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1. Preliminary information concerning the invitation to tender

Please see the e-tendering page https://etendering.ted.europa.eu/cft/cft-display.html?cftId=265 for information about the contract notice published in the S-series of the Official Journal of the European Union
This Invitation to Tender has been issued by the Publications Office of the European Union (contracting authority), who will sign the contract. 

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, as amended), 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 cascade framework service contract ("the contract") with the title: "N-Lex – Web site maintenance and evolution".
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 contract will be concluded in English. All follow-up communication related to the contract and its implementation will be done in the language of the contract.

After the evaluation the successful tenders will be ranked in the descending order with a view to establishing a list of contractors and a sequence in which they will be offered work when orders are placed. The second contractor in the order of the cascade will only be asked to provide the services foreseen in the contract if the contract with the first contractor has been terminated. The third contractor in the order of the cascade will only be asked to provide the services foreseen in the contract if the contracts with the first and the second contractor have been terminated. 

The estimated value of the contract(s) is EUR 300 000 over a maximal period of 4 years and two months.
1.3 Subject and background of the contract

The purpose of the call for tenders is the selection of economic operators for the provision of off-site and on-site computing services for the Publications Office.

In particular, the contractor will be responsible for the maintenance and the evolution of N-Lex and some related services like assistance to Member states.
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 is September 2013.
The contract shall enter into force as indicated in Article 1.2.1 of the contract. The duration of the contract shall be 50 months. 
A take-over period of two (2) months is foreseen in case of change of contractor. In that case, Provision of the operational services shall start at the end of the take-over period..
1.5 Price

Prices must be all inclusive and expressed in euros. Prices shall be fixed and can not be altered. Prices can only be revised according to Article I.3 of the contract.
For details on how to present the financial tender in the price schedule and estimation form, see point 2.9.1.

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, including the premises of the Publications Office. Meetings between the Publications Office and the contractor will be held on the premises of the Publications Office.
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 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 preparation and submission of 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 Visit to the premises

Not applicable.
1.11 Date and place of opening of the tenders

Tenders will be opened at 10.00 (local time in Luxembourg - CET/CEST) on DD/MM/YYYY 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 their 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 an 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. These contacts 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 a 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 persons who received a power of attorney to do so from the persons who are mentioned in those documents. The documents showing that a 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/DVDs or similar media 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/DVD or similar medium in a searchable format which contains the technical tender.  In case of discrepancy between the paper version and the electronic file, the paper version will take precedence.
The documents to be submitted 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);
· documents concerning the economic and financial capacity (point 2.6.1.1);
· documents concerning the professional and technical capacity (point 2.6.2.1);

· documents related to the technical award phase (point 2.8).

Please note that the special requirements covered in chapter 3 relating to joint offers, subcontracting and freelancing have to be fulfilled (if applicable).

2.4 Section One: administrative information 

In Section One, the tenderer must provide the following documents:

· a duly signed cover letter, including the name, address, fax number and e-mail address of the contact person responsible for submission of the tender;
· the completed form for identification of the tenderer, as provided in Annex 3;
· 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, while specific forms in each official language are available at the following Internet address:

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

· a 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 official 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;

· 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 tenderers must provide declarations 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 paragraphs (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 106 of the European Parliament and of the Council Regulation No 966/2012 of 25 October 2012 on the financial rules applicable to the general budget of the Union – hereinafter referred to as “the Financial Regulation” (OJ L 298/1 of 26 October 2012) and repealing Council Regulation (EC, Euratom No 1605/2002), 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, or persons having powers of representation, decision making or control over them have been convicted of an offence concerning their professional conduct by a judgment of a competent authority of a Member State 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 including by decisions of the EIB and international organisations; or

d) 
are not in compliance with 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, or persons having powers of representation, decision making or control over them have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation, money laundering or any other illegal activity, where such illegal activity is detrimental to the Union's financial interests; or

f) 
are subject to an administrative penalty referred to in Article 109(1) of the Financial Regulation.

In addition, contracts may not, according to Article 107 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 reserve(s) 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 108 of the Financial Regulation a central database has been set up and is operated by the Commission in compliance with European Union rules on the protection of personal data. The database shall contain details of tenderers who are in one of the situations referred to in point 2.5.2 above and tenderers who have been excluded from the contracts financed by the budget of the European Union. 

According to Article 109 of the Financial Regulation, 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 EU 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 142 of Commission Delegated Regulation (EU) No 1268/2012 of 29 October 2012 on the rules of application of the Financial Regulation.

2.6 Section Three: selection criteria

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

· economic and financial capacity and
· technical and professional capacity.
Tenderers may, where appropriate, rely on the capacities of other entities, regardless of the legal nature of the links which they have with them. In that case, the tenderer must prove to the contracting authority that he will have at his 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 the tenderer’s disposal.

2.6.1. Economic and financial capacity of the tenderer 

2.6.1.1. Documents to be provided 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 2012-11 (if 2012 is not yet available, then 2011-10);

· Profit and loss account for the years 2012-11 (if 2012 is not yet available, then 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 value of the contract for one year 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 three years, whichever is higher. For the estimated value of the contract for four years see point 1.2.

2.6.2. Technical and professional capacity of the tenderer 

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

In the second part of Section Three, the tenderer has to provide the following documents:

· short description of the tenderer's economic activity (maximum of 5 A4-pages, font Times New Roman, size 12) including activities with regard to the scope of this call for tenders
;
· set of Best Practice Documents (see Annex 12).

· a duly completed set of up to 5 relevant Project Activity Reference Forms – PARFs
 (see Annex 11);

· CV summary (see: Annex 8)
· Set of CVs (see: Annex 9)

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 and, if necessary, on its research facilities and quality control measures.

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. 

The tenderer's economic activity must be relevant to the scope of this call for tender.

The submitted Best Practice Documents will be evaluated against the requirements as set out in Annex 12.

The submitted PARFs have to fulfil the requirements defined below and in Annex 11.

The submitted CVs have to fulfil the requirements defined below and in Annexes 9 and 10.

To be accepted a PARF has to include:

· actually executed tasks related to provision of maintenance and software development services similar to those covered by this call for tenders in a technical environment comparable to the one as described in 4.1.2. Description of the Application;
· at least one of the services which might be requested, as defined in chapter 4 (Technical Specifications) and referred to as Sx;
· at least 50 man-days of ANA-PROG and PRO-MAN (altogether);
· at least one of the methodologies/tools/operating systems/software specified on the CV hardware/software/method expertise page

To pass the selection phase:

· the accepted PARFs shall altogether cover ALL the services which might be requested,
 as defined in chapter 4 (Technical Specifications), and referred to as Sx;
· the accepted PARFs shall cover in total 100 man-days of ANA-PROG and PRO-MAN (altogether);
· the accepted PARFs shall altogether cover at least 20 out of 27 of the methodologies/tools/ operating systems/software specified on the CV hardware/software/method expertise page (see Annex 9).

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). All the mandatory (M) “hardware/ software/ method expertise” items for the given profile – as indicated in Annex 9 (CV Form) - have to be covered.

2.7 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. 

2.8 Section Four: award criteria – technical tender
2.8.1. Documents to be provided concerning the technical award criteria

This part has to contain documents showing the merits of the tender, making it possible to evaluate the technical award criteria. The Tenderers shall provide
A) A document of maximum 25 pages, A4 format, font Times New Roman size 12, max 3000 characters per page, presenting its technical proposal for the maintenance services. It shall contain:
· the tender's approach for the maintenance of the N-Lex;
· information about any software / tool(s) to be used for the provision of the services;
· description of the testing method(s) and tool(s) to be used;
B) A document of maximum 10 pages, A4 format, font Times New Roman size 12, max 3000 characters per page, presenting proposal and planning for the integration of a new Member State web service in the existing application (see 4.1.4. Services to be provided).
C) A document of maximum of 5 pages, A4 format, font Times New Roman size 12, maximum of 3000 characters with spaces (all inclusive – including for example headers and footers) per page presenting the tenderer's proposal for a takeover phase with regard to this call for tenders.

This document shall cover, respecting the order and headings as listed below:

a. standards the tenderer is going to follow during the takeover phase;

b. planning;

c. list of tasks foreseen by the tenderer and their brief description;

d. allocation of resources, estimated effort in man-days per profile, per activity and in total;

e. deliverables;

f. information concerning familiarisation of the tenderer’s staff with the N-Lex system;

g. information on working environment setting-up;

h. reporting;

i. meetings.

D) A document of maximum of 5 pages, A4 format, font Times New Roman size 12, maximum of 3000 characters with spaces (all inclusive – including for example headers and footers) per page presenting the tenderer's proposal for a handover phase with regard to this call for tenders at the end of the contract.

This document shall cover, respecting the order and headings as listed below:

a. standards the tenderer is going to follow during the handover phase;

b. planning;

c. list of tasks foreseen by the tenderer and their brief description including handover of the complete up-to-date source code of the N-Lex system in order to allow a complete restore of the system from scratch, software configurations and the related documentation;

d. allocation of resources, estimated effort in man/days per profile, per activity and in total;

e. deliverables;

f. reporting;

g. meetings.

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 maximum required number of pages will be evaluated, starting from the beginning of the document.
It is not allowed to make cross-references between the documents.

2.8.2. 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.

	No
	Technical award criteria
	Weighting
 (maximum points)
	Minimum points

	1.
	Quality and relevance of the tender's technical proposal for the maintenance services
	50
	25

	2
	Quality and relevance of the tender's  proposal and planning for the integration of a new Member State web service
	30
	15

	3.
	Quality and relevance of the tenderer's proposal for a takeover phase
	10
	5

	4.
	Quality and relevance of the tenderer's proposal for a handover phase
	10
	5

	Total number of points
	100
	65


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. 

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.

2.9 Section Five: award criteria – financial tender
2.9.1. 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 fulfill the following requirements:

· prices must be expressed in euros and be all inclusive;
· prices shall cover all expenses incurred by the contractor for the services provided, such as management and coordination costs and all overheads;
· 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. 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. No amendments to the estimation form will be permitted and a full reply must be given to each question.

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 case of discrepancies between the paper version and the electronic version the paper version will take precedence.
2.9.2. Evaluation of the financial award criteria

During this phase the financial offer will be verified for fulfillment of the requirements.
2.10 Section Five: award criteria – final evaluation

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

The contract will be awarded to the three tenderers with the most economically advantageous tender. The most economically advantageous tender (providing the best value for money) will be placed in first position, followed by the tender with the second most economically advantageous tender, and so on.

In order to identify the tender presenting the best value for money, quality will be given a weighting of 50 % and price will be given a weighting of 50 % in accordance with the following formula, using only data from tenders that have reached the final evaluation stage:

	R=
	(50×
	Q
	)  +  (50×
	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 

	Pmin
	stands for the total price in the estimation form for the lowest tender

	P
	stands for the total price in the estimation form of the tender in question


2.11 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.

2.12 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 offers or subcontracting/freelancing. If this is not the case, please continue to 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 offer, and reserves the right to reject such tenders without further evaluation on the grounds that they do not comply with these Specifications.
In the case of a joint offer, one of the partners of the joint offer (co-ordinator or leader) should be given power of attorney to represent the other parties to sign and administrate the contract. 

If the joint offer 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.

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.

It is forbidden for a tenderer, who tenders alone or as part of a consortium, to act as subcontractor/freelancer for another tenderer or consortium. These tenders will thus be excluded from participation by the Publications Office.

Tenderers must inform the subcontractor(s) and freelancers that Article II.18 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 following:

· 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 or leader) 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 of the tenderer (Annex 3) 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 above mentioned 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 information
1.
A questionnaire for joint tenders, subcontracting and freelancing provided in Annex 4, signed by a legal representative of the tenderer. The second and third pages 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 their 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 declarations 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/freelancer 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/freelancing 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, subcontracting and freelancing (Annex 4) the relevant documents related to the professional and technical capacity 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/freelancer 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/freelancer 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
4.1 Subject of the Call for tenders

4.1.1. Scope of the call for tenders

The scope of this call for tender is the provision of services related to the maintenance and evolutions of N-Lex. It includes support to the EU Member States for the connection of their website/database to the system and, where applicable, for the migration to a Web Services based connector.
4.1.2. Description of the application concerned

N-Lex (http://eur-lex.europa.eu/n-lex) is both a web-interface giving, in a uniform way, access to databases with national law of the EU Member States and an application managing this web-interface. The website is available in all official EU languages.
Further details on the functional requirements of the application are available in Annex 19
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Figure 1: Home page of N-Lex

N-Lex aims to provide, for each EU Member State:

· a description of the national database, including its content, different types of national law and available search fields;

· a harmonized webpage allowing searches directly in the national database;
· the help of EuroVoc (http://eurovoc.europa.eu), the multilingual thesaurus of the European Union, to make text searches in foreign languages

N-Lex is jointly developed by the Publications Office and the governments of the EU Member States. The project requires considerable ongoing collaboration between the different actors involved (Publications Office, EU Member States and contractor) to create and maintain a stable and standardized system.

4.1.3. Architecture of the N-Lex system 
The Figure below illustrates the architecture of the N-Lex system.
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Figure 1: N-Lex system high-level definition.

The N-Lex system encompasses the following servers: 

1. Core N-Lex Server: the N-Lex Java application and its underlying system such as TOMCAT, JAVA server, etc.

2. N-Lex OLD CONNECTOR Server: the N-Lex server in Perl used to access Member States Legal Web Site and the underlying application such as Perl itself. The Perl modules that connect and give access to the Member State Web site are called “OLD CONNECTORS”.

3. N-Lex on CWCMS: the N-Lex specific development on the CWCMS system.

The N-Lex system is fully described in the following files to be found in Annex 19:

· N_LEX-Install_manage_full.4.00.doc 
· N_Lex_developer_guide.1.4.doc 
· N_LEX_wsdl_definitions.doc 
· N-LEX-D-2010-004_Components.doc 
· N-LEX-Test_plan.1.0.doc

· N-LEX-Webmaster-Guide-1.5

· OP_N-LEX-FSD-101206-NIOv02.doc

· OP_N-LEX-SOM-110408-VMIv02.doc

· OP_N-LEX-TSD-110408-BBAv03.doc

· OP_N-LEX-ARD-110525-VMIv04.doc

· Mapping Architecture N-LEX CW-CMS 3

The servers Core N-Lex Server, N-Lex OLD CONNECTOR Server and the CWCMS servers are hosted by Directorate General for Informatics of the European CommissionT. There are 2 environments: a production environment and a test environment.

Remote access to those environments can be granted after signature of a security convention between the European Commission/Publications Office and the contractor. The obligations of the Contractor as defined in the present contract/specifications have to be fulfilled regardless of the availability of the remote access.

On the CWCMS server, the Contractor shall be responsible for the test and production environment of the N-Lex part. The CWCMS which is a customisation of Documentum is in the responsibility of DIGIT.

4.1.4. Services to be provided

S1

Maintenance

S2

Evolution
Other related services that may be requested are:

S3

Support to Member States

S4

Take-over 

S5

Hand-over

4.1.4.1 Overall responsibilities

(i) Responsibility regarding Open-Source applications

The responsibility of the Contractor to keep N-Lex running may lead to modifications of an open source application, but this should be considered only if no other solution is applicable. 

On the Core-N-Lex Server and the N-Lex OLD CONNECTOR Server, DIGIT provides only a running and connected operating system. The Contractor will be responsible for maintaining all the applications above the Operating System on these two servers (for all environments), including TOMCAT, the Perl interpretor and the Perl modules to keep N-Lex system running. This means that the Contractor is allowed to modify TOMCAT or a Perl module or any open-source application if this is necessary.

The modification of open-source applications should be thoroughly documented in the Technical Analysis document and the list of components of N-Lex. The source code shall be stored in SVN as a standard element of the version.

The applications to be maintained are listed in N-Lex-D-2010-004: N-Lex Components.

Currently, only the Perl module Crypt-SSLeay has been modified to fully implement an SSL communication using a commercial server Certificate.

As part of the takeover tasks (see 4.1.4.4.) the contractor will have to setup a test environment at its premises remotely accessible. This environment and its remote access for the Publications Office and the Member states have to be maintained during the whole duration of the contract.

(ii) Responsibility regarding accessory program

The N-Lex system contains also a program called "the robot" which is non essential to the N-Lex Web Site but is important for monitoring it. The robot is an automatic probe that tests and displays the availability of remote connectors (Member State Web Service) and local connectors (Perl programs which query Member State Web Site).

The robot is in Nat-Lex_perlsoap_20100531.tar.gz on the source CD-ROM. Its installation is described in the Installation manual.

The robot is part of the N-Lex system. The Contractor is responsible to maintain the robot running and to correct identified bugs in it.

(iii) Installation of a new version

The Contractor shall be responsible to install new versions of the N-Lex system in test and in production. During maintenance operations, an information page indicating the maintenance and its duration has to be displayed instead of the classical "404".

The Contractor shall provide an up-to-date installation manual before any installation. If any changes to the installation environment are necessary, the manual shall be provided two weeks before the installation.

4.1.4.2 Software maintenance

Maintenance comprises all operations necessary to maintain applications in perfect working order, or to restore a defective application or one of its components to perfect working order, inclusive of the costs of travelling, parts and labour.

Maintenance shall commence immediately after the completion of the takeover task by the contractor, provided that the corresponding order has been issued by the Publications Office.
Maintenance of any developments or changes made by the contractor will commence on the day after the expiry of the guarantee period unless another date is specified in the framework contract or in the Order.

The contractor undertakes to maintain the application covered by this contract in perfect working order. Repairs and modifications to the software or system shall be carried out only by the contractor or the firms authorised.

The contractor shall at all times comply with the quality standards and the maintenance security rules contained in the framework contract. The maintenance shall be provided during Normal working hours on Working Days, unless high priority issues are notified. 

Preventive actions like platform upgrade and/or migration shall be scheduled periodically, by agreement between the Publications Office and the contractor. 

The Publications Office decides when the maintenance operation is finished.

On the part of the contractor, software maintenance shall involve:

(1)
Diagnosing errors or faults encountered by the contractor or the Publications Office in the content of the software and making any necessary corrections;

(2)
Providing the Publications Office with successive software versions and releases and the relevant reference Documentation; installing new releases and new versions free of charge on the existing hardware at the Publications Office's request; 

(3)
Providing with all the software corrections (including patches) needed to ensure that the systems operate as specified in the documentation within (20) twenty working days of receipt of a notification from the Publications Office giving details of a problem. The parties may agree on a different time-limit;

(4)
Rewriting the software where necessary so as to correct all known problems or faults diagnosed by the contractor;

(5)
Providing telephone support for the Publications Office during normal working hours to advise it on the use of the software;

(6)
Providing "hot–line" support to resolve high priority issues and system failures.

On the part of the Publications Office, software maintenance shall involve:

(1)
Preparing and sending the contractor all documents and additional information at its disposal which the contractor might reasonably request in order to detect and correct errors;

(2)
Testing and accepting, when it is reasonable to do so, new versions or new releases of software, as proposed by the contractor;

(3)
Installing any preventive corrections provided by the contractor as long as it is agreed that such corrections are necessary. 

The contractor undertakes to provide the Publications Office, upon request, with any remote maintenance service which it operates or intends to set up. The remote maintenance service must comply with the rules set out in the framework contract. All terminal connection, use and communication charges shall be borne by the contractor.

The contractor has sole responsibility for diagnosing and determining the origin of failures affecting all or part of the system or products. As part of this obligation, the contractor shall, in the event of a diagnosis error, reimburse any costs incurred by the Publications Office as a result of needless corrective action carried out by another supplier.

The responsibility of the contractor to keep the application in line with its specifications, also includes alignment with the specifications of the input and output interfaces with external applications. In addition, the application needs to be aligned with updates of 3rd party components that were chosen to be integrated into the application by the contractor.

The expenses due to an intervention of the contractor resulting from a serious error of the Publications Office, recognised as such by the Publications Office, shall be borne by the Publications Office, according to the conditions and prices in the framework contract.

The contractor may propose corrections on own initiative. It will implement them, with the Publications Office's consent, at times agreed by both contracting parties. These corrections may not entail any additional cost to the Publications Office or cause any deterioration in performance or loss of function.

The Publications Office may modify part of the software described under this contract in order to deal e.g. with urgent daily production issues. In this case, the Publications Office shall notify the contractor of those changes to the software within a period not exceeding 30 days in order for the contractor to continue to provide support necessary on the software.

The contractor is obliged to correct any defect in the software which is notified to the contractor provided that the Publications Office has complied with all the contractor’s recommendations and instructions concerning the installation and operation of the software, provided also that the software has not been altered, except by the contractor or by the Publications Office but after notification as indicated above. 

The Publications Office shall attempt to identify and define any problem using all available procedures set out in the documentation, and specify problems. To solve the problem, the Publications Office will receive a software patch, another software version or an appropriate work-around.

The acceptance of maintenance activities will be formalized by the acceptance of the Activity report.

4.1.4.3  Evolution

Evolution of an existing application covers all software development activities linked to extensions, improvements and functional enhancements of the existing system, including development of the complementary components and technical migrations of any components of the system;

This includes the following activities: 

(i) project management,

(ii) technical descriptions,

(iii) coding,

(iv) testing,

(v) packaging,

(vi) delivering,

(vii) documentation drafting,

(viii) training.

Technical descriptions (ii) are based on the functional specifications and typically include feasibility studies and elaboration of technical specifications/proposals to implement the functional specifications, definition of test cases, elaboration of impact studies concerning planned changes at technical level;

Documentation drafting (vii) according to the different phases of the software development process has to be ensured.
The Publications Office may request the assistance of the contractor to carry out the implementation phase including the development of shell scripts and similar tasks in order to integrate the delivered software components into the existing environment.

According to the Publications Office’s evaluation, two situations may happen:

Major evolutions: will be based on specifications provided by the Publications Office, based on a functional analysis. The objective will be the implementation of the specifications according to the users' needs in terms of planning and priorities. This type of developments will be typically covered by fixed price or quoted time and means orders.

Minor evolutions: some more simple requests would not need a previous functional analysis. The services provider will be responsible for the development of this type of requests based on the requirements provided by the Publications Office. This type of work will be covered either by a time and means, quoted time and means or by a fixed price order.

It’s at the Publications Office’s discretion to decide whether a preceding functional analysis would be needed, or not.

The Contractor is expected to be able to provide the relevant training in the use and management of the application. Training can be requested, either as an isolated activity (for example, newcomers training) or as part of a complex subproject under development, so users can receive training before a new functionality is put into production. Training shall be provided in either French or English, depending on the needs of the Publications Office, on the Publications Office premises or Contractor’s premises. The Contractor may be required to provide a training environment.

4.1.4.4 Support to Member States

The following tasks are required for this service: 

· integration of the Web Site or a Web Service of a Member State;
· technical advice;
· testing;
· documentation;
· training;
· support on Certificate for ssl protocol;
· support for Web Service development.

Example of tasks which might be requested:

Assistance to implement new Web Services by a Member State

The Publications Office encourages a Member State to develop Web Services (called remote connectors) in order to make their legal documents and their associated Metadata available to the N-Lex application.

The Web Service is described in the N-Lex_developer_guide.1.4.doc.

The contractor's task will be to test and integrate this Web Service in the N-Lex application as well as to assist the Member State in its development. 

4.1.4.5 Take-over

As a part of this task the Contractor shall take-over the existing N-LEX application. 

Only the first contractor on the cascading list shall implement the takeover immediately after the entry into force of the contract in order to be ready to provide the requested services immediately after the end of the take-over. 

Should the Contract with the first Contractor be terminated the second Contractor would be requested to implement the takeover. The same applies to the third Contractor.

During the takeover phase he shall familiarize itself with the applications to be ready to provide daily services immediately after the end of this phase, which will take maximum 2 months.

During the takeover period, the current Contractor will continue working as the main service provider handling all kinds of services. No distribution of the ongoing works or any other kind of cross-work between the existing Contractor and the future one has been foreseen.

If there is any maintenance action on applications during the takeover period, the Publications Office will inform the new Contractor of the modifications.

If the successful tenderer (itself, or as a consortium member) is the current Contractor (itself, or as a consortium member) of contract 10285 with the Publications Office, then it will not be entitled to the takeover costs. If the successful tenderer has the current contractor as a subcontractor, then the takeover costs will be reduced proportionally to the foreseen size of the subcontracting.

Takeover schedule:
T0 – takeover start date

T0 + 1 month

During this sub-period of takeover the contractor will:

· take over all project documentation and software allowing the reproduction of a complete environment equivalent to those running at the Publications Office;
· set up a complete development and testing environment at its premises and familiarize his staff with the application and documentation. This includes the necessary actions to simulate the external applications which interface with N-Lex;
· provide remote access for the Publications Office staff to at least one environment so that the effective installation and working of the application can be validated by the Publications Office staff;
· organize weekly meetings with the Publications Office staff in order to report on takeover activities, achievements, difficulties, risks, planning, ...

T0 + 2 months 

During this sub-period of takeover the Publications Office will check that the contractor is able to deliver the expected services.

During this sub-period of takeover, the contractor will:

· set up and experiment internal procedure and resources to be able to provide any service requested by the Publications Office as foreseen in the present specifications. In particular, software deliveries have to satisfy the requirements described in the present specifications;
· deliver a patch that will be requested by the Publications Office using the appropriate JIRA project which will be setup by the Publications Office for the follow-up of the activities of the contract. The exact scope of this patch will be defined/agreed between the parties at the very beginning of the takeover period. The effective delivery will take place five (5) working days before the end of the sub-period at the latest. This delivery will be subject to a formal acceptance procedure in order to validate the compliance with the requirements;
· take any required action to correct and/or adapt its internal procedures according to any issue identified and reported by the Publications Office during the acceptance procedure;
· deliver a final report describing the activities performed during the takeover, achievements, strengths and risks as well as explaining the procedures and technical means (e.g. infrastructure) put in place shall be delivered not later than five (5) working days after formal acceptance of the patch delivery. The Publications Office shall have five (5) working days to accept or reject the report. The contractor may be requested to provide additional information/introduce modifications to the takeover report. In such a case, an updated final report shall be provided within five (5) working days following reception of the request by the contractor;
· organize weekly meetings with the Publications Office staff in order to report on takeover activities, achievements, difficulties, risks, planning, ...

The maximum amount for the take-over shall not exceed 5% of "TOTAL PRICE (A+B+C+E)" of the Estimation Form.

4.1.4.6  Hand-over

The Contractor shall prepare for and contribute pro-actively to a complete, timely and smooth handover of the services to another Contractor or the Publications Office, in case of termination or upon expiry of the Contract. 

All computer hardware, software and other capital equipment which may have been paid for by the Institutions, including the Publications Office, shall be handed back by the Contractor. This also applies to all documentation.

During the one (1) month handover period, the Contractor will fully co-operate with the Publications Office or with the next Contractor(s) to achieve the continuation of high standard service quality.

During the handover period the following deliverables shall be provided to the Publications Office without further payment:
· consolidated reports covering the whole period;

· backups of the entire software configuration of each and every service;

· a package allowing reproducing the complete operational environment (with anonymized data and optionally without data) in the environment of the Publications Office or of the next Contractor;

· archives and all associated information according to specifications defined by the Publications Office;

· software application systems and all data that have been managed, further developed or newly developed under the contract;

· blue prints and scenarios for the work processes and quality control;

· any confidential data in physical files (paper or electronic) that has been provided to it or has otherwise come into its possession during execution of the work;

· a statement stating the respect of confidentiality for the period as defined in the contract (article II.5 of the contract);

· a statement stating that no malicious code (backdoors, time-bombs, Trojan horses, worms, viruses, etc.) has been installed by any of the contractor’s staff and that the latter have taken all the necessary measures to ensure that no malicious code exists in the systems left behind and/or provided to the Publications Office;

Apart from those deliverables, the Contractor shall destroy any security critical information and piece of software that was provided by the Institutions for the purpose of accessing servers at the Institutions during the execution of the contract. This may include sensitive information, passwords, encryption keys, personal data of people involved in the project, firewall and router configuration files, etc.
4.1.5. Work estimation

The following table presents an estimation of the annual resource requirements and its estimated division per profile.

	Profile
	Estimation of the annual workload
 in man-days 

	Project Manager (PRO-MAN)
	20

	Analyst Programmer (ANA-PROG)
	175

	Grand total
	195


4.2 Definitions

These are the most import terms being used in this call for tenders.

	Acceptance note
	An "Acceptance note" is a document delivered to the contractor once the testing phase is finished and containing its results. It formalizes the acceptance of the delivery and may be issued with, or without reserves.

	Change request
	A "Change request" is a request of any of the contracting parties when a change in services arises as compared to the requirements set in the contract, Specifications or Order.

The contractor shall describe the change(s) and indicate the impact of the change request in time and resources. 

A new feature would be considered as "Change request".

	Delivery note
	A "Delivery note" means a document containing the number of the framework contract and of the Order and the details of the delivery, acknowledging the fact that the delivery has taken place but in no way implying conformity with the Specifications.

	Extra Muros
	"Extra Muros" means outside the premises of the Publications Office. If nothing else is mentioned, the services shall be provided outside the premises of the Publications Office.

	Fixed price order
	Order based on the fixed priced for a project or services proposed by the contractor, or on the fixed price provided in the price schedule.

	High priority issue
	(see under "Issue" the definition for an issue)

A high priority issue refers to a very serious error or problem whose consequences are the total or major loss of functionality, or service, or application, and therefore needs to be dealt with quickly.

	Issue
	A request of any nature can be considered as an issue. Typical issue types are bug, improvement, assistance, new feature and task. Depending on the nature of the issue, a variety of solutions is possible: programming code, diagnostic actions, written instructions and so on.

	Improvement 
	"Improvements" means technical services in order to resolve issues based on the requirements set in the contract, Specifications or Order. The contractor shall assist the stakeholders to provide the required solutions. An improvement is a task that is estimated to be a maximum of 10 man-days of effort. 

The planning of the solution will be agreed between the Publications Office and the contractor.

	Intra Muros
	"Intra Muros" means within the premises of the Publications Office. Work performed Intra Muros by the contractor must respect the working hours and the working days of the Publications Office.

	Low priority issue
	(see under "Issue" the definition for an issue)

A low priority issue refers to an error, or problem or any other request that can be dealt comfortably in time.

	Medium priority issue
	(see under "Issue" the definition for an issue)

A medium priority issue refers to an error, or problem or any other request, with a lower impact than the one described for high priority issues, but that nevertheless require reasonably quick action.

	Order form ("Order")
	An "Order form" is a document signed by the Commission and the contractor ordering services or products pursuant to the contract.

Please note that references to specific contracts may be understood as references also to orders.

	Project
	Planned set of interrelated tasks to be executed over a fixed period and within certain cost and other limitations. "Projects" are initiated by minimum one order-form. They typically start with a kick-off meeting and end with the delivery of the product or service.

	Quoted time and means order
	Order for services based on the price per man-day as provided in the price schedule where work is ordered for a total number of days and later divided into various sub-tasks.

	Release note
	A "release note" is a document specifying the technical aspects of a delivery. A "release note" is required in case of software deliverable in addition to a delivery note which is compulsory for all deliverables.

	Steering committee
	A "Steering committee" is a committee made up of high level stakeholders and decision makers of the Publications Office and the Project Leader from the contractor, who are responsible for providing guidance on overall strategic direction of the project such as project's objectives, budgetary control, strategy, resource allocation and decisions involving large expenditure.

	Time and means order
	Order for services based on the price per man-day as provided in the price schedule.

	Working days
	The "Working days" are Monday to Friday, excluding Commission official holidays. The Publications Office will provide the contractor with the calendar of the official holidays before the beginning of each new year.


	Working hours
	Normal "Working hours" are the hours falling within the period from 7 a.m. to 8 p.m. (CET) on working days. Usually it includes 8 working hours per day and a compulsory lunch break of 30 minutes.

	Working languages
	"Working languages" at the publications Office are English and French.


4.3 Working environment

4.3.1 Issue tracking system (ITS)

Annex 15 "The Publications Office's Recording and Tracking system" describes the issue tracking system of the Publications Office.

4.3.2 Software deliveries repository

Annex 16 "Software Delivery, Integration and Source Code Management with Apache TM Subversion" describes the software deliveries repository of the Publications Office.
4.3.3 Security requirements

Annex 17 "Baseline Information System Security Policies" describes the security requirements of the Publications Office.

4.3.4 Enterprise Architecture repository

Any documentation provided should be in line with the Publications Office Enterprise Architecture repository and methodology in place.

For generic clauses related to studies, business analysis deliverables and tool usage rules, please refer to annex 18 "Generic contractual clauses for EA / BPM deliverables".

4.4 Working methods and constraints

4.4.1 Execution of the contract

Provision of services will be based on Order forms.

Orders may be either on a:

· fixed price basis;
· time and means basis;
· quoted time and means basis.
This decision rests solely with the Publications Office.

The definition of the order types is given in 4.2 "Definitions".

4.4.2 Orders execution

4.4.2.1 Initialisation of orders

The contractor will receive a request for services with accompanying documents (i.e. functional or technical Specifications).

The Publications Office shall state the type of the order (fixed price, time and means or quoted time and means) in the request for services.
For quoted time and means orders, work will be ordered for a total number of days and will be subsequently divided into various sub-tasks.

For time and means orders and quoted time and means orders, the overall effort estimation will be provided by the Publications Office.

For fixed price orders, the estimation will be included in the Contractor's proposal. 

The contractor shall submit its proposal to the Publications Office, with the following deadlines:

· for fixed price orders, the deadline is ten (10) working days following the receipt of the request;
· for time and means and quoted time and means orders, the deadline is five (5) working days following the receipt of the request.

Unless otherwise indicated in the request for services, the proposal shall consist of the following elements:

· description of the tasks/work packages to be executed and list of the deliverables including list of documentation do be drafted / updated;
· constraints (human resources, time, planning, infrastructure, etc.) ;
· in case of projects, a project plan, including all the required intervention or active participation of the Publications Office;
· in case of fixed price orders, a conclusive and binding effort estimation (including profile breakdown), and a fixed price calculated on the basis of the man-days rate of the appropriate profiles included in the Price schedule of the Framework Contract;
· in case of quoted time and means or time and means orders, a total price calculated on the basis of the man-days rate of the appropriate profiles included in the Price schedule of the Framework Contract.

The Publications Office shall have ten (10) working days to accept or reject the proposal. The contractor may be requested to provide additional information/introduce modifications to its proposal. In such a case, an updated proposal shall be provided within two (2) working days following the request reception by the contractor.

If there is a disagreement on the allocation of the resources, including the price, in the request for services, the Publications Office may inform the contractor that he is considered unavailable and send the same request for services to the next contractor on the list.

Following the acceptance of the contractor's proposal an order will be issued. Within ten (10) working days of an order being sent by the Publications Office to the contractor, the Publications Office shall receive it back, duly signed and dated.

4.4.2.2 Execution of orders

For time and means and quoted time and means orders, if the number of days agreed and ordered has not been fully taken up, the Publications Office shall not be obliged either to use or to pay for the days not worked and the contractor shall not be entitled to claim damages therefore.

(i) Fixed-price orders

The launch of a fixed-price order will be formalised by a kick-off meeting which shall take place within five (5) working days following the signature of the order by the contractor. 

No later than three (3) working days before the kick-off meeting a detailed presentation of the team allocated to the execution of the order, a detailed version of the project plan (in case of project), as well as a quality assurance plan shall be provided for validation by the Publications Office.

The Publications Office shall have five (5) working days following the kick-off meeting to validate, or reject the team allocated to the execution of the order, the detailed version of the project plan or the quality assurance plan. The contractor may be requested to provide additional information or introduce modifications to its proposal. In such situations an updated proposal shall be provided within two (2) working days following the reception of the request by the contractor.

(ii) Time and means orders

For time and means orders the work shall be undertaken by the contractor on the basis of man-days. Work can be ordered (e.g. using the ITS) as soon as the order was signed by both contracting parties.

When the consumption of any profile reaches 70 %, a warning e-mail shall be sent to the Publications Office.

(iii) Quoted time and means orders

For quoted time and means orders, work will be ordered for a total number of days and will later be divided into various sub-tasks.

During the execution of a quoted time and means order, the Publications Office will provide the contractor with a detailed description of each sub-task (e.g. as Tasks, using JIRA). The contractor will then send the Publications Office an estimate of the profiles and the corresponding number of days needed to carry out the sub-task, the list of deliverables and their expected delivery dates.

Once the estimate has been accepted by the Publications Office, only the number of days indicated in the estimate will be chargeable; the delivery dates and the budget will be binding, unless an amendment is explicitly requested by the Publications Office.

4.4.3 Deliverables and their acceptance

Deliveries may include one or more deliverables. A delivery has to be accompanied by a Delivery note (see model in Annex 13) which will be signed by the Publications Office. Intermediate deliveries in common agreement are possible.

The place of delivery shall be the premises of the Publications Office in Luxembourg:

2 rue Mercier

L-2985 Luxembourg

unless otherwise notified to the contractor.

Any hand-delivery must be done during the Normal working hours of the Publications Office. 

The Publications Office shall be notified in writing of the exact date and time of delivery at least forty-eight (48) hours in advance.

Deliveries can be composed of:

· Documentation only;

· Software and related documentation.

A deliverable is liable to be rejected definitively once it has been presented for the second time and the Publications Office considers it does not meet the requirements.

4.4.3.1 Acceptance of deliveries which do not include software (analysis documents, technical studies, etc)

Unless otherwise specified, each delivery, including intermediate ones, shall include following elements:

· a delivery note (detailling the content of the delivery with revision identifier);

· a full updated project documentation (Functional Analysis, Technical Architecture, User Manual, Operational Manual, Training Material, Analysis graphical models, etc.- when applicable).

Deliveries will follow the following acceptance procedure.  

It starts on the first working day after the date of signature of the Delivery note by the Publications Office and takes usually up to twenty (20) working days.

The Acceptance note (see model in Annex 14) will include the conclusions of the acceptance phase.

One of three situations may occur:

A. The delivery is accepted with no reserves. No problems have been detected during the acceptance phase.

B. The delivery is accepted with reserves. One or several minor problems have been identified during the acceptance phase as specified in the Acceptance note. The contractor has to communicate its position within five (5) working days after reception of the Acceptance note by organising a meeting with the Publications Office. The contractor accepts the result of the acceptance by countersignature of the Acceptance note. At the same time it communicates its planning for the delivery of the necessary corrections, which shall be made no later than three (3) weeks following the issue of the Acceptance note. The planning has to be accepted by the Publications Office.

C. The delivery is rejected due to the existence of major problems found during the acceptance period. The contractor has to communicate its position within five (5) working days after receipt of the rejection note by organizing a meeting with the Publications Office. Since the contractor has to prepare a new delivery, the contractor will propose a new delivery date during the meeting. The planning has to be accepted by the Publications Office.

4.4.3.2 Acceptance of deliveries which include software
For software deliveries, the contractor will submit to the Publications Office at least fifteen (15) working days before the planned delivery, the proposal for a test plan (including performance and security testing) and the test cases to test the functionalities in the delivery concerned. 

The Publications Office shall have five (5) working days to accept, or reject the proposal for a test plan. The contractor may be requested to provide additional information/ introduce modifications to its proposal. In such situations an updated proposal shall be provided within two (2) working days following the request's reception by the contractor.

The contractor is obliged to implement the whole test plan and the test cases at his premises before the delivery and to provide written evidence for each test performed at his premises to the Publications Office together with the submitted software. 

Unless otherwise specified, each delivery, including intermediate ones, shall include the following elements:

· a delivery note;

· a release note (detailling the content of the delivery with revision identifier and list of developments added or modified);

· a detailled installation manual, taking into account any already existing version of the software of the application to be upgraded;

· an accepted proposal for a test plan including changes and/or new features which are subject to the delivery;

· a proof of all test cases implemented at the contractor's premises according to the test plan;

· a fully documented source code (according to the good engineering practice) including script and configuration procedure for building executable software;

· a full updated project documentation (Functional Analysis, Technical Architecture, User Manual, Operational Manual, Training Material, Analysis graphical models, etc.- when applicable).

For software deliveries and related documentation the acceptance period will take up to fifty (50) working days. 

The acceptance period consists of three consecutive phases:

· Installation phase of up to ten (10) working days.
The Publications Office may request the support of the contractor in case of problems during the installation phase, without supplementary charges.

· Test or validation phase of up to thirty (30) working days.

The Publications Office will execute the testing based on the accepted proposal of the test plan submitted by the contractor but the Publications Office reserves the right to also execute tests not strictly part of the test plan.

· Wrap-up phase of up to ten (10) working days.

During this phase the Acceptance note (see model in Annex 14) will be established. It  will include the conclusions of the testing period.

One of three situations may occur:

A. The delivery is accepted with no reserves. No problems have been detected during the test or validation phase. The guarantee period (see Article I.12 of the contract) starts from the date of the signature of the Acceptance note.

B. The delivery is accepted with reserves. One or several minor or non-blocking problems have been identified during the test or validation phase as specified in the Acceptance note. The contractor has to communicate its position within five (5) working days after reception of the Acceptance note by organising a meeting with the Publications Office. The contractor accepts the result of the acceptance by countersignature of the Acceptance note. At the same time it communicates its planning for the delivery of the necessary corrections, which shall be made no later then one (1) month following the issue of the Acceptance note. The planning has to be accepted by the Publications Office. The guarantee period starts from the date of the signature of the Acceptance note.

C. The delivery is rejected due to the existence of blocking or major problems found during the testing or validation period. The contractor has to communicate its position within five (5) working days after receipt of the rejection note by organizing a meeting with the Publications Office. Since the contractor has to prepare a new delivery, the contractor will propose a new delivery date during the meeting. The planning has to be accepted by the Publications Office. 

A delivery will be rejected when it does not include all the required elements, as specified in the bullet list above. 

If no Acceptance note is issued by the Publications Office at the end of the acceptance period, the delivery is implicitly accepted and the guarantee period starts fifty (50) working days after the date of signature of the Delivery note by the Publications Office.

At the end of the guarantee period the Publications Office will verify and in written confirm that all reserves indicated on the Acceptance note have been solved and that all corrections of bugs found during the guarantee period have been delivered, installed and validated.

If all reserves indicated on the Acceptance note are not resolved or all bugs found during the guarantee period are not solved, the Publications Office will call on the contractor to carry out all the necessary corrections. The contractor shall have three (3) working days following the reception of information indicated above to communicate its position. In particular he shall inform the Publications Office when the remaining reserves or bugs will be resolved / corrected.

The delivery shall follow requirements as set in the document: N-Lex-D-2010-013: Publications Office installation procedure.

4.4.4 Reporting

4.4.4.1 Contract monitoring

The Contractor shall designate a Project Leader (PL) who will have an overall responsibility for the execution of the Contract. 

The Publications Office will designate one or two Project Managers (PM) responsible for monitoring of the proper execution of the Contract.
The costs related to the contract monitoring including costs of reporting shall be included in the given prices.

The costs related to the update of the documentation (functional and technical) shall be included in the given prices, also in any further offer for improvement.

4.4.4.2 Meetings

In addition to the kick-off meetings, regular meetings (working meetings and steering committees meetings) are foreseen in Luxemburg during the whole duration of the Contract.

Frequency of the working meetings will be defined individually, whereas the steering committee meetings will be held every month, although the frequency may be modified depending on specific situations. 

Presence of the Contractor's representative will be requested at every meeting and the presence of other persons may be required as well. 

Meetings may be arranged at short notice meaning that the Contractor must be available within 3 working days.

The costs of all meetings shall be included in the prices.

For each meeting/remote conference (audio and/or video), the contractor shall:

· prepare an agenda;
· ensure the participation of the relevant Contractor's staff;
· draft detailed meeting minutes including additions to the Action Items list, and submit them to the Publications Office for comments within five (5) working days following the meeting;
· collect and integrate the corrections requested by the Publications Office to the meeting minutes during ten (10) working days following the submission of the draft version;
· distribute the final version.

In addition, for steering committee meetings, the contractor shall provide, maintain and review: 

· a risks list and related management actions;
· an issues list and related actions, ongoing tasks;
· a deliverables tracking matrix with planned and actual dates for all actions related to a deliverable (delivery, Acceptance note sent, Acceptance note signed, etc.).

4.4.4.3 Activity report

As part of the contract management activities for periods when there is an active order, no later than the fifth (5th) working day of each month, the Contractor shall send to the Publications Office an activity report reflecting the situation at the end of the previous month covering all orders. The Publications Office shall have ten (10) working days to accept, or reject it. The Contractor may be requested to provide additional information to its report. In such situations an updated activity report shall be provided within two (2) working days following the reception of the request by the Contractor.

The Activity report shall consist of the following parts:

a) Financial balance
The minimum information included in the balance shall be:

For each order form:

(i) amount ordered, 

(ii) amount invoiced, 

(iii) remaining budget available and 

(iv) the planning of submission of the remaining invoices.

For time and means and quoted time and means orders, the man-days status per profile (initial, consumption, forecast, remaining part) shall be added.
B) KPI’s

The report shall include a table presenting the value of all monthly KPI’s for the last (twelve) 12 months. See 4.4.6.
C) Deliverables tracking matrix

The Deliverables Tracking Matrix shall contain all planned and actual dates for all actions (delivery, acceptance note sent, acceptance note signed, etc.) related to all known (present, current and past) deliverables, including document deliverables under the contract.

 D) Maintenance activities

If there is an active order covering maintenance activities, the contractor shall compile a maintenance report giving the following particulars of the maintenance activities carried out during the previous month:

(i) A list of outstanding problems, with the cause and the expected date of resolution,

(ii) An analysis of problems encountered by type of failure and application,

(iii) number of issues opened,

(iv) number of issues corrected,

(v) number of issues open at the end of the period & expected resolution date,

(vi) pending actions for the contractor's Project Leader and the Project Manager in the context of issues resolution.

E) Evolution activities

If there is an active order covering evolution activities, the contractor shall compile a report giving the following particulars of the evolution activities:

(i) For fixed price or quoted time and means orders:

The following minimum information shall be included for each order form: 

· order number,

· global overview, 

· achievements for the last periods/phases,

· analysis of the reporting period/phase, 

· forecast for the next periods/phases, 

· analysis of open/closed issues, 

· analysis of improvements or change requests, 

· analysis of risks, and 

· action items list.

(ii) For time and means orders:

For each person involved, the report shall include for the previous month the following minimum information: 

· order number, 

· month, 

· description of realized tasks and profile man-days spent per day, with references to the issues in the issue tracking system

· total of man-days per profile for the month, 

· name and profile of involved people

In case of services provided Intra Muros, an Attendance Sheet signed by the Publications Office and showing the working time for a person working at the Publications Office's premises shall be attached to the report.

4.4.5 Constraints

4.4.5.1 Working languages

Documents must be provided in English or French. All written or oral communication must be done either in English or French.

4.4.5.2 Human resources issues and replacements

The following requirements have to be met:

· only the human resources proposed by the Contractor as a part of its team in the offer will be allowed to perform the requested tasks;
· the human resources proposed to deliver the requested service must be available when the provision of services starts;
· the Contractor must replace human resources unable to carry out the ad hoc assignments conforming to the required standards;
· the Contractor must inform the Publications Office one month in advance of any foreseeable human resources change. For a human resource proposed for the first time to the Publications Office, detailed information has to be provided by the Contractor. The Publications Office reserves the right to reject the proposed human resources on the basis of insufficient qualifications.

The initial human resources remain in place until the replacement is fully operational;
· a replacement has to be immediately operational when the original human resources are withdrawn;
· as a consequence of any replacement of the human resources an adequate handover respective introduction period of at least ten (10) working days must be foreseen. All costs related to the handover (e.g. example training expenses) are to be paid by the Contractor;
· if the human resources are unavailable due to reasons beyond the Contractor’s control, the Contractor has immediately to inform the Publications Office and make available an equivalent replacement within five (5) working days;
· The Contractor must provide training for the human resources involved in the Contract's execution.

4.4.5.3 . Time limits

The time limits for deliveries and the other time limits, except the ones already stated in the Contract, will be specified on each Order. 

The delivery times specified in the Order are per Order, irrespective of other Order being processed.

Failure to observe deadlines may lead to the application of liquidated damages. 

Deadlines for the execution of the tasks are calculated from the date of signature of the Order by the contractor.

4.4.5.4 . Change request

As soon as the Contractor identifies the need for a change, it has to notify it to the Publications Office. A change request may be raised during the whole validity period of an order.

For each change request the contractor shall provide the following information: 

(i) ID number of change request, 

(ii) author, dates of creation/validation, 

(iii) description (summary and detailed), 

(iv) workload per profile, 

(v) impact in terms of plan and other impacts, 

(vi) risks, 

(vii) amount, 

(viii) how it is taken in charge.

Only after receiving officially this information, the Publications Office and the contractor will start the discussion on it. The change will be finally subject to validation by the Publications Office. If the change request is approved a dedicated Order form will be issued and sent to the Contractor.

4.4.6 Key Performance Indicators (KPIs)

For the key areas related to the Contract's execution a level of performance has been defined representing the minimum level of quality to be provided. 

The global quality is evaluated every month. The contractor will collect the values of the KPIs and consolidate them in the activity report (4.4.4.3.) handed out to the Publications Office. Every 3 month a steering committee will be organised to evaluate if the service quality is deemed to be as expected or to define an action plan to improve the service quality.

During the three (3) first months following the start of the contract or – in case of takeover – following the end of the takeover, the KPIs will be monitored without application of liquidated damages (break-in period). After that period, the quality of services provided by the contractor will be strictly evaluated based on the KPIs measurement.
The Publications Office will use the Key Performance Indicators as described in the tables below:

	KPI Attribute
	KPI Attribute Description

	ID:
	Represents the KPI Identifier

	Name:
	Contains the description of the KPI

	Target
	Describes objective against which the KPI will be evaluated

	Procedure
	Describes how the raw data is collected to compute the value of the KPI and the calculation formula


Figure 1 - List of KPI Attributes

	ID
	Name
	Target
	Procedure

	KPI-1
	Resolution time –High-priority issues
	Max. 5 
working hours following notification
	Time is measured from the notification of the issue to the delivery of an acceptable solution. The Contractor may request additional specific information upon confirmation of the issue.

Any delays caused by the Publications Office in providing this information will be deducted from the resolution time. 

	KPI-2
	Resolution time – Medium-priority issues
	Max. 4 working days following notification
	Time is measured from the notification of the issue to the delivery of an acceptable solution. The Contractor may request additional specific information upon confirmation of the issue.

Any delays caused by the Publications Office in providing this information will be deducted from the resolution time. 

	KPI-3
	Resolution time – Low-priority issues
	Max. 15 working days following notification
	Time is measured from the notification of the issue to the delivery of an acceptable solution. The Contractor may request additional specific information upon confirmation of the issue.

Any delays caused by the Publications Office in providing this information will be deducted from the resolution time.

	KPI-4
	Provision of a proposal to the Publications Office
	According to the deadlines defined 4.4.2
	The Publications Office sends a request for a proposal by e-mail. 

Information is maintained by the Contractor in a dedicated Excel sheet

	KPI-5
	Reception of the Order signed by the Contractor
	According to the deadlines defined in 4.4.2
	In working days. Information is maintained by the Contractor in a dedicated Excel sheet



	KPI-6
	Punctuality of the kick-off meetings
	According to the deadlines defined in 4.4.2
	In working days. Information is maintained by the contractor in a dedicated Excel sheet.

	KPI-7
	Punctuality of presentation of the detailed monthly activity report
	According to the deadlines defined in 4.4.4
	The content of the activity report is described in 4.4.4. "Reporting".

	KPI-8
	Number of deliverables after the deadline
	0
	The contractor is supposed to deliver deliverables not later than the forecasted date. 

Forecasted dates are dates specified in the accepted detailed project plans or commonly agreed during the steering committees.

	KPI-9
	Not applicable to this call for tenders

	KPI-10
	Number of deliverables rejected
	0 
(see 4.4.3)
	The Contractor sends a deliverable for acceptance.

Within the acceptance period the Publications Office issues an Acceptance Note. In point 3 of the Note, it selects “Refusal” and includes a document with a detailed explanation of the refusal.

	KPI-11
	Meeting minutes of regular meetings
	According to the deadlines defined in 4.4.4.2
	The meeting is organised and held (no minutes have to be produced for working meetings meant to produce a deliverable where the result of the meeting is immediately used to produce the deliverable).


List of Annexes

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, subcontracting and freelancing
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
PARFs

12
Best Practice documents

13
Model of Delivery Note
14
Model of Acceptance Note 
15
The Publications Office's Recording and Tracking system

16
Software Delivery, Integration and Source Code Management with Apache TM Subversion
17
Publications Office’s Minimum Security Requirements
18
Generic contractual clauses for EA / BPM deliverables
19
Detailed description of N-LEX

Annex 1 
Price Schedule and Estimation Form

The price schedules and estimation are to be downloaded from e-tendering: 
https://etendering.ted.europa.eu/cft/cft-display.html?cftId=265
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 take precedence.
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 in each official language is available at the following Internet address:

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


[image: image4.jpg]iy
.4

* 4
*
*x

*x

FINANCIAL IDENTIFICATION

PRIVACY STATEMENT hitp.ffec.europa ewbudgetlibrary/contracts arants/info contracts/privacy statement en pdf
ACCOUNT NAME
ACCOUNT NAME ® : :
ADDRESS ‘ : :
TOWNICITY | POSTCODE [ ]
COUNTRY [ |

@ The name or title under which the account has been opened and not the name of the account holder

CONTACT

TELEPHONE

] Fax |

E-MAIL

BANK NAME

BRANCH ADDRESS

TOWNICITY POSTCODE

ACCOUNT NUMBER

IBAN @

[
COUNTRY |
[
[

@ Ifthe IBAN Code (international Bank Account Number) is applied in the country where your bank is situated

REMARK:

[BANK STAMP + SIGNATURE OF BANK REPRESENTATIVE [DATE + SIGNATURE OF ACCOUNT HOLDER
(Both obligatory) @ (Obligatory)

@ itis preferable to attach a copy of recent bank statement, Please note that the bank statement has to provide alf the
information listed above under ‘ACCOUNT NAME' and ‘BANK".

In this case, the stamp of the bank and the signature of the bank's representative are not required. The signature of the
account-holder is obligatory in aff cases.





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 in each official language is available at the following Internet address:

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 


[image: image5.jpg]iy
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*
*
*
* ok

LEGAL ENTITY
PRIVACY STATEMENT http #ec europa ewbudget/contracts grantsfinfo contracts/leqal entities/legal entities en.cfm#en
PRIVATE COMPANY
LEGALFORM | ]
NAME(S) : :

ADDRESS OF
HEAD OFFICE /
FISCAL
ADDRESS

POSTCODE

P.0.BOX ]

TOWN/CITY

COUNTRY

VATN° © | ]

PLACE OF REGISTRATION I

DATE OF REGISTRATION 1 /3

DD MowM YooY vy
REGISTRATION N° @ I

PHONE | FAX ]

E-MAIL [ |

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

@ A COPY OF THE VAT REGISTRATION DOCUMENT IF APPLICABLE AND IF THE VAT NUMBER DOES
NOT APPEAR ON THE OFFICIAL DOCUMENT REFERRED TO AT @ BELOW.

@ A COPY OF SOME OFFICIAL DOCUMENT (OFFICIAL GAZETTE, COMPANY REGISTER ETC.) SHOWING THE
NAME OF THE LEGAL ENTITY, THE ADDRESS OF THE HEAD OFFICE AND THE REGISTRATION NUMBER
GIVEN TO IT BY THE NATIONAL AUTHORITIES.

DATE AND SIGNATURE OF AUTHORISED REPRESENTATIVE





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:
c) The Group Leader shall sign any contractual documents - including the contract, Specific Contracts and Amendments thereto - and issue any invoices related to the Supplies or the Services on behalf of the Group Members.
d) 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 Contracts 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 (lfunction: ……)
members of a consortium, which are not the leader, only have to fill in the first paragraph – identity, 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/Position
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	

	Contact person

For technical matters
	Answer

	Name in full and title
	

	Function/Position
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	


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 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, subcontracting or freelancing
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 or freelancing?
Yes

No

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

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:

…….….……………………………….………………………………………..

Value of the subcontracting/freelancer, as a percentage of the contract's value:

…….….……………………………….………………………………………..

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 or freelanced
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 completed)
	5
	

	*
	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 (to be 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)
	---
	

	*
	Best Practice Documents (to be provided)
	12
	

	*
	PARFs (to be completed)
	11
	

	*
	CV summary (to be completed)
	8
	

	*
	Set of CVs (to be provided)
	9
	

	Section Four: technical award criteria

	*
	Tender's technical proposal for the maintenance services
 (to be provided)
	---
	

	*
	Tender's  proposal and planning for the integration of a new Member State web service to be provided)
	---
	

	*
	Tenderer's proposal for a takeover (to be provided)
	---
	

	*
	Tenderer's proposal for a handover (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 Regulation (EC, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on the financial rules applicable to the general budget of the Union (OJ L 298 of 26 October 2012), I, the undersigned, declare on my honour that the following grounds for disqualification do not apply to the company or organisation (hereinafter referred to as "the 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, or persons having powers of representation, decision making or control over the organisation having been, convicted of an offence concerning professional conduct by a judgement of a competent authority of a Member State which has the force of res judicata;

(c)
being guilty of grave professional misconduct proven by any means which the contracting authority can justify including by decisions of the EIB and international organisations;

(d)
not being in compliance with my obligations relating to the payment of social security contributions or 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 or persons having powers of representation, decision making or control over the organisation having been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation, money laundering or any other illegal activity, where such illegal activity is 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 Regulation (EC, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on the financial rules applicable to the general budget of the Union (OJ L 298 of 26 October 2012), I declare on my honour

· 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 contracting 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
	
	2012/2011

	2011/2010

	Total turnover
	
	

	Turnover related to the requested services
	
	

	******

	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:
The following documents shall be attached:

· Balance sheet for the years 2012-11 (if this document for year 2012 is not available then for the years 2011-10)

· Profit and loss account for the years 2012-11 (if this document for year 2012 is not available then for the years 2011-10)

Annex 8
 
CV-Summary

	Profile type
	Name
	CV No
	PARF reference(s)
(if any)
	Accepted 
(reserved for OP)

	PRO-MAN
	
	
	
	

	
	
	
	
	

	ANA-PROG
	
	
	
	

	
	
	
	
	

	
	
	
	
	


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 are available at the beginning of services' provision.
The human resources proposed by the contractor as part of its tender must be available when the provision of services starts (beginning of the takeover).

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:

a. one CV front page;

b. at least one CV education/training/certification page;

c. hardware/software/method expertise pages;

d. at least one CV experience page.

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

· Months in the CV hardware/software/methods expertise page shall be calculated from the successful end of studies of the proposed person. 

· Each CV experience page contains data about the projects/activities the person has participated in and about the hardware/software/tools/methodologies etc., used in the context of these projects/activities. If the projects/activities reference is one that is submitted in the evaluation of the technical and professional capacity (company experience) of the General Invitation to Tender 10431 – Specifications, a reference to its PARF number must be added. More CV experience pages may be added for more projects/activities.

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.
· Each person may be proposed for only one profile.

· 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:

□ Project manager (PRO-MAN)

□ Analyst–programmer (ANA-PROG)

	Highest relevant educational qualification:
	

	Date IT career 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/certification page (CV Ed./Tr./Ce. page number for this CV:    )

	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):

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	CERTIFICATION

	
	Certification obtained:
	Date achieved or planned to achieve (dd/mm/yy):
	Certification valid until
(dd/mm/yy):

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CV hardware/software/method expertise page no. 1

	CV No:
	

	Tenderer:
	

	Person's name:
	


	
	Area of Expertise
	Months
	Relevant CV experience page
	ANA-PROG
	PRO-MAN

	
Programming languages

	1
	Java (RMI, EJB, J2EE, etc.)
	
	
	M
	M

	2
	C++
	
	
	M
	M

	3
	HTML
	
	
	M
	

	4
	Python
	
	
	M
	

	5
	Javascript
	
	
	M
	

	
Scripting language

	6
	PERL
	
	
	M
	

	7
	Unix shell (bash, sh, ksh, csh,…)
	
	
	M
	M

	Content Management System

	8
	Documentum
	
	
	M
	M

	
Databases and querying

	9
	Oracle 11g and higher
	
	
	M
	M

	10
	SQL
	
	
	M
	M

	
Application Servers

	11
	JBoss - Tomcat
	
	
	M
	M

	
Web servers and related technology

	12
	TCP/IP, HTTP, SMTP, FTP, SSL
	
	
	M
	M

	13
	Apache HTTP Servers
	
	
	M
	M

	14
	JSP, PHP
	
	
	M
	M

	15
	CSS
	
	
	M
	M

	
Standards/formats

	16
	XML
	
	
	M
	M

	17
	DTD, XML-schema
	
	
	M
	M

	18
	XSLT
	
	
	M
	M

	19
	UTF-8
	
	
	M
	

	
Operating systems

	20
	Microsoft Windows XP and higher
	
	
	M
	M

	21
	UNIX (Oracle Solaris)
	
	
	M
	M

	
Office programs

	22
	Microsoft Office 2003 and higher
	
	
	M
	M

	Reporting and Issue Management

	23
	JIRA
	
	
	M
	

	Project Management

	24
	ITIL Foundations (V2 and higher)
	
	
	
	M

	25
	PMBoK
	
	
	
	M

	26
	MS Project 2003 and higher
	
	
	
	M

	Software Delivery Integration and Source Code Management

	27
	CVS/SVN
	
	
	M
	


* M: Mandatory 

CV Experience page (CV experience page number for this CV:     )

	CV No:
	

	Tenderer:
	

	Person's name:
	


	PROJECTS/ACTIVITIES EXPERIENCE

	PARF number (optional)
:
	

	Short description of project/activity (if no PARF form exists):
	

	Period of the employees participation

(from-to - mm/yy) :
	
	Dedication (%)

(Full time = 100%)
	

	Employee’s Roles & Responsibilities in the project/activity:

Please inform (by numbering in descending order) which type of services covered by this project/activity, the emplo​yee was involved in (1 – highest involvement, 2 – second highest involvement, … , 6 – no involvement etc.)

□ S1         
 □ S2          

  □ S4         
 □ S5
Please provide a short description of the employee’s Roles & Responsibilities in the project/activity:



	Methodologies/tools/operating systems/hardware/software used by the employee in the project/activity

Please inform which methodologies/tools/operating systems/hardware/software, specified on the CV hardware/ software/method expertise page were used by the employee in the project/activity.

	1
	□
	2
	□
	3
	□
	4
	□
	5
	□
	6
	□
	7
	□
	8
	□
	9
	□
	10
	□

	11
	□
	12
	□
	13
	□
	14
	□
	15
	□
	16
	□
	17
	□
	18
	□
	19
	□
	20
	□

	21
	□
	22
	□
	23
	□
	24
	□
	25
	□
	26
	□
	27
	□
	
	
	
	
	
	


Annex 10
CV description
The following table defines the profiles as well as the number of CVs that have to be provided for each profile in order to evaluate the technical capacity of the tenderer:

	Profiles required (Code)
	Minimum number of CVs to be provided
	Maximum number of CVs to be provided

	Project Manager (PRO-MAN)

ANA-PROG (IT-CONS)
	1

2
	2

3


	Project Manager - PRO-MAN

	Nature of the tasks
	· Project management including proposals for project strategies, planning, definition of tasks and deliverables, review of project deliverables, quality control, risk analysis and management, status reports, problem reporting and management systems, follow up and organisation.

· Guide sub-contractors in charge of project activities and review their deliverables
· Participate in functional and technical working groups and progress meetings.

· Estimate costs, timescales and resource requirements for the successful completion of each project to agreed terms of reference. 

· Prepare and maintain project and quality plans and tracks activities against the plan, provide regular and accurate reports.

· Monitor costs, timescales and resources used, and take action where these deviate from agreed tolerances. Ensure that delivered systems are implemented within these criteria. 

· Manage the change control procedure gaining agreement for revisions to the project from project sponsors. 

· Provide effective leadership for the project team ensuring that team members are motivated and constantly developing their skills and experience. 

	Education
	· University degree of at least 3 years in a relevant subject.

	Languages
	· Good knowledge of English or French.

	Expertise
	· See table "CV hardware/software/method expertise" of Annex 9 "CV Form"

	Experience
	· Minimum 6 years of professional experience in IT.

· Minimum 2 years of professional experience in Project Management with project management tools (MS Project, Primavera…) and methodologies (PMI, Prince2, IPMA…).

· Minimum 1 year of professional experience with quality procedures.


	Analyst-Programmer - ANA-PROG

	Nature of the tasks
	· Analysis of user requirements, high-level design.

· Detailed analysis and design.

· Technical analysis and design.

· Prototyping.

· Coding in different programming languages.

· Unit and integration testing.

· Optimisation of source code.

· Authoring of technical documentation and end-user documentation.

· Provision of assistance for end-user training.

· Participation in meetings with the users.

	Education
	· University degree of at least 3 years in a relevant subject

	Languages
	· Good knowledge of English or French.

	Expertise
	· See table "CV hardware/software/method expertise" of Annex 9 "CV Form"

	Experience
	· Minimum 3 years of professional experience in IT.

· Minimum 2 years of professional experience in analysis and design.

· Minimum 2 years of professional experience in development based on the technology used for the provision of the requested services.
· Minimum 2 years of professional experience working with Oracle databases.

· Minimum 1 year of professional experience working in multi-client and multi-national environments.


Annex 11
Project/Activity Reference Form

The project/activity reference form (PARF) must be used to give details about relevant projects and/or activities the tenderer wants to present as proof of experience with the delivery of services comparable to those defined in the chapter 4 (Technical Specifications).

General rules:

· The use of the annexed project/activity form is mandatory. Only projects and/or activities references submitted by using the annexed form will be evaluated.

· A submitted PARF should be relevant in terms of volume and subject of this call for tenders (number of man-days/technologies/methodologies/tools/technical environment). Projects or activities that do not conform will be eliminated.

· The tenderer has to provide at least one (1) PARF and a maximum of five (5) PARFs.

· If the tenderer submits more than five (5) PARFs, only the first five (5) found in the tender will be analysed in the selection procedure.

· PARFs shall not be outdated; the project will have been executed during the three (3) year period preceding the submission of the offer. Projects which started before this three (3) year period and which are ongoing may be submitted, but only with regards to the part executed during the reference period in question.

· A PARF consists of the following three (3) pages (all the pages shall be completed) plus the reference letter. It is forbidden to add additional pages.

· Framework contracts can be presented as a proof of technical capacity. In this case the tenderer has to use one PARF per project. If there are several specific contracts/orders related to the given project (i.e. one for development, another for the subsequent maintenance, or three successive orders related to the maintenance in the subsequent periods of time) they can be presented as one PARF.

· For how the PARFs will be evaluated, please see point 2.6.2.2.

PARF n°: ………. (page 1 of 3)

Tenderer: ……………………………..…………………………………………….

Project/Activity name: ……………………………..………………………………

Client information

	Client Name:
 ………………………………….……..………………………

Client Economic Sector: ……………………………..………………………

( Public (Private sector
Contact persons:

Name:


Function:

                Tel.:                       E-mail:
……………………………..……………………………..……………………


Organisation, planning, volumes

	Principal contractor for this project/activity (check the appropriate):

□ Tenderer

□ Other (please specify consortium leader, member, subcontractor, freelancer)

Principal location for this project/activity:

□ Tenderer's premises

□ Client's premises

other: ______________________

Start date (mm/yyyy)


End date (mm/yyyy)


(actual / planned)

Internet address of the project when applicable:

Number of total and tenderer's own technical staff involved in man-days, during the project duration / its executed part, by profile (during the reference period 10/07/2013 – deadline for the submission of tenders):

	
	Total number of man-days
	Number of man-days provided by the tenderer

	Project manager (PRO-MAN)
	
	

	Analyst-programmer (ANA-PROG)
	
	

	Staff references (Name, profile, CV-Forms number ):


PARF n°: ………. (page 2 of 3)

Tenderer: ……………………………..…………………………………………….

Project/Activity name: ……………………………..………………………………

Description of the project/activity:

	Explain the relevance of this project with regards to the various services (Sx):

S1

S2

S4

S5

Project/Activity type (development, maintenance, technical analysis, etc):

Description (objectives, executed tasks, main functions developed, data volume, etc.):

This PARF demonstrates the provision of following services:

□ S1          □ S2           □ S4          □ S5



PARF n°: ………. (page 3 of 3)

Tenderer: ……………………………..…………………………………………….

Project/Activity name: ……………………………..………………………………

Technical environment:

	Methodologies/tools/operating systems/hardware/software involved:

Please inform which methodologies/tools/operating systems/hardware/software specified on the CV hardware/software/ method expertise page were involved in the project/activity.

	1
	□
	2
	□
	3
	□
	4
	□
	5
	□
	6
	□
	7
	□
	8
	□
	9
	□
	10
	□

	11
	□
	12
	□
	13
	□
	14
	□
	15
	□
	16
	□
	17
	□
	18
	□
	19
	□
	20
	□

	21
	□
	22
	□
	23
	□
	24
	□
	25
	□
	26
	□
	27
	□
	
	
	
	
	
	

	Please specify other methodologies/tools/operating systems/hardware/software involved in the project/activity not mentioned above




Annex: Reference letter
Annex 12
 Best practice Document

As a proof of their professional and technical capacity the tenderers shall provide extracts of real documentation, which have been produced in order to accomplish similar tasks as the ones asked by the Publications Office. This means that the tenderer shall select extracts of real existing documentation. For each type of documentation a table of contents and a sample of the contents of about 5 to 10 pages shall be presented.

The designation used for the different types of documentation may differ from the tenderer’s code of practice. In this case, the functional equivalent should be submitted.

The Publications Office reserves the right to consult the complete document, if necessary. The documents handed in and any other information obtained during this call for tender are considered confidential by the Publications Office.

One extract per type of Best Practice document shall be provided.

List of types of best practice documents

a. Strategy and requirements
· DOC-SYS-REQ:
System requirements document. Document which specifies the functional requirements or specifications of a system. It will typically includes the use cases.

b. Design

· DOC-DET-DES:
Detailed design document. This document is intended for a non-technical audience in order to provide a detailed view of the design of the system. This type of document shall contain all the specific details concerning the design of the system based on the use cases or functional requirements.

· DOC-SOF-SPE:
Software specification document. Document defining the different modules of a system: functionality, algorithm, interfaces, etc. This document is intended for a technical audience in order to provide all the technical specifications, details and constraints concerning a software development project or IT system.

· DOC-TES-PLA:
Test plan for an information system or an important software component. This type of document shall typically show all the specific test cases to be executed after a software development in order to ensure that all the functionalities work as defined in the system requirements or use cases.

c. End user documentation

· DOC-USE-MAN:
User manual. Document instructing the user on how to use a specific system.

d. Technical documentation

· DOC-INS-MAN:
Installation manual. Documentation describing the installation procedure of an information system. This document is intended for a technical audience in order to instruct the client exploitation teams how to install an information system which has been specifically developed for the client company. No commercial off-the-shelf software installation instructions shall be accepted.

· DOC-EXP-OPE:
Operation manual. Documentation including all information to ensure the daily operation of an information system (user management, security, access, start, stop, back-up...). This document is intended for a technical audience in order to instruct the client exploitation teams how to manage an information system which has been developed for the client company. No commercial off-the-shelf software operation instructions shall be accepted.

e. Project control

· DOC-PRO-REP:
Project progress report document. Document used to report on an IT project, including, but not limited to, global overview, achievements for the last periods/phases, analysis of the reporting period/phase, forecast for the next periods/phases, analysis of open/closed issues, analysis of risks, actions list.
· DOC-QUA-PLA:
Quality assurance plan. Document specifying notably the quality factors, means, procedures and resources guaranteeing the quality of the services provided including the inputs, outputs, metrics and processes.
Annex 13
 Model of Delivery Note
	<<Company logo>>
	AO 10431

DELIVERY NOTE

	Delivery Reference / 

Number / Release version:
<< WP / Release ref>>


	References

	Contract
	Framework Contract No <<Contract number>>: <<Project name>>

	Contractor
	<< Company name>>

	Project reference
	<<Project name>>

	Order reference
	<< Purchase order number>>

	Name of recipient
	Publications Office

	Date
	xx/xx/20xx


	Deliverable Contents

	No
	Description
	Reference
	Supporting material(*)

	1.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>

	2.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>

	3.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>

	4.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>


(*):P: paper, M: electronic mail, T: electronic transfer, D: disk
	
	Contractor name
	Publications Office

	Date :
	
	

	Name :
	
	

	Function :
	
	

	Visa :
	
	


Annex 14
Model of Acceptance Note

[image: image6.png]Office des publications








ACCEPTANCE NOTE

	1. Context

	1.1. Contract
	

	1.2. Contractor
	

	1.3. Project reference
	

	1.4. Order reference
	

	2. Deliverables list

	2.1. Deliverable
	2.2. Name
	2.3. Delivery date

	
	
	

	
	
	

	3. Conclusion of Acceptance

	(
	3.1. General or Clean Acceptance.

	(
	3.2. Acceptance with reserves (the provider undertakes to correct, within the framework of guarantee, faults noted and described within chapter 6 of the current document).

	
	3.3.Guarantee period: 
	Start date:
	
	End date
	

	(
	3.4. Refusal (the provider undertakes to correct faults noted and described within chapter 6 the current document). The product will be the subject of new delivery.

	4. Visas 

	4.1. PROVIDER
	4.2. PUBLICATIONS OFFICE

	
	
	

	Date :
	
	Date :
	
	Date :
	

	Name :
	
	Name :
	
	Name :
	

	Function : 
	Project Leader
	Function : 
	Project Owner
	Function : 
	Project Manager

	Visa : 
	
	Visa : 
	
	Visa : 
	

	5. Observations

	6. Remarks

	7. Annexes


Annex 15
The Publications Office's Recording and Tracking system 

Introduction

For the tracking of bugs, improvements, new features, assistance tasks and potentially other tasks, the Publications Office will provide an issue tracking system (ITS), which the Contractor will access via the web. Presently, this system is JIRA, though the Publications Office reserves the right to switch to another system, with due notice.

JIRA

JIRA is a commercial software product that combines agile project management, customisable workflow, and a pluggable integration framework to increase the velocity and collaboration of the software development teams. Generally, the Publications Office staff will create dedicated JIRA repository for each application (or group of related applications) and external access is granted to the Contractor to access and use it as ITS.

Access

The Contractor will create a mailing list or functional mailbox dedicated to the activities of the Contract, and the Publications Office will set up an account for this entity in the ITS. It will be the responsibility of the Contractor to monitor this account, and make sure that its staff is notified of any activities as necessary. Mail notifications will be set up by the Publications Office, using the built-in functionalities of the ITS. The Publications Office reserves the right to modify the provisions for the management of the Contractor’s user account(s) in the ITS when deemed necessary.
Issue workflow

Once an issue (ticket) is assigned to the Contractor in the ITS, the Contractor is required to acknowledge the receipt of the issue within the ITS, and provide initial feedback: accepting to resolve the issue; disputing the issue; or requesting more information.

The Publications Office defines the priority of each issue.

The acknowledgement of the issue must include:

· a description of the Contractor’s understanding of the issue;

· a statement whether the Contractor acknowledges the type and priority of the issue;

· preliminary proposal for the time planning of the resolution of the issue.

Unless the Publications Office cancels the issue, the Contractor is required to resolve it according to the provisions of the Contract. The Publications Office will evaluate the resolution of the issue, and either accept it and close the issue, or reopen the issue if the solution provided by the Contractor does not work or is unacceptable for other reasons. A reopened issue will remain open until the Publications Office closes it (by cancelling it, or accepting a working resolution for it from the Contractor).

Issue types

Issue types are one out of several basic attributes of an issue, aiming to define exactly to which category the incident created belongs. 

Currently, the Publications Office uses following types:

Bug: 

A problem which impairs or prevents the functions of the application. The resolution of a bug implies application code and/or application configuration changes. 

Improvement: 

This type of issues deals with requests for modifications of the application specifications and corresponding application code modifications, related to the enhancement of an existing feature. The resolution of an improvement implies application code and possibly application configuration changes and an update of the corresponding relevant application documentation.

New feature: 

This type of issues deals with requests for modifications of the application specifications and corresponding application code modifications, related to the creation of a new feature. The resolution of a new feature request implies application code and possibly application configuration changes and an update of the corresponding relevant application documentation.

Assistance: 

This type of issue deals with any intervention needed to allow the application to operate and the data to be processed or re-processed as foreseen by the application and data flow specifications. Assistance issues do not result in a modification of the application's code but could lead to modifications of the application's configuration.  

Examples are:

· Providing answers to specific ad-hoc questions on the application (mode of operation, code, configuration) and –to the extent possible- linked applications, possibly within the context of a dedicated meeting.

· The investigation of apparent non-compatibility of the application with specific cases of application input.

· The re-processing of data that previously could not be treated correctly because of an application bug.

· The update of the system's configuration to reflect anticipated changes of the processing flow.

· The provision of work-arounds for data processing and/or system operation while awaiting a bug fix.

Task:

Task issues deal with interventions that do not result in a modification of the application's code, and that are outside the scope of assistance issues. They normally result in a document to be provided to the Publications Office. As an example, functional analyses should result in the provision of a specifications document. 

Examples are:

· Functional, feasibility and risk analyses of improvements or new features.

· Impact analyses of modifications of input from and output to external applications.

· Provision of analyses of and instructions for the removal of redundant or obsolete parts of the application.  

· Creation, documentation and execution of ad-hoc test plans, other than the test plans already required as part of the application code update deliveries. 

· Creation and provision of presentations on technical or operational aspects of the application. 

· Creation and provision of structured documentation on technical or operational aspects of the application, other than the documentation already required as part of the application code update deliveries. 

· Creation and provision of user training courses.

The Publications Office reserves the right to modify the list of issue types at its discretion, provided that there will always remain issue types representing the categories of errors and evolutions. The contractor will be notified in due time about any such changes.

Issue types as well as other issue attributes can be easily changed by editing or moving operations, as long as the flow of actions and investigations indicates such an action.

Being both customer and technical administrator of the related issue tracking system, the Publications Office has the right to administer issues as to supply the contractor with the most accurate information on the material under work. It is assumed that both parties, customer and contractor, use the issue tracking system as to efficiently communicate in order to prevent all misunderstandings by sharing the same information that the use of the issue tracking system makes possible.

The Publications Office reserves the right to modify the issue type of any ticket as well as other issue attributes if it is justified. The contractor may also suggest such changes, but the decision lies with the Publications Office.

Issue tracking

The ITS will be considered the primary official channel for tracking issues. It is the Contractor’s responsibility to:

· make sure that each issue is represented and up to date in the ITS by making the necessary updates or adding relevant comments in the ITS ticket itself,

· propose to open a ticket in the ITS in case of issues reported elsewhere or discovered by the Contractor,

· attach to the ITS ticket any relevant documentation or reference to other communications that took place outside the ITS concerning the issue,

· monitor the KPIs concerning issues, ensure that no issue is overdue, and provide regular reports.

� In case of a consortium one document of 5 pages per consortium shall be provided. In case of subcontracting or freelancing the 5-page limit applies to the tenderer and all its subcontractors/freelancers.


� For 2013 see: � HYPERLINK "http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:C:2011:243:0004:0004:EN:PDF" �http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:C:2011:243:0004:0004:EN:PDF�


� Please indicate the year.


� The number referring to the PARF (if any) submitted in the Evaluation of the technical and professional capacity – company experience of the General Invitation to Tender 10431 - Specifications


� Percentage related to the participation of the employee in the project
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