalent), PDF, TIFF, PNG, EPUB (or similar);
5. Technical questionnaire on selection criteria (4/4) concerning the availability of electronic communication links (e-mail, FTP, or other systems);
6. Set of the example projects

For lot 1:

Five (5) examples of paper projects (the sample must include a logo and a graphical style guide examples) and three (3) examples of multimedia projects, which have been carried out for other clients;

For lot 2:


Three (3) examples of comic projects.


Common requirements concerning the sample projects:

· Full references (name of client, the duration of the project, the total costs and whether clients were from the public or private sector);
· A written technical description of each project including whether a graphical style guide was followed or not (if applicable);

· Maximum 5 pages per example.

By submitting a tender, each legal entity involved therein accepts the possibility of a check being carried out by the Publications Office on its technical capacities, professional background of the staff to be involved in the implementation of the contract and, if necessary, on its research facilities and quality control measures.

Tenderers' attention is drawn to the fact that any total or partial omission of information for which one or more legal entities involved in the tender are responsible may lead the Publications Office to exclude the tender from the rest of the procedure.

In addition, all tenderers are informed that they may be asked to prove that they are authorised to perform the contract under national law, as evidenced by inclusion in a professional or trade register or a sworn declaration or certificate, membership of a specific organisation, express authorisation, or entry in the VAT register.

2.6.2.2. Evaluation of the technical and professional capacity

The technical and professional capacity will be judged on the basis of the tenderer’s expertise relevant to the required services in particular with regard to the tenderer's know-how and experience. 

Please note that only the CVs which are accepted by the evaluation committee can be used in the execution of the contract in the case of services which are provided on a times and means bases. The contractor will be informed which CVs have been accepted together with notification of the results of the tender.
Requirements concerning CVs:

The proposed persons shall fulfil requirements concerning: (i) education, (ii) knowledge and skills, (iii) experience and (iv) languages as specified in the corresponding profile definition (see Annex 10).
2.7. Section four: Award criteria 

The contract will be awarded to the tenderer who submits the most economically advantageous tender on the basis of the criteria set out below and calculated as described in point 2.10, which takes into consideration both the technical tender (point 2.8) and the financial tender (point 2.9).

The award criteria have the purpose to choose between the tenders which have been submitted by tenderers not subject to exclusion and which meet the selection criteria. 
2.7.1. Documents to provide concerning the technical award criteria  

This part has to contain the documents showing the merits of the bid, to make it possible to evaluate the technical award criteria (Annex 12).

For lot 1

· A document of maximum 10 pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) presenting the tenderer's approach to the production process proposed for carrying out the services covered by this invitation to tender including a description of the quality control process.

· A proposal/example for each of the following three projects (as defined in Annex 12):

-
Project No. 1    "Cooperation" leaflet.

-
Project No. 2 "Banner promoting the Comenius Programme for the improving of the    languages learning"
-
Project No. 3
"Logo for the European MEDIA Film Festival"

· A document of maximum 10 pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) presenting the tenderer's approach to the measures for meeting deadlines, including deadlines for the urgent and parallel projects 
For lot 2
· A document of maximum 10 pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) presenting the tenderer's approach to the production process proposed for carrying out the services covered by this invitation to tender including a description of the quality control process.

· A proposal/example for each of the following two projects (as defined in Annex 12):

-
Project No. 1    "A comic strip titled "Who stole Granma jam? 
-
Project No. 2 
"A comic strip titled "Harry vs. Harry"
· A document of maximum 10 pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) presenting the tenderer's approach to the measures for meeting deadlines, including deadlines for the urgent and parallel projects 
Where a submitted document, including its table of content, figures, graphs, examples, annexes, and all other additional information, exceeds the maximum limits as set out above, only the first number of pages requested will be evaluated.
2.7.2. Evaluation of the technical award criteria

The technical award criteria are intended to assess the quality of the tenders based on the proposal of the tenderer. The criteria concerning the ability or capacity of the tenderers such as previous experience, professional education and references, which are taken into account for the evaluation of the selection criteria will not be taken into account for the evaluation of the award criteria. The technical evaluation will be based on the following criteria:

For Lot 1:
	No
	Technical award criteria
	Weighting (maximum points)
	Threshold

	1.
	Quality of the production process proposed for carrying out the services covered by this invitation to tender including a description of the quality control process 
	25
	12,5

	2.
	· Project 1 "Cooperation" leaflet
· Project 2 "Banner promoting the Comenius Programme for the improving of the languages learning
· Project 3 "Logo for the European MEDIA Film Festival"
The projects will be evaluated according to the following criteria:

· Capacity of the tenderer to take initiative always respecting the client; 

· Their originality;

· Their creativity;

· Their pertinence for the subject matter they are designed to represent;

· The harmony of all elements;

· The strength of the message ;
· The comprehension of the message.

 
	60 / 20 per project
	30

	3.
	Proposed measures for meeting deadlines, including deadlines for the urgent and parallel projects 

	15
	7,5

	Total number of points
	100
	


For Lot 2:

	No
	Technical award criteria
	Weighting (maximum points)
	Threshold 

	1.
	Quality of the production process proposed for carrying out the services covered by this invitation to tender including a description of the quality control process 
	25
	12,5

	2.
	· Project 1 "A comic strip titled "Who stole Granma jam? (as defined in Annex 12)
· Project No. 2 
"A comic strip titled "Harry vs. Harry"
The projects will be evaluated according to the following criteria:

· Capacity of the tenderer to take initiative always respecting the client; 

· Their originality;

· Their creativity;

· Their pertinence for the subject matter they are designed to represent;

· The harmony of all elements;

· The strength of the message ;
· The comprehension of the message.
	60 / 30 per project
	30

	3.
	Proposed measures for meeting deadlines, including deadlines for the urgent and parallel projects 

	15
	7,5

	Total number of points
	100
	


The result of the technical evaluation is the sum of the number of points obtained as a result of the evaluation of each criterion. Only those tenders which are awarded at least half the points for each criterion and a total score of at least 65 points will be considered for the award of the contract. 

Since assessment of the tenders will focus on the quality of the proposed services, tenderers should elaborate on all of the points addressed by these Specifications in order to score as many points as possible. The mere repetition of mandatory requirements as set out in these Specifications, without going into details, will only result in a very low score. 
The tenderer’s attention is drawn to the fact that the documents presented should reflect real practice and not intentions or theoretical reflections. "Copy & paste" from the specifications in this call for tender will not be taken into account. 

If a tenderer’s proposal goes beyond the minimum requirements described in the Technical Specifications, such a proposal shall be binding during the execution of the contract if it is awarded to that tenderer.

2.7.3. Award criteria for specific tenders (lot 2)
The technical award criteria for the Specific Tenders will be as follows:
	
	Technical award criteria for specific tenders
	Maximum number of points to be awarded
	Threshold

	1
	Quality and relevance of the Tenderer's technical proposal for the Specific Tender 
	75
	37.5

	2
	Creativity of the proposed solutions
	25
	12.5

	
	Totals
	100
	65


The result of the technical evaluation will be the sum of the number of points obtained as a result of the evaluation of each criterion. Only those bids which will be awarded at least half the points for each criterion and at least 65 points for the total will be admitted to the assessment of the financial award criteria. Only those offers that will have passed the previous stages will be considered for this final evaluation. The contract will be awarded to the tenderer with the best-value-for-money bid. The weightings of quality and price may differ from the weighting set for the present call for tender. 

The results of the evaluation of the present call for tenders will not be used for the calculation of the best-value-for-money of the specific tenders. 

2.8. Section five: award criteria – financial tender

2.8.1. Documents to provide relating to the financial award criteria

For the financial tender, the tenderer must use the annexed price schedule and estimation form. 

The financial tender must fulfil the following requirements:

· prices must be expressed in euro;

· prices should be expressed to a maximum of [2] decimal places;
· prices should be quoted free of all duties, taxes and other charges, i.e. also free of VAT, as the European Union is exempt from such charges in the Member States under Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European Union of 8 April 1965 (OJ C 83 of 30 March 2010). Exemption is granted to the Commission by the governments of the Member States, either through refunds upon presentation of documentary evidence or by direct exemption.

For those countries where national legislation provides an exemption by means of a reimbursement, the amount of VAT is to be shown separately. In case of doubt about the applicable VAT system, it is the tenderer's responsibility to contact his or her national authorities to clarify the way in which the European Union is exempt from VAT.

The following must be taken into consideration when completing the price schedule and estimation form. 

· the price schedule (Annex 1) must include the name of the firm and each page must be duly completed and signed by one of the duly authorised representatives of the company. No amendments to the price schedule will be permitted and a full reply must be given to each question.

If no answer is given, the response will be assumed to be negative. Any omission or amendment to the original price schedule may cause the tender to be considered null and void.

· the estimation form (Annex 1) must be duly completed and signed. The content must be based on the unit prices given in the price schedule and the price schedule will take precedence over the estimation form if there is any discrepancy between them. However, the estimation form is intended as a rough guide only and may not be cited in the event of litigation, only the work actually carried out is to be invoiced, on the basis of the unit prices given in the price schedule.

The price schedule and the estimation form shall also be provided electronically on a CD as excel files. The CD will be provided in triplicate. In the case of a discrepancy between the paper version and the electronic file, the paper version will take precedence.
2.8.2. Evaluation of the financial award criteria

During this phase the financial offer will be verified for fulfilment of the requirements. 

2.9. Section five: award criteria – final evaluation

Only those tenders that have passed the previous stages will be considered for this final evaluation.

For both lots: The contract will be awarded to the eight tenderers (per lot) with the most economically advantageous tender. The tenders will be ranked in an alphabetical order. 

In order to identify the tender presenting the best value for money, quality will be given a weighting of 60 % and price will be given a weighting of 40 % in accordance with the following formula, using only data from tenders that have reached the final evaluation stage:

	R=
	(60x
	   Q
	)  +  (40x
	Pmin
	)

	
	
	Qmax
	
	   P
	


where: 

	R
	stands for value for money

	Q
	stands for quality score for the tender in question

	Qmax
	stands for quality score for the tender obtaining the highest quality mark in given lot 

	Pmin
	stands for the Grand Total in the estimation form for the lowest tender for the given lot

	P
	stands for the Grand Total in the estimation form of the tender in question


2.10. Information for tenderers

The Publications Office will inform tenderers of decisions reached concerning the award of the contract, including the grounds for any decision not to award a contract or to recommence the procedure.

If a written request is received, the Publications Office will inform all rejected tenderers of the reasons for their rejection and all tenderers submitting an admissible tender of the characteristics and relative advantages of the selected tender and the name of the successful tenderer.

However, certain information may be withheld where its release would impede law enforcement or otherwise be contrary to the public interest, or would prejudice the legitimate commercial interests of economic operators, public or private, or might prejudice fair competition between them.

2.11. Award of the contract

The procurement procedure is concluded by a contract signed by the parties, or by a decision not to conclude a contract.

After the period of validity of the tender has expired, conclusion of the contract shall be subject to the tenderer’s agreement in writing.

. 

3. Joint offers, subcontracting and freelancing

This point only applies for tenders involving joint tenders or subcontracting. If this is not the case, please continue to the next chapter (4. Technical Specifications). 

3.1. Making a tender in collaboration with other companies

Where a tender involves several legal entities, they may choose between:

· making a joint offer, in which case all the economic operators must be considered as partners and, if theirs is the successful tender, as contractors (in this case, one of the partner's must be put forward as co-ordinator to manage the contract); and

· making a tender in the name of only one tenderer, who is then the sole contractor if the tender is successful, the other legal entities being considered as subcontractors or freelancers.

Whichever type of tender is chosen (joint offer or tender in the name of one tenderer), the partners must stipulate the role, qualifications and experience of each legal entity and, where relevant, the monitoring arrangements that exist between them.

3.1.1. Joint offer

Partners in a joint offer assume joint and several liability towards the Publications Office for the performance of the contract as a whole. Statements saying, for instance:

· that one of the partners of the joint offer will be responsible for part of the contract and another one for the rest, or

· that more than one contract should be signed if the joint tender is successful,

are thus incompatible with the principle of joint and several liability. 

The Publications Office will disregard any such statement contained in a joint tender, and reserves the right to reject such tenders without further evaluation on the grounds that they do not comply with the tendering Specifications. 

In the case of a joint offer, one of the partners of the joint offer (co-ordinator) should be given power of attorney to represent the other parties to sign and administrate the contract. 

If the joint tender is selected the, partners may be required to adopt a given legal form after they have been awarded the contract if this change is necessary for proper performance of the contract.

It is not allowed for a tenderer who tenders alone or as part of a consortium, to tender again for the same lot, alone or as part of a consortium.

3.1.2. Subcontracting and freelancing

If certain tasks provided for in the contract are entrusted to subcontractors or freelancers, the contractor retains full liability towards the Publications Office for performance of the contract as a whole. Accordingly:

· the Publications Office will treat all contractual matters (e.g. payment) exclusively with the contractor, whether or not the tasks are performed by a subcontractor or freelancer;

· under no circumstances can the contractor avoid liability towards the Publications Office on the grounds that the subcontractor or freelancer is at fault.

In the case of multiple framework contracts: it is forbidden for a tenderer, who tenders alone or as part of a consortium, to act as subcontractor for another tenderer or consortium [tendering for the same lot]. These tenders will thus be excluded from participation by the Publications Office.
Tenderers must inform the subcontractor(s) and freelancers that Article II.20 of the contract will be applied to them. Once the contract has been signed, Article II.6 of the above-mentioned service contract shall govern the subcontracting and freelancing. During execution of the contract, the contractor will need the Publications Office’s express authorisation to replace a subcontractor or freelancer with another and/or to subcontract or freelance tasks for which subcontracting and/or freelancing was not envisaged in the original tender.

3.2. Documents to submit – joint offer

In the case of a joint offer, the following documents must be provided:

Section one: administrative information

1. 
A declaration based on the model agreement on the “Power of Attorney” attached in Annex 2C, signed by the legal representatives of all the partners of the joint offer including the:

· recognition of joint and several liability by all the partners of the joint offer for the performance of the contract;

· power of attorney for one of the partners of the joint offer (co-ordinator) to represent the other parties to sign and administrate the contract. 

2. 
If the partners of the joint offer have already set up a consortium or similar entity to that end, they should state this in their tender, together with any other relevant information and connected documentation.

3. 
The questionnaire for joint offers, subcontracting and freelancing(Annex 4) must be provided signed by a legal representative of the co-ordinator.

4.
The form for identification (Annex 3) of the tenderer must be provided by each partner of the joint offer.

5.
The "legal entity" form (Annex 2B) for each partner of the joint offer with all the abovementioned supporting documents as specified in point 2.4.

Only the co-ordinator must return the financial identification form.

Section two: exclusion criteria

6.
Each partner of the joint offer must fill in and return the declaration on grounds for exclusion (Annex 6) and provide the supporting documents as specified above in point 2.5.

Section three: selection criteria 

7.
Each of the partners of the joint offer must provide an Economic and financial capacity questionnaire (see: Annex 7), including the requested supporting documents.
The documents concerning the professional and technical capacity have to be completed once for all the partners of a joint offer, but it must be indicated to which partner the described capacities belong. 

Sections Four and Five: award criteria 

The documents relating to the award criteria shall be provided once by the co-ordinator representing the consortium.

3.3. Documents to submit – subcontracting and freelancing

If the tender envisages subcontracting or freelancing, it must include the following. 

Section one: administrative

1.
the questionnaire for joint tenders, subcontracting and freelancing provided in Annex 4, signed by a legal representative of the tenderer. The second and third page of this questionnaire must be provided once for each subcontractor / freelancer, including the following information:

· the reasons for subcontracting/freelancing;

· the roles, activities and responsibilities of each subcontractor and freelancer, and

· the volume / proportion for each subcontractor/freelancer;

2. a letter of intent by each subcontractor and freelancer stating its intention to collaborate with the tenderer if the contract is awarded to him.

Section two: exclusion criteria

3.
subcontractors/freelancers must provide the duly signed declaration on grounds for exclusion (Annex 6). Where, in a tender, the value of the subcontracting/freelancing which is to be executed by a subcontractor/freelancer is equal to or exceeds 20% of the value of the contract, the subcontractor must provide all the supporting documents to the declaration as specified in point 2.5. Where those services represent less than 20% of the contract, the subcontractor/freelancer shall not be required to provide the supporting evidence. The Publications Office, however, reserves the right, to request the evidence if considered necessary.

Section three: selection criteria

4.
Where, in a tender, the value of the subcontracting which is to be executed by a subcontractor/freelancer is equal to or exceeds 20% of the value of the contract, the subcontractor/freelancer must provide the documents related to the economic and financial capacity as specified in point 2.6. Where those services represent less than 20%, the subcontractor/freelancer does not have to provide the documents related to the economic and financial capacity. 

5.
However, in case the tenderer relies on the capacities of subcontractors/freelancers for fulfilling the selection criteria as indicated in the questionnaire for joint tenders and subcontracting (Annex 4) the documents related to the professional and technical capacity as defined in point as defined in point 2.6.2.1 shall be provided.

Sections four and five: award criteria

The documents relating to the award criteria shall be provided only by the tenderer.

3.4. Evaluation of the tenders in case of joint offers or subcontracting/freelancing

3.4.1. Exclusion criteria

The exclusion criteria will be assessed in relation to each tenderer; subcontractor or freelancer individually. 

3.4.2. Selection criteria

Joint offer

If several tenderers are involved in the tender as partners of a joint offer, each of them must prove that they have the required economic and financial capacity. However if the criteria are to be achieved above a certain level, a consolidated assessment shall be made.

The selection criteria concerning the technical and professional capacity will be assessed in relation to the group as a whole.

Subcontracting and freelancing

The selection criteria concerning the economic and financial capacity will be assessed in relation to the tenderer and each proposed subcontractor/freelancer individually if the Publications Office finds it necessary due to the role of the subcontractor/freelancer and the volume of the subcontracting/freelancing. However if the criteria are to be achieved above a certain level, a consolidated assessment shall be made to the extent that the subcontractor/freelancer puts its resources at the disposal of the tenderer for the performance of the contract. 

The selection criteria concerning the technical and professional capacity will be assessed in relation to each proposed subcontractor/freelancer only as regards the subcontracted/freelanced services.
Only in the case where the tenderer intends to rely on capacities from the subcontractor in order to fulfil the selection criteria, as indicated in the questionnaire for joint offers, subcontracting and freelancing (Annex 4), the selection criteria for technical and professional capacity will be assessed in relation to the combined capacities of the tenderer and the subcontractor as a whole, to the extent that the subcontractor/freelancer puts its resources at the disposal of the tenderer for the performance of the contract.

3.4.3. Award criteria

The evaluation (award) criteria will be assessed in relation to the tender as a whole.

4. Technical specifications
The scope of this call for tenders is provision of the graphic design services

Graphic design for paper and electronic media including logos and visual identity style guides (lot 1)
Illustrations for comic projects or drafting a comic project (lot 2)

4.1. Description of Lot 1


4.1.1. Estimated amount of work

For the estimated amount of work see the Estimation Form.


4.1.2. Services to be provided

(S1) Graphic design of dummies/templates for paper publications and electronic media including provision of photos
(S2) Supply of colour proofs
(S3) Production of PowerPoint, Flash or similar presentations
(S4) Graphic design of logos
(S5) Visual identity style guides

4.1.2.1. Graphic design of dummies/templates for paper publications and electronic media including provision of photos

This service comprises the design and delivery of a dummy/template conveying graphically the content supplied by the EU Institution.

The requested service may be limited to the delivery of a template that will then be used to finalise the production or, in case of paper publications, it may continue with the layout of the whole publication in one or several linguistic versions.
As regards the dummies, the request can cover:

· Design of the basic idea: graphic design;

· Image search, selection and supply (photos, graphs, drawings);

· Production of draft covers and specimen pages (dummies/templates), which contain the different styles, title values and graphical elements that can be found in the manuscript;

· Dummies for electronic publications such as electronic newsletters or EPUBs with some functionalities.
If the EU institution considerably changes its initial request, i.e. the content to be depicted, the modified briefing shall be considered to be a completely new piece of work and shall result in the preparation and issuing of a new order.
4.1.2.1.1. Deliverables

There are ten types of dummy/template that the Contractor may be asked to deliver:
· Dummy/Template type 1:
Paper publication - cover (front, back cover);
· Dummy/Template type 2:
Paper publication - text page only;
· Dummy/Template type 3:
Paper publication - Text page + illustration(s)/photos or graphical chart(s) or table(s);

· Dummy/Template type 4:
Paper publication - complex page comprising text, illustrations, drawings, maps, graphic charts and tables;
· Dummy/Template type 5:
Packaging (label, inlay, leaflet) for CD-ROMs or DVD-ROMs;

· Dummy/Template type 6:
Poster;

· Dummy/Template type 7:
Banner for the websites;

· Dummy/Template type 8:
Electronic newsletter - Text page illustration(s)/photos or graphical chart(s) or table(s);
· Dummy/Template type 9: 
Electronic newsletter - complex page comprising text, illustrations, drawings, maps, graphic charts and tables;
· Dummy/Template type 10: 
EPUB file (only creative aspect, no CSS required)
The templates must be creatively original, but, if required, they must also respect any relevant graphical style guide or other given instructions.

The proofs shall be delivered in PDF format. In principle, the final deliverables shall be delivered in InDesign. If necessary and directly stated in the request, they may be delivered in Adobe Illustrator or Adobe Photoshop.

4.1.2.1.2. Price

The price shall be fixed per dummy/template page and include the production of two (2) proposals in the format requested and two (2) sets of proofs to take on board any modifications/corrections requested by the EU institution. 
The price includes the delivery of the dummy/template in the file format indicated in the request with all links included. 

4.1.2.1.3. Photos or other images
General principle: Royalty-free products are recommended.

The dummy may be finalised with photos or images. The chief function of these images will be to depict the identified content in a straightforward and focused manner. They must be capable of arousing the interest of the reader/end-user. Creative abilities are essential prerequisites for achieving a quality result. 
The needs of the EU institution for photos or other images will be specified in a request prepared by the EU institution and sent to the Contractor. 
The EU institution may impose a photo or other image of its own choice. In that case, the EU institution will be responsible for the rights acquisition of the rights and the copyright formula.

The briefing note (sent together with the order form) will mention the exact rights required for the photos or images (i.e. number of printed copies, publication on the Internet, reproduction authorised within the context of the product subject to acknowledgement of the source, etc.).
Upon request, the Contractor shall provide the EU institution with photos or images for inclusion in publications – paper or electronic format (e.g.: PDF, EPUB) – to be disseminated in all editions, forms and media, and in any language. The photos will never be requested/ordered separately, but only if they are needed as part of the dummy. The Contractor shall deliver the proposal of photos together with a first proof of the mock-up/dummy. 

The Contractor has to search for, identify and propose three (3) photos (or other images) for each one requested; the price of each photo or image proposed must be included. Subsequently the EU institution makes a choice. Only after the acceptance of the photo/image and its price by the EU institution, the photo/image can be ordered by a complementary order form.
N.B.:
The EU institution has no obligation to 
choose 
one (1) of the proposed photos or other images. 
The Contractor will provide copies of the invoices for obtaining the above-mentioned rights. The Contractor will invoice the Publications Office for an equal amount to which he was invoiced plus a fixed price for searching/proposing the photos or other images. The fixed price will be invoiced only if the photo or other image has been chosen for the publication. Failure to provide the copies of invoices for obtaining the rights will exclude any rights of the contractor to invoice the Publications Office for this part of the work.

4.1.2.2. Supply of colour proofs

This service comprises the production and supply of colour proofs, with colour control strip, only for pages including colour Cromalin, Iris proof, Kodak Approval or equivalent with colour control strip.
The Contractor must supply one set each of the first and second proofs. These proofs shall be sent to the Publications Office.

The price shall be fixed per page.
4.1.2.3. Production of PowerPoint, Flash or similar presentations

This service comprises: design and production of presentations, i.e. creation of an illustration to be combined with text supplied by the author department, including delivery of the end product in the form of a PowerPoint, Flash, interactive PDF, or similar file.
The price shall be fixed per page for a PowerPoint and PDF and per 5 seconds of Flash presentation.
4.1.2.4. Graphic design of logos

This service comprises the creation of a logo for the EU institution.

The logo must be finalised in:

· Black and white, positive and negative;

· Four (4)-colour (CMYK), positive and negative;

· PMS, positive and negative.
and in all the linguistic versions requested.

The files delivered for each logo must include the following versions:

· Vectorial (.ai);

· JPEG in high resolution and high quality;

· GIF;

· png.
The price will cover the whole process of creation, including the presentation of three (3) initial proposals and the delivery of final files of the logo chosen by the EU institution as well as a manual describing the application of the logo.

4.1.2.5. Visual identity style guides

A Visual identity style guide is a set of standards for design and writing of documents, either for general use or for a specific publication for the EU institution.

The creation of a Visual identity style guide may include the incorporation of a logo.

The Contractor must create a coherent identity, which will facilitate the identification of the EU institution. The Style guide must be harmonious and attractive and satisfy the EU institution.

The Visual identity style guide must be delivered both on paper and in electronic format.

The number of paper copies should be a maximum of 25.

The Contractor should deliver the Visual identity style guide in the following electronic format:

· A PDF/X (press-optimised) file with all necessary elements (crop marks, bleed, embedded fonts etc.) for immediate processing and printing. The standard will be ISO 15930. 
· A web-optimised PDF/A file. Cutting lines must be masked on this version, links must be activated and bookmarks and destinations be introduced. Where there is an index, it shall use interactive links to the corresponding part of the text. Images shall have a resolution of 72 dpi.;

· InDesign or equivalent with all the links.

In principle, three (3) different types of Visual identity style guides are foreseen:
· Simple (the lists hereby are only indicatives, and will not be limited to what described): 

· A series of publications; 

· An event for which, for example, an invitation, a stand, and a leaflet are needed;
· A campaign with the supply of a visual for advertisements, postcards, banners.
· Medium: 

· a larger event with roll-ups, invitations, block notes, etc.;
· a promotional campaign with the supply of a visual for advertisements, postcards, banners; posters, flyers, PowerPoints, etc.
· Complex - the whole branding for an EU institution: 

· Reports (in A4, B5 and A5 formats cover and text); 

· Brochures (in A4, B5 and A5 formats cover and text); 

· Leaflets; 

· Flyers; 

· Posters; 

· Folders; 

· CD/DVD (packaging and labels); 

· Newsletters; 

· Internet banners; 

· Splash pages; 

· Internet homepages; 

· Exhibition stand; 

· Gadgets 

· Letterheads; 

· Envelopes; 

· Business cards; 

· Compliment cards; 

· Bloc notes; 

· Electronic signatures for e-mail; 

· Press releases; 

· Advertising; 

· PowerPoint, Flash or similar presentations; 

· Etc. 

A detailed set of requirements for each Visual identity style guide as well as its level of complexity will be described in the briefing note. 
The price will cover the whole process of creation, including the presentation of two (2) initial proposals and the final files of the Visual identity style guides. The manual should include examples of how it is to be applied.

4.1.3. Execution of the contract




4.1.3.1. Introduction 

The execution of the contract will be based on order forms, for more details see article I.4. of the Contract.

A briefing note will be sent together with the order form and will contain the information concerning the file format of the dummy / template with all links included.

The Publications Office will nominate a production officer assisted by a graphic designer to manage each project and to act as the intermediary between the Contractor and the EU Institution.

The Contractor will nominate a contact person who will coordinate the project.



4.1.3.2. Deadlines and mode of delivery

	Dummy/Template
	Proof to be received by the Publications Office on the fifth working day after receipt of all the production components. Upon agreement and depending on the urgency of certain projects, this deadline may be shorter.

	Delivery of final electronic files 

(services 2 – 5)
	Three working days after receipt of the "passed for press" order.

	Delivery of files for CTP process:
	Three working days after receipt of the "passed for press" order.

	Delivery of PDF or other files for loading onto the website or other media:
	Three working days after receipt of the "passed for press" order.

	Deadlines indicated might change and be agreed individually by the Publications Office, depending on the complexity and urgency of the work involved, also for cases not covered.


All the electronic deliverables shall be delivered via e-mail or via FTP or on DVD - to be agreed upon with the Publications Office.
The colour proofs and the printed copies of the Visual identity style guides will be delivered to the address indicated in the order.



4.1.3.3. Acceptance and Quality

All deliverables that are produced during the process of completing the task as well as the final, definitive version must be sent to the Publications Office for acceptance. 
The criteria for the acceptance of the graphic design projects will be: originality; creativity; pertinence for the subject matter they are designed to represent; harmony of all elements; strength of the message and comprehension of the message.
Furthermore, the deliverable will not be accepted in case of an incomplete file, missing pages or elements.
If no error or any non-fulfilled criteria are notified to the contractor within ten (10) working days after delivery, the delivery is considered to have been accepted. Delivery must be accompanied by a message to the Publications Office’s production coordinator as well as to other addressees – if those are notified by the Publications Office – informing them of the delivery.
If the deliverable is not accepted by the Publications Office due to an insufficient quality, the contractor shall deliver an improved version within five (5) working days. 




4.1.3.4. Liquidated damages

If the quality requirements or the deadlines are not respected, the Publications Office may apply liquidated damages as defined in article I.12 of the draft contract.




4.1.3.5. Working languages
The working languages of the contract shall be English and/or French.

4.1.3.6. Meetings
If required, the contractor shall participate in technical meetings (face-to-face, via telephone or videoconference) that may be organized on an ad-hoc basis. 

The contractor will be responsible for preparing all related documents, as well as the agenda and the minutes. The contractor shall propose an agenda at least three (3) working days ahead of each meeting, which the Publications Office may comment. The contractor shall draft and send out meeting minutes within three (3) working days following the meeting, which the Publications Office will comment within three (3) working days following their receipt. In case of non-acceptance, the contractor shall send out corrected meeting minutes within three (3) working days. All comments made by the Publications Office must be taken into account.
The costs of the above mentioned meetings are to be included in the unit prices provided in the price schedule.





4.1.3.7. Copyright

Unless otherwise specified in the briefing note or order form, provisions of article I.9 of the Contract do apply.




4.1.3.8. Relaunch of the tendering procedure for additional services
In the event of services connected to but not included in those in the price schedule in the Framework Contract, or if the condition for the execution of the tasks were to be different, the Publications Office may relaunch the competitive tendering procedure by inviting contractors in accordance with Article I.4 of the draft contract. The Publications Office will ask by email all the contractors to submit a financial bid based on the description of the services required. The contractors shall have five (5) working days to draw up their financial bids, unless a different period is specified. The order will be awarded to the contractor who, while complying with the technical requirements, submits the lowest bid in the relaunched tendering procedure.
The value of additional services within the relaunching of the competition may not exceed the value of 10% (ten per cent) of the total value of services foreseen in Estimation form. It will be calculated automatically (see Estimation form).
4.2. Description of lot 2


4.2.1. Estimated amount of work

For the estimated amount of work see the Estimation Form.


4.2.2. Description of the tasks

Under lot 2 the Contractor may be requested to provide illustrations for a comic or draft a comic which represents both - illustrations and an accompanying text.


4.2.3. Reopening of the competition

Implementation of the lot 2 will be based on Specific tenders (see: point 1.2 of the Specifications), which will be evaluated in accordance with point 2.7.3 of the Specifications.

Invitation to submit a specific tender will contain detailed information on the illustrations to be provided or the comic to be drafted.


4.2.4. Implementation of the Specific Contracts

Unless otherwise specified in the invitation to submit specific tender, provisions of 4.1.3.3-4.1.3.7. do apply.

Annexes

Forms

1
price schedule and estimation form
2A
financial identification form

2B
legal entity form

2C
agreement /power of attorney, model 1 and model 2

3
form for identification of the tenderer

4
questionnaire for joint tenders and subcontracting

5
list of documents 

6
declaration on the grounds for exclusion

7.
Economic and financial capacity questionnaire

8
CV summary

9
CV form

10
CV description

11
Technical questionnaire regarding the selection criteria

12
Technical questionnaire regarding the award criteria

Annex 1
Price Schedule and Estimation Form

The price schedules and estimation are to be downloaded from the following address: http://publications.europa.eu/tenders/our/documents/ao_10455
To submit an offer, the tenderer must:

· complete electronically the price schedule the estimation form will be calculated automatically;

· verify and print each page of the price schedule and of the estimation form on paper;

· duly date, sign and stamp each page;

· copy the complete file onto CD accompanying the paper version of the offer.

Both the paper version and CD are to be submitted in triplicate.

In case of discrepancies between the paper version and the electronic version the paper version will prevail.

.

annex 2A
financial identification form 

Model financial identification form

(to be completed by the tenderer and his or her financial institution)

	The tenderer's attention is drawn to the fact that this document is a model, and a specific form for each Member State is available at the following Internet address:

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 
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Annex 2B
"legal entity" form 

Model legal entity form

(to be completed and signed by the tenderer)

	The tenderer's attention is drawn to the fact that this document is a model, and a specific form for each Member State is available at the following Internet address:

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 
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Annex 2C
Agreement / Power of attorney

Agreement / Power of attorney

Model 1

(designating one of the companies of the consortium as leader and Giving a mandate to it)

We the undersigned: 

– 
Signatory 1 (Name, Function, Company, Registered address, VAT number) 

– 
Signatory 2 (Name, Function, Company, Registered address, VAT number) 

– 
….. 

–
Signatory N (Name, Function, Company, Registered address, VAT number), 

Each of them having the legal capacity required to act on behalf of his/her company, 

HEREBY AGREE AS FOLLOWS: 

(1)
The European Commission has awarded Contract No …. (« the contract ») to Company 1, Company 2, …, Company N (« the Group Members »), based on the joint offer submitted by them on … ….. for the supply of ….. and/or the provision of services for … (« the Supplies and/or the Services »). 

(2)
As co-signatories of the contract, all the Group Members: 

(a)
Shall be jointly and severally liable towards the European Commission for the performance of the contract. 

(b)
Shall comply with the terms and conditions of the contract and ensure the proper execution of their respective share of the Supplies and/or the Services. 

(3)
To this effect, the Group Members designate Company X as Group Leader. [N.B.: The Group Leader has to be one of the Group Members] 

(4)
Payments by the European Commission related to the Supplies or the Services shall be made through the Group Leader’s bank account, [to be specified in the contract.] or [Provide details on bank, address, account number, etc.]. 

(5)
The Group Members grant to the Group Leader all the necessary powers to act on their behalf in connection with the Supplies and/or the Services. This mandate involves in particular the following tasks: 

(a)
The Group Leader shall sign any contractual documents - including the contract, Specific Agreements and Amendments thereto - and issue any invoices related to the Supplies or the Services on behalf of the Group Members. 

(b)
The Group Leader shall act as single point of contact for the European Commission in connection with the Supplies and/or the Services to be provided under the contract. It shall co-ordinate the provision of the Supplies and/or the Services by the Group Members to the European Commission, and shall see to a proper administration of the contract. 

Any modification to the present agreement / power of attorney shall be subject to the European Commission’s express approval. 

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Commission in connection with the Supplies and/or the Services to be provided under the contract have ceased to exist. The parties cannot terminate it before that date without the Commission’s consent. 

Signed in ………. on ……….. ……… 

Name 






Name 

Function 





Function 

Company 





Company 

Name 






Name 

Function 





Function 

Company 





Company 

Agreement / Power of attorney

Model 2

(creating the group as a separate entity, appointing a consortium manager and giving a mandate to him/her)

We the undersigned: 

–
Signatory 1 (Name, Function, Company, Registered address, VAT number) 

–
Signatory 2 (Name, Function, Company, Registered address, VAT number) 

–
….. 

–
Signatory N (Name, Function, Company, Registered address, VAT number), 

 each of them having the legal capacity required to act on behalf of his/her company, 

HEREBY AGREE AS FOLLOWS: 

(1)
The European Commission has awarded the contract No …. (« the contract ») to Company 1, Company 2, …, Company N (« the Group Members »), based on the joint offer submitted by them on … ….. for the supply of ….. and/or the provision of services for … (« the Supplies and/or the Services »). 

(2)
As co-signatories of the contract, all the Group Members: 

(a)
Shall be jointly and severally liable towards the European Commission for the performance of the contract. 

(b)
Shall comply with the terms and conditions of the contract and ensure the proper execution of their respective share of the Supplies and/or the Services. 

(3)
To this effect, the Group Members have set up under the laws of ……. the Group ….. (« the Group »). The Group has the legal form of a .….. [Provide details on registration of the Group: VAT number, Trade register, etc.]. 

(4)
Payments by the European Commission related to the Supplies or the Services shall be made through the Group’s bank account, [to be specified in the contract.] or . [Provide details on bank, address, account number, etc.]. 

(5)
The Group Members appoint Mr./Ms ……. as Group Manager. 

(6)
The Group Members grant to the Group Manager all the necessary powers to act alone on their behalf in connection with the Supplies and/or the Services. This mandate involves in particular the following tasks: 

(a)
The Group Manager shall sign any contractual documents —including the contract, Specific Agreements and Amendments thereto— and issue any invoices related to the Supplies or the Services on behalf of the Group Members. 

(b)
The Group Manager shall act as a single point of contact for the European Commission in connection with the Supplies and/or the Services to be provided under the contract. He/she shall co-ordinate the provision of the Supplies and/or the Services by the Group Members to the European Commission, and shall see to a proper administration of the contract. Any modification to the present agreement / power of attorney shall be subject to the European Commission’s express approval. 

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Commission in connection with the Supplies and/or the Services to be provided under the contract have ceased to exist. The parties cannot terminate it before that date without the Commission’s consent. 

Signed in ……….. on ……….. ……… 

Name






Name 

Function 





Function 

Company 





Company 

Name 






Name 

Function 





Function 

Company 





Company 

 Annex 3
Form for identification of the tenderer 
Identification of the tenderer

(to be completed)

acting in the capacity of:

· member of consortium (specify role ……………………………)

members of a consortium, which are not the leader, only have to fill in the first paragraph – identity, a contact person and the last paragraph – declaration 

· single tenderer

Information to be included in the contract in case of award

	Identity
	Answer

	Official name of tenderer in full
	

	Official legal form
	

	Country of registration
	

	Statutory registration number
	

	VAT registration number 
	

	Official address of tenderer in full 
	

	(Internet address – if applicable)
	

	Person(s) designated to sign the contract – name in full and function. Please indicate if the person(s) are authorised to sign alone or together*
	


	Bank account

The information should be consistent with the financial identification form in Annex 2A
	Answer

	Name of bank
	

	Address of branch in full
	

	Exact designation of account holder
	

	Full account number including codes
	

	IBAN code
	

	BIC code
	


	Contact person

For administrative matters
	Answer

	Name in full and title
	

	Function
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	


	Contact person

for technical matters
	Answer

	Name in full and title
	

	Function
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	


	Contact details

for invitations to submit specific tender
	Answer

	Name in full and title (if applicable)
	

	Function (if applicable)
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	


	Language of contract
	English
(
French

(


Declaration by an authorised representative*

	I, the undersigned, certify that the information given in this tender is correct, that I accept the conditions set out in the Invitation Letter, the Tender Specifications and the draft contract and that the tender is valid

	Name in full and title
	

	Function/Position (e.g. “manager”)
	

	DATE/

SIGNATURE
	


* The tender must include documents proving that the person(s) designated to sign the contract as well as the person(s) signing the tender are authorised to do so. 

Annex 4
Questionnaire for joint offers, subcontracting and freelancing

This questionnaire only has to be completed if your tender involves a joint offer or subcontracting.

Joint offer

1. 
Does your tender involve more than one tenderer?

Yes

No

The questions No 2 – 4 shall be answered only if the answer is affirmative. 

2. 
Please fill in the name of the company having power of attorney for the consortium and acting as a leader:

3. 
Please fill in the names of the other companies taking part in the joint offer:

4. If a consortium or similar entity exists, please fill in the name and the legal status of the entity:

Subcontracting/freelancing

5. 
Does your tender involve subcontracting?

Yes

No

If the answer is yes, please complete question number 6., and the next two page once for each subcontractor. 

6. 
List of subcontractors/freelancers:

  …….….……………………………….…

  …….….……………………………….…

  …….….………………………………….

  ……….………………………………..…

  …….….……………………………….…

Reasons, roles, activities and responsibilities of subcontractors/freelancers

Please complete this page once for each subcontractor/freelancer: 

Name of the subcontractor/freelancer:

…….….……………………………….………………………………………..

Official legal form: 

…….….……………………………….………………………………………..

Country of registration: 

…….….……………………………….………………………………………..

Statutory registration number:

…….….……………………………….………………………………………..

(Internet address, if applicable): 

…….….……………………………….………………………………………..

Official address in full: 

…….….……………………………….………………………………………..

Contact person: 

…….….……………………………….………………………………………..

Telephone number: 

…….….……………………………….………………………………………..

Reasons for subcontracting/freelancing:

…….….……………………………….………………………………………..

Role, activities and responsibilities of the subcontractor/freelancer:

…….….……………………………….………………………………………..

The volume or the proportion of the subcontracting/freelancer:

…….….……………………………….………………………………………..

Do you intend to rely on capacities from the subcontractor/freelancer in order to fulfil the selection criteria? If yes, specify which selection criterion – financial and economic capacity or technical and professional capacity – and be aware that the tenderer must provide the documents which make it possible to assess the selection criteria to the extent that the subcontractor/freelancer puts its resources at the disposal of the tenderer. 

…….….……………………………….………………………………………..

Experience of the subcontractor/freelancer with regards to the tasks to be subcontracted

Please complete this page once for each subcontractor/freelancer: 

…….….……………………………….………………………………………..

Annex 5
List of documents 

	
	DOCUMENT
	Annex to the specifi-cations
	Place in the tender

	Section one: administrative information 

	*
	Duly signed cover letter (to be provided)
	---
	

	*
	List of documents (this document to be  completed)
	7
	

	*
	Financial identification form (to be completed)
	2A
	

	*
	Legal "entity form" (to be completed) with supporting documents as described in point 2.4 (to be provided):

· Proof of registration number and of VAT number

· Documents showing that the person(s) signing the tender and designated to sign the contract are entitled to do so
	2B
	

	*
	Form for identification of the tenderer (to be completed)
	3
	

	*
	Questionnaire for joint offers, subcontracting and freelancing

(if applicable, to be completed)
	4
	

	*
	If it is a joint offer, a declaration (Agreement/Power of Attorney) signed by legal representatives of all the partners of the joint offer:

· recognising joint and several liability for all the partners of the joint offer for the performance of the contract,

· giving one of the partners of the joint offer (co-ordinator) power of attorney to represent the other parties to sign and administrate the contract,
	2C
	

	*
	If subcontracting/freelancing is involved in the tender, a letter of intent by each subcontractor/freelancer stating its intention to collaborate with the tenderer if the contract is awarded to him 
(to be provided)
	---
	

	Section Two: Documents relating to the exclusion criteria

	*
	Declaration on grounds for exclusion (to be completed) with the following supporting documents  provided:

· a recent extract from the ‘judicial record’ or equivalent

· a recent certificate of having fulfilled obligations relating to the payment of social security contributions or equivalent

· a recent certificate of having fulfilled obligations relating to the payment of taxes or equivalent
	6
	

	Section three:  selection criteria

	a) financial and economic capacity

	*
	Economic and financial capacity questionnaire
(to be completed) and accompanying documents (to be provided) 
	7
	

	b) technical and professional capacity

	*
	Short description of the tenderer's economic activity

(to be provided) 
	---
	

	*
	Technical questionnaire (to be completed)
	11
	

	*
	CV summary (to be completed)
	8
	

	*
	CV-Forms (to be completed)
	9
	

	Section four: technical award criteria

	*
	Document presenting tenderer's approach to the production process (to be provided)
	---
	

	*
	Set of projects (lot 1 – 3, lot 2 – 2) ((to be provided)
	---
	

	*
	Document presenting the measures to meet the deadlines
 (to be provided)
	---
	

	Section five: financial award criteria

	*
	Price schedule (to be completed)
	1
	

	*
	Estimation form (to be completed)
	1
	


Annex 6
Declaration on the grounds for exclusion

	DECLARATION


1. 
Pursuant to Council Regulation (EC, Euratom) No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities (OJ L 248/1 of 16 September 2002, as amended), I, the undersigned, declare on my honour that the following grounds for disqualification do not apply to the company or organisation which I represent, or to me (if the tenderer/subcontractor/freelancer is a natural person):

(a)
being bankrupt or being wound up, having one's affairs administered by the courts, having entered into an arrangement with creditors, having suspended business activities, being the subject of proceedings concerning those matters, or being in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

(b)
having been convicted of an offence concerning professional conduct by a judgement which has the force of res judicata;

(c)
being guilty of grave professional misconduct proven by any means which the contracting authority can justify;

(d)
not having fulfilled my obligations relating to the payment of social security contributions or my obligations relating to the payment of taxes in accordance with the legal provisions of the country of establishment or with those of the country of the contracting authority or those of the country where the Contract is to be performed;

(e)
having been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Union's financial interests;

(f)
being subject of the administrative penalty for being guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the procurement procedure or for failing to supply an information, or for being declared to be in serious breach of his obligation under contracts covered by the budget.

For (d), the applicant must submit, recent certificates issued by the competent authority of the country concerned showing that his or her situation is in order. 

The Commission will accept as sufficient evidence that none of the cases quoted in (a), (b) or (e) applies to the tenderer, upon production of a recent extract from the "judicial record" or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that the requirements have been met.

Where the country concerned does not issue documents or certificates of the kind required above, they may be replaced by a sworn, or failing this, a solemn statement, made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in the country of origin or providence.

2.
Pursuant to Council Regulation (EC, Euratom) No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities, published in Official Journal No L 248 of 16 September 2002, as amended, I declare on my honour that:

· neither the company or organisation that I represent nor any member of its staff or of its board or any of its directors is placed in a situation of conflict of interests for the purposes of this tendering procedure;

· I will inform the Commission, without delay, if any situation of conflict of interests or that may lead to a conflict of interests arises;

· I have not been guilty of misrepresentation in supplying the information required by the awarding authority as a condition of participation in the contract procedure or failed to supply this information;

· the information given to the Commission for the purposes of this tendering procedure are accurate, honest and complete.

The Commission reserves the right to check this information.

Done at ....................................................., on ..................................................









  Signature:



Name of the signatory(ies) of this form (representative(s) legally authorised to represent the tenderer vis-à-vis third parties and acting on behalf of the aforementioned company or organisation)

…………………………………………………………………………………….

Name of the company/organisation represented (if applicable):

…………………………………………………………………………………….

Legal address:

……

Annex 7
Economic and financial capacity questionnaire

	
	2011
	2010

	Total turnover
	
	

	******

	Total assets / liabilities 
	
	

	Fixed assets
	
	

	· Intangible assets
	
	

	· Tangible assets
	
	

	· Financial assets
	
	

	Current assets
	
	

	· Debtors / debts due within one year
	
	

	· Debtors / debts due after one year
	
	

	· Cash (bank & hand)
	
	

	· Stocks
	
	

	· Other current assets
	
	

	Capital
	
	

	· Subscribed capital
	
	

	· Reserves
	
	

	· Profits and loss brought forward
	
	

	· Provisions
	
	

	Creditors
	
	

	· Short term bank debt (to be paid within one year)
	
	

	· Long term bank debt (to be paid after one year)
	
	

	· Short term non-bank debt (to be paid within one year)
	
	

	· Long term non-bank debt (to be paid after one year)
	
	

	· Other debts
	
	

	******

	Turnover 
	
	

	Other operating income
	
	

	Staff costs
	
	

	Costs of materials
	
	

	Gross operating profit 
	
	

	Net operating profit 
	
	

	Financial profit
	
	

	Profit / loss on ordinary activity
	
	

	Profit / loss for the financial year
	
	


Company:


Date:


Name:


Signature:



The following documents shall be attached:

· Balance sheet for the years 2011-10 

· Profit and loss account for the years 2011-10

Annex 8
CV-Summary

	Profile type
	Name
	Lot
	CV No
	Tenderer / Subcontractor / Freelancer 
	Project reference(s)
	Accepted 
(reserved for OP)

	Graphic designers (at least one multimedia designer)
	
	1
	
	
	
	

	
	
	1
	
	
	
	

	
	
	1
	
	
	
	

	
	
	1
	
	
	
	

	
	
	1
	
	
	
	

	Prepress operators
	
	1
	
	
	
	

	
	
	1
	
	
	
	

	
	
	1
	
	
	
	

	Illustrators
	
	2
	
	
	
	

	
	
	2
	
	
	
	

	Story writers
	
	2
	
	
	
	


Annex 9
CV Form 

This document defines a standard curriculum vitae (CV) layout for a tenderer to use when proposing a person for a particular profile.

The CV should be a summary rather than a biography of an individual and must be in a format enabling a quick and accurate comparison with other CVs submitted to fill certain profiles. There should be no unaccounted chronological breaks.

The contractor shall make sure that the staff necessary for the provision of services is available at the beginning of services' provision. 

The human resources proposed by the contractor as part of its tender (composition of the team) must be available when the provision of services starts.

If the tenderer is about to submit CVs of persons to be recruited, a declaration signed by this person confirming his intention to be recruited shall be attached. 

How to fill in the CV forms:

· Each CV consists of:

· one CV front page;

· at least one CV education/training/certification page;

· software use and knowledge;

· at least one CV experience page.

· More CV education/training/certification and CV experience pages may be added as needed.

General requirements concerning the CVs:

· Use of this form is mandatory. Only CVs submitted on this form will be evaluated.
· If the tenderer presents more CVs than required. CVs will be treated according to the sequence established by the tenderer’s tender, the CVs presented over the limit of required CVs for the given profile will not be taken into consideration for the selection procedure.

· In lot 1 the same person cannot be proposed for both profiles: a graphic designer and pre-press operator. Contrary, in lot 2, the same person can be proposed to the profile of an illustrator as to the profile of a storywriter if he fulfils the selection criteria. 

· The tenderer's attention is drawn to the fact, that the required expertise and experience for each profile is verified against the information included in the corresponding CV form.
CV front page

	CV No :
	

	Tenderer :
	

	Person's name :
	

	Address/Tel. :
	

	Date of birth :
	
	Nationality:
	

	Employee-employer relationship :
	Check the appropriate:

· Employee

· Free lance

· Sub-contractor 
(company: …………………….…)


	Number of months working for the tenderer:

…………………months

	Profile for which employee is entered

(only one):
	Check the appropriate:

· Graphic designer (GRA-DES) (lot 1)

· Prepress operator (PRE-OPE) (lot 1)

· Illustrator (ILU) (lot 2)

· Story writer (STW) (lot 2)


	Highest relevant educational qualification :
	

	Date career in graphic design, or page-setting, or illustration, or story writing    started (dd/mm/yy) :
	

	Languages:

(indicate level of skills: mother tongue, very good, good, fair,)
	English:

French:


	Spoken
	Written

	Date available (dd/mm/yy) :
	

	Summary (use this area to briefly indicate the major facts which the Publications Office should know about this employee):




CV Education/training page

	CV No :
	

	Tenderer :
	

	Person's name :
	


	EDUCATION

	
	Diploma/Certificate:
	Institution :
	Subject area:
	Period (from-to - mm/yy) :

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PROFESSIONAL TRAINING

	
	Training name :
	Company/institute organising the training :
	Period training followed

(from-to - mm/yy) :

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CV Knowledge page – Lot 1 - Graphic designer/Prepress operator
	CV No :
	

	Tenderer :
	

	Person's name :
	


Knowledge and skill (Yes/No)
1. Adobe InDesign

(
(


2. Adobe Illustrator

(
(


3. Adobe Photoshop

(
(



4. Adobe Acrobat Reader
(
(



5. QuarkXpress

(
(
6. Microsoft Word

(
(
7. Microsoft Excel 

(
(
8. PowerPoint 


(
( 
(only GRA-DES)

9. Dreamweaver

(
(
(only GRA-DES)
10. Ability to create press-optimised PDF files?

(
(
11. Ability to create Flash files?



(
(
12. Ability to create any other types of files?


(
(
If so, which ones (relevant to this tender)?





Are you able to create "passed for press" files for dissemination on the web?

13. PDF files:



(
(
14. 
Files (pages) HTML or XML:



(
(
If so, please state the procedure (software) used:




CV Experience page - Lot 1– Graphic designer / Prepress operator
	CV No :
	

	Tenderer :
	

	Person's name :
	


	Project name:
	Project duration:

	Short description of the project:



	Role of the persons in the project:




Technologies and tools used by the person:

	1
	□
	2
	□
	3
	□
	4
	□
	5
	□
	6
	□
	7
	□

	8
	□
	9
	□
	10
	□
	11
	□
	12
	
	13
	
	14
	


CV Knowledge page – Lot 2 - Illustrator/Story-writer
	CV No :
	

	Tenderer :
	

	Person's name :
	


Knowledge and skill (Yes/No)
1. Adobe InDesign

(
(


2. Adobe Illustrator

(
(

(only ILU)
3. Adobe Photoshop

(
(

(only ILU)

4. Adobe Acrobat Reader
(
(

(only ILU)

5. QuarkXpress

(
(

(only ILU)

6. Microsoft Word

(
(
7. Microsoft Excel 

(
(
8. Ability to create any other types of files?


(
(
If so, which ones (relevant to this tender)?





CV Experience page – Lot 2 – Illustrator / Story writer

	CV No :
	

	Tenderer :
	

	Person's name :
	


	Project name:
	Project duration:

	Short description of the project:



	Role of the persons in the project:




Technologies and tools used by the person:

	1
	□
	2
	□
	3
	□
	4
	□
	5
	□
	6
	□
	7
	□
	8
	□


Annex 10
CV description 

Graphic designer: GRA-DES

	Nature of the tasks
	· Analyze and discuss the client requirements

· Develop, with the client, the design brief

· Estimate the time required for carrying-out the project
· Respect the budget foreseen for a project

· Preparing mock-ups

· Receive, analyze and discuss clients feedback

· Preparing design and layout files and instructions

· Review final layouts and suggest improvements, if necessary

· Preparing projects respecting the deadlines and contractual limits
· Creation of press-optimized PDF files

· Creation of the Flash files

· Creation of "passed for press"

	Education
	· Documented higher education in graphic design

	Languages
	· Good knowledge of English and French.

	Knowledge and skills
	· Being original and creative

· Knowledge of communication, design techniques, typography, production workflow, dissemination methods.

· Ability to work with a wide range of media in the graphic design domain

· Being up to date in new technologies, applications and design

· Working in a team

· Analyse and use of existing visual identities

· Knowledge of the print industry workflow

	Software
	· Adobe: InDesing, Illustrator, Photoshop. Acrobat Reader

· QuarkXpress

· MS: Word, Excel, Power Point

· Dreamweaver

	Experience
	· Minimum three (3) years experience in graphic design


Prepress operator: PRE-OPE
	Nature of the tasks
	· Layouts and formats the text following a model, a visual identity or the graphic designer instructions

· Preparation, adaptation and correction of items for the print

· Check-up of colour quality

· Analyze of clients files before printing

· Preparation of proofs respecting the deadlines and contractual limits
· Creation of press-optimized PDF files

· Creation of "passed for press"

	Education
	· Documented higher education

	Languages
	· Good knowledge of English and French.

	Knowledge and skills
	· Knowledge of prepress software such as .A. Indesign, A. Illustrator, A. Photoshop, QuarkXpress

· Working in a team

· Being well organized

· Knowledge of the print industry workflow

	Software
	· Adobe: InDesing, Illustrator, Photoshop.

· QuarkXpress

· MS: Word, Excel, Power Point

	Experience
	· Minimum three (3) years experience in prepress.


Illustrator: ILU
	Nature of the tasks
	· Development of a comic from the brainstorming to the final draft

· Designing a comic, or illustrations from a given story

· Drawing a comic respecting the deadlines and contractual limits

	Education
	· Documented higher education

	Languages
	· Good knowledge of English and French.

	Knowledge and skills
	· Being original and creative

· Working as a part of a team

· Being able, if necessary, to follow client and/or writer directives

	Software
	· Adobe: InDesing, Illustrator, Photoshop, Acrobat

· QuarkXpress

· MS: Word, Excel, Power Point

	Experience
	· Minimum three (3) years experience in comic design.


Story writer: STW
	Nature of the tasks
	· Creating stories for a comic from a brainstorming

· Preparation of a comic and its adaptation of the story, if required

· Creating the comic stories respecting the deadlines and contractual limits

	Education
	· Documented higher education

	Languages
	· Good knowledge of English and French.

	Knowledge and skills
	· Working in a team

· Originality and creativity

· Ability to fulfil/follow client’s requirements

	Software
	· Adobe: InDesing, 

· MS: Word, Excel, Power Point

	Experience
	· Minimum three (3) years experience in the domain.


Annex 11
Technical Questionnaire regarding the selection criteria
Technical questionnaire regarding the selection criteria - (1/4)


	( Tenderer´s staff
(See point 2.6.2.1 – 1.)


	Function
	2011
	2010
	2009

	
	Permanent
	Free-lance
	Permanent
	Free-lance
	Permanent
	Free-lance

	Graphic designers 
	

	

	

	

	

	


	Prepress operator
	

	

	

	

	

	


	Illustrators
	

	

	

	

	

	


	Story writer
	

	

	

	

	

	


	TOTAL
	

	

	

	

	

	



Technical questionnaire regarding the selection criteria - (2/4)
	( Languages
(See point 2.6.2.1 – 2.)


((
Are you able to compose in at least five (5) EU official languages including German, English and French?
YES
(





NO
(
If so, which ones?


((
Are you able to compose in the remaining EU languages, those of the accession countries (Croatian, Iceland) and other major world languages such as Russian, Chinese, Japanese, Arabic, etc…?
YES
(





NO
(
If so, which ones?


Hyphenation program in:




YES
NO




YES
NO

1) BULGARIAN
(
(
13) LITHUANIAN
  (   
(
2) SPANISH
(
(

14) HUNGARIAN
(
(
3) CZECH
(
(
15) MALTESE
(
(
4) DANISH
(
(
16) DUTCH
(
(
5) GERMAN
(
(
17) POLISH
(
(
6) ESTONIAN
(
(
18) PORTUGUESE
(
(
7) GREEK
(
(
19) ROMANIAN
(
(
8) ENGLISH
(
(
20) SLOVAKIAN
(
(
9) FRENCH
(
(
21) SLOVENIAN
(
(
10) IRISH
(
(
22) FINNISH
(
(
11) ITALIAN
(
(
23) SWEDISH
(
(
12) LATVIAN
(

Other language versions


(
(
If so, which ones?




Technical questionnaire regarding the selection criteria - (3/4)
	( Description of software and operating systems available to the tenderer
(See point 2.6.2.1 – 3.)


Please state the software systems available to you:

	Number of workstations:
	



Operating systems



YES
NO
Windows



(
(
Apple Macintosh



(
(
Unix



(
(
Linux



(
(
Software systems



YES
NO
Adobe InDesign



(
(
QuarkXpress



(
(
Adobe Illustrator



(
(
Adobe Photoshop



(
(
Adobe Acrobat



(
(
Dreamweaver



(
(
Flash



(
(
Fireworks
Other:






What types of scanner, image or text processing system and DTP system do you use?

Scanner:







Image processing:







Iconographic design







DTP:







Other:







Technical questionnaire regarding the selection criteria - (4/4)
	( Electronic communication
 (See point 2.6.2.1 – 4.)







YES
NO

Do you have e-mail and FTP facilities?:



(
(
If so, please give your addresses:






Other:




Annex 12
Technical Questionnaire regarding the award criteria
	Technical questionnaire
Invitation to tender No 10455
(See also point 2.7)


Information relating to the award criteria – (1/3)

(
Presentation of the tenderer's approach to the production process proposed for carrying out the services covered by this invitation to tender including a description of the quality control process.





















	Technical questionnaire
Invitation to tender No 10455
(See also point 2.7)


Information relating to the award criteria – (2/3)

· Delivery of three (lot 1) and/or two projects (lot 2))

LOT 1

Project No. 1 "Cooperation" leaflet

· A leaflet with one fold;

· Closed format: 14.85 cm x 29.7 cm (Printed format: 29.7 cm x 29.7 cm);

· 4-colours recto/verso;

· The leaflet will be produced in 23 languages.

The specific program on "Cooperation" supports all types of research activities carried out by different research bodies in trans-national cooperation and aims to gain or consolidate leadership in key scientific and technology areas.

The leaflet should be a promotional leaflet illustrating the programme financed by the European Commission via the Seventh Framework Programme (FP7). 

The audience for the leaflet will be universities, industries, research centres and public authorities throughout the EU and beyond.

The client asking for the leaflet will be the Publications Office service CORDIS.
No text will be provided so Placeholder text should be used. (8 000 characters, blank spaces included).

The leaflet must include at least:

· Two (2) images representing scientific research and/or cooperation;

· One (1) column chart, with at least 27 columns;

· One pie chart, with at least 10 values; and

· One or more illustrations with the text.

The project has to be delivered on paper on a 1:1 scale with description of the creative process.

Project No. 2 banner promoting the Comenius Programme 

for the improving of the languages learning

− A banner, 665 pixels x 145 pixels.

− The banner animation will run for 10 seconds

The Comenius Programme focuses on all levels of school education, from pre-school and primary to secondary schools. It is relevant for everyone involved in school education: mainly pupils and teachers but also local authorities, representatives of parents’ associations, non-government organisations, teacher training institutes and universities. 

The audience for the banner are pupils in the age from 8 to 11. The banner will be present on more children dedicated websites, full of colours and animations. 
The banner must include at least:
· The slogan «Ciao or cześć?»;

· The European Commission logo;

· a link to Comenius web site: 

(http://ec.europa.eu/education/lifelong-learning-programme/comenius_en.htm);

· The banner will be produced in 23 languages.

The project should be printed out (+/- 23 x 5 cm) on a A4 format paper in at least 3 step of the animation, nevertheless the animation should be supplied also on a CD or USB stick to check it on a computer. The format could be an animated Gif or a Flash.

Any functionalities of the banner should be provided in the description.

Project No. 3 Logo for the European MEDIA Film Festival
On 15th of November 2006 the European Parliament and the Council adopted a new programme to support the European audiovisual sector. The name of the programme is MEDIA.

 The objectives are: 

· to preserve and enhance European cultural diversity and its cinematographic and audiovisual heritage, guarantee accessibility for Europeans and promote intercultural dialogue;

· to increase the circulation of European audiovisual works inside and outside the European Union;

· to strengthen the competitiveness of the European audiovisual sector in the framework of an open and competitive market.

The tenderer is asked to provide a mock up for the theoretic European MEDIA Film Festival. The idea is that the European Council, the European Parliament and the European Commission will organize a film festival every year in a different capital of a Member State. 2013 festival will be in Tallinn (Estonia) from the 9 of May until the 12 May. The logo should have a European connotation joint to a National one, obviously of the host Member States. It should be easy to replace the national one (every year).

The logo should be easy to combine with the dates and the name of the host capital and the extended name of the Festival (Tallinn European MEDIA Film Festival). 

The logo will be printed in 4-coulours, in monochrome and in negative. It will also be use in a video.

The idea is to make European films interesting - first to Europeans and than worldwide.. Therefore, it  should guarantee a quality mark.

The project should be presented printed out on a A4 paper with a description of the creative process. 

LOT 2

Project No. 1: A comic strip titled "Who stole Granma jam?
· The strip should be composed by 4 panels;

· The tenderer is free to invent the story we only ask to put in evidence the European Organic farming logo;

· The strip will be presented on a A4 paper;

· The panels can also have different formats;

· The strip has to be developed for 4-colour printing

· The audience:

· The comics should be designed for children aged from 10 to 13 years. The idea is to introduce them European logo for organic farming and invite them to consume products with this logo.

The client is Directorate-General for Agriculture and Rural Development of the European Commission.

Project No. 2: A comic strip titled "Harry vs. Harry"

· The strip should be composed by 4 panels;

· The tenderer is free to invent the story;

· The strip will be presented on a A4 paper;

· The panels can also have different formats;

· The strip has to be developed for 4-colour printing

· The audience:

· The comics should be designed for youngest aged from 15 to 18 years. The idea is to make them aware about stolen profiles in social media. 

The client is European Network and Information Security Agency and European Data Protection Supervisor (ENISA).

The price of each of the projects will be included in the total for each lot

	Technical questionnaire
Invitation to tender No 10455
(See also point 2.7)


Information relating to the award criteria – (3/3)

(
Proposed measures for meeting deadlines including deadlines for the urgent and parallel projects 





















[image: image4.png]



� In case of consortium one "Short description … " of 5 pages per consortium shall be provided. In case of subcontracting the 5 pages limit applies to the tenderer and all its sub-contractors.
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Sheet1

		LEGAL ENTITIES

																						PRIVATE COMPANIES

		TYPE OF COMPANY

		NGO				YES														NO														(Non Gouvernemental Organisation)

		NAME(S)

		ABBREVIATION

		ADDRESS OF

		THE HEAD

		OFFICE

		POSTAL CODE																												P.O. BOX

		CITY

		COUNTRY

		VAT

		PLACE OF REGISTRATION

		DATE OF REGISTRATION

																										D		D				M		M				Y		Y		Y		Y

		REGISTRATION NR

		PHONE																																										FAX

		E-MAIL

		CONTACT PERSON

		THIS "LEGAL ENTITY" FORM SHOULD BE FILLED IN AND RETURNED TOGETHER WITH:

		* A COPY OF ANY OFFICIAL DOCUMENT (E.G. OFFICIAL GAZETTE, REGISTER OF COMPANIES, ETC.) SHOWING THE CONTRACTOR'S NAME AND ADDRESS AND THE REGISTRATION NUMBER GIVEN TO IT BY THE NATIONAL AUTHORITIES;                                                                                                                                                 * A COPY OF THE VAT REGISTRATION DOCUMENT IF APPLICABLE AND IF THE VAT NUMBER DOES NOT APPEAR ON THE OFFICIAL DOCUMENT REFERRED TO ABOVE.

																																																		DATE AND SIGNATURE
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