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[bookmark: _Toc329847683]
[bookmark: _Toc514408055]Preliminary information concerning the invitation to tender
Please see eTendering page https://etendering.ted.europa.eu/cft/cft-display.html?cftId=3214 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, who will sign the contract. 

[bookmark: _Presentation_of_the][bookmark: _Toc329847684][bookmark: _Toc514408056]Presentation of the Publications Office
The Publications Office of the European Union, hereinafter referred to as “the Publications Office” (2, rue Mercier, 2985 Luxembourg, LUXEMBOURG) is the publishing house of the European institutions in the broadest sense, responsible for publishing and distributing, in 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, 30.6.2009, pp. 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 ("the contracting authority"). More information can be found on the Publications Office’s website: http://publications.europa.eu.
As a publisher, the Publications Office has a duty to offer the highest quality of 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
	EU Publications
	http://publications.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

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

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

	EU Open Data Portal: central point of access to EU data
	http://open-data.europa.eu

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




[bookmark: _Nature_of_the][bookmark: _Toc329847685][bookmark: _Toc514408057]Nature of the contract
The contract is a multiple framework service contract in "sleeping" cascade ("FWC") with the title "Provision of DOI back office and DOI related services".
As exact implementing conditions, quantities and/or delivery times cannot be indicated in advance, the contracting authority intends to conclude an FWC, which shall establish the basic terms for a series of order forms or specific contracts (hereafter collectively referred to as "orders") to be issued over its duration. The FWCs do not give rise to any direct obligation on the part of the contracting authority; it is only their implementation through orders that is binding on the part of the contracting authority. See also Article I.4.3 of the FWC. 
The FWC will be concluded in English. All formal communication related to the FWC and its implementation will be done in the language of the FWC.
The FWC shall be concluded in the form of separate but identical FWCs with two (2) economic operators at most, provided that there are enough economic operators who are not excluded and who satisfy the selection criteria and the award criteria.
After evaluation, the successful tenderers will be ranked in 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 cascade will only be asked to provide the services foreseen in the FWC if the FWC with the first contractor has been terminated. 

[bookmark: _Value_of_the][bookmark: _Toc514408058]Value of the FWC
The estimated value of the FWC is EUR 490 000 over a period of four (4) years.
Following the tendering procedure, this amount will be awarded for the execution of the FWC. 
In line with Article 134(1)(e) of the Rules of Application,[footnoteRef:2] during the 3 years following conclusion of the original contract, the contracting authority will be able to use the exceptional negotiated procedure for additional services (without prior publication of a contract notice) consisting in the repetition of similar services (up to a maximum of 50 % of the original contract value) entrusted to the economic operator who was awarded the initial contract by the same contracting authority. [2:  	Commission Delegated Regulation (EU) No 1268/2012 of 29 October 2012 on the rules of application of Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council on the financial rules applicable to the general budget of the Union, as amended:
http://eur-lex.europa.eu/legal-content/EN/TXT/?uri=CELEX%3A32012R1268] 


[bookmark: _Toc329847686][bookmark: _Toc514408059]Subject and background of the FWC
The purpose of the call for tenders is the selection of up to two (2) economic operators for the provision of services related to the DOI back office and other DOI-related services.
For more details on the tasks to be performed, see chapter 4 (Technical specifications).

[bookmark: _Toc329847687][bookmark: _Toc514408060]Starting date of the FWC and its duration
The FWC is expected to be signed in October 2018. 
The duration of the FWC shall be four (4) years from its entry into force, with the possibility for both parties to terminate it by giving a six (6) months prior notice. 
In case of change of contractor, this period shall include (2) months of takeover.

[bookmark: _Toc329847690][bookmark: _Toc514408061]Financial guarantees
Not applicable. 

[bookmark: _Toc329847691][bookmark: _Toc514408062]Place of performance
The place of performance of the tasks shall be the contractor's premises or any other place indicated in the tender, with the exception of the premises of the Publications Office. However, meetings between the Publications Office and the contractor may be held on the premises of the Publications Office. 

[bookmark: _Toc329847692][bookmark: _Toc514408063]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 falling within the scope of the Treaty on the European Union, 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, under 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 FWC, and waives all other terms of business. Submission of a tender binds the tenderer to whom the FWC is awarded during performance of the FWC.
The Protocol on the Privileges and Immunities of the European Union of 8 April 1965 (OJ C 83, of 30 March 2010) or, where appropriate, the Vienna Convention on Consular Relations of 24 April 1963 shall apply to this invitation to tender. 

[bookmark: _Toc329847694][bookmark: _Toc514408064]Date and place of opening of the tenders
Tenders will be opened at 10.00 a.m. (local time in Luxembourg – CEST) on 18/07/2018 at the following location:
	Publications Office of the European Union
2, rue Mercier
2985 Luxembourg
LUXEMBOURG



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 an e-mail to
op-appels-offres@publications.europa.eu at the latest 24 hours in advance. 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.
[bookmark: _Toc329847695][bookmark: _Toc514408065]The tender and the evaluation
[bookmark: _Toc514408066]General requirements concerning 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 (see Annex 1). If the tender is divided into different files, it is advised to make a table of contents in each file. 
Please observe that all documentation must be provided on paper in triplicate (original and two copies), in recto-verso where possible. CDs/DVDs/USBs or similar media that are part of the tender must also be provided in triplicate. CDs/DVDs/USBs must not be rewritable. The technical tender must be in the electronically searchable format. 
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]In the case of discrepancy between the paper version and the electronic file, the paper version will take precedence.
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. 
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.


[bookmark: _Toc514408067]Overview of the evaluation steps
1.	Checking of the administrative documents (see point 2.3).
2.	Checking of the exclusion criteria (see point 2.4).
3.	Evaluation of the economic and financial capacity (see point 2.5).
4.	Evaluation of the professional and technical capacity (see point 2.6).
5.	Evaluation of the technical tender (see point 2.7).
6.	Evaluation of the financial tender (see point 2.8).
7.	Calculation of the price-quality ratio (see point 2.9).
8.	Requesting of the remaining supporting documents (see point 2.10).
9.	Checking of the supporting documents (see point 2.10).
10.	[If applicable] Repetition of points 8 and 9 if the submitted supporting documents do not confirm the 	content of "Declaration on honour on the exclusion and selection criteria".

The tenderers' attention is drawn to the fact that at the tender submission stage only selected administrative documents, the "Short description of the tenderer economic activity" and the "Declaration on honour on the exclusion criteria and selection criteria" (see Annex 6) shall be provided.
The remaining administrative documents and supporting documents to the "Declaration on honour on the exclusion and selection criteria" will always only be requested from the tenderers to whom the award of the FWC might be proposed. The tenderers will have one (1) week to provide them.
Nevertheless, if necessary, the Publications Office reserves the right to request the above-mentioned documents during the tendering procedure. If requested, the tenderers will have one (1) week to provide them.
2. The tender and the evaluation

[bookmark: _Administrative_documents][bookmark: _Toc514408068]Administrative documents
The table below shows which documents are to be submitted by the tenderers, and at which stage:
	Name of the document
	Specific requirements
	Annex to the Specifications / Internet link
	When to be submitted?

	Cover letter
	· Shall be signed by an authorised representative of the tenderer.
· Maximum one (1) page.
· Shall include name and e-mail address of the contact person responsible for submission of the tender.
	N.A.
	With the tender

	List of documents to be provided
	None.
	Annex 1
	With the tender

	Form for identification of the tenderer
	· Shall be signed by an authorised representative of the tenderer.
	Annex 3
	With the tender

	Questionnaire for joint tenders, subcontracting and freelancing 
	· Its second and third page shall be completed once for each subcontractor/freelancer.
	Annex 4A
	With the tender
(if applicable)

	Consortium agreement
	· Shall be signed by authorised representatives of the consortium members.
	Annex 4B
	With the tender
(if applicable)

	Letter of intent 
	· Shall be signed by an authorised representative of the subcontractor or by freelancer.
	Annex 4C
	With the tender
(if applicable)

	Financial identification form
	· Shall be signed by an authorised representative of the tenderer, stamped by the bank and signed by a bank’s representative. If a copy of a recent bank statement is enclosed, the stamp and signature of the bank’s representative is not needed.
	http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
	Will be requested from the tenderers to whom the award of the FWC might be proposed
(not applicable to the current contractors of the EU)

	Legal entity form
	· Shall be signed by an authorised representative of the tenderer.
	http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
	Will be requested from the tenderers to whom the award of the FWC might be proposed
(not applicable to the current contractors of the EU)

	
Name of the document
	Specific requirements
	Annex to the Specifications / Internet link
	When to be submitted?

	Legal entity form – annexes
	· A proof of registration, as prescribed in the tenderer’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.
· 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 above-mentioned 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 must be submitted. If the persons signing the tender or the persons designated to sign the contract are entitled to represent the tenderer by a power of attorney from the above-mentioned authorised persons, the power of attorney must also be submitted.
	N.A.
	Will be requested from the tenderers to whom the award of the FWC might be proposed
(not applicable to the current contractors of the EU)




[bookmark: _Exclusion_criteria][bookmark: _Toc514408069]Exclusion criteria
Article 106 of the Financial Regulation[footnoteRef:3] defines situations in which the tenderers shall be excluded from participating in procurement procedures. [3:  	Regulation (EU, 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 and repealing Council Regulation (EC, Euratom) No 1605/2002 (OJ L 298 of 26.10.2012, p. 1), as amended:
	http://eur-lex.europa.eu/legal-content/EN/TXT/?uri=OJ:L:2015:286:TOC] 

The table below shows which documents shall be submitted by the tenderers in order to prove that the grounds for exclusion are not applicable to them, and at which stage they shall be submitted.
	Name of the document
	Specific requirements
	Annex to the Specifications
	When to be submitted?

	Declaration on honour on the exclusion and selection criteria
	· Shall be signed by an authorised representative of the tenderer.
	Annex 6
	With the tender
(to be submitted only once)

	Recent extract from the judicial record
	· Shall be provided for the authorised representative of the tenderer as well as for the legal entity, if issued by the competent authorities.
	N.A.
	Will be requested from the tenderers to whom the award of the FWC might be proposed.

	Recent certificate issued by the competent authorities of the State, confirming payment of taxes.
When such document is not issued in the country concerned, it may be replaced by a sworn statement made before a judicial authority or notary, or failing that, a solemn statement made before an administrative authority or a qualified professional body in the country of establishment. 
	None.
	N.A.
	Will be requested from the tenderers to whom the award of the FWC might be proposed.

	Recent certificate issued by the competent authorities of the State, confirming payment of social security contributions.
When such document is not issued in the country concerned, it may be replaced by a sworn statement made before a judicial authority or notary, or failing that, a solemn statement made before an administrative authority or a qualified professional body in the country of establishment.
	None.
	N.A.
	Will be requested from the tenderers to whom the award of the FWC might be proposed.
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[bookmark: _Section_One:_administrative][bookmark: _Documents_related_to_1][bookmark: _Check_of_the][bookmark: _Economic_and_financial][bookmark: _2.5_Economic_and][bookmark: _Toc514408070]2.5	Economic and financial capacity
[bookmark: _Toc514408071]2.5.1.	Documents to be submitted 
Tenderers must be economically and financially capable of performing the FWC they apply for.
Tenderers’ economic and financial capacity, including their financial health, will be evaluated on the basis of the documents that they must submit. 
The table below lists which documents shall be submitted by tenderers, and at which stage.
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, tenderers must prove to the Publications Office that they will have at their disposal the resources necessary for performance of the FWC, for example by submitting a written undertaking on the part of those entities to place those resources at the tenderers' disposal. Such undertaking shall indicate what capacities/resources will be provided and how.
If the tenderer relies on the capacities of other entities, the Publications Office may require that the tenderer and those entities are jointly liable for the performance of the FWC.

	Name of the document
	Annex to the Specifications
	When to be submitted?

	Declaration on honour on the exclusion and selection criteria
	Annex 6
	With the tender
(to be submitted only once, already under the documents for the exclusion criteria)

	Economic and financial capacity questionnaire
	Annex 7
	Will be requested from the tenderers to whom the award of the FWC might be proposed.

	Balance sheets for 
2017 and 2016
	N.A.
	Will be requested from the tenderers to whom the award of the FWC might be proposed.

	Profit and loss accounts for 2017 and 2016
	N.A.
	Will be requested from the tenderers to whom the award of the FWC might be proposed.



[bookmark: _Evaluation_of_economic][bookmark: _2.5.2._Evaluation_of][bookmark: _Toc514408072]2.5.2.	Evaluation of economic and financial capacity 
The tenderers must be financially healthy and must have the minimum level of the annual turnover over the past financial year, or the average turnover during the past three financial years of EUR 200 000.
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[bookmark: _Check_selection_criteria][bookmark: _Professional_and_technical][bookmark: _Toc514408073]2.6.	Professional and technical capacity
[bookmark: _Toc514408074]2.6.1.	Documents to be submitted
Tenderers must be professionally and technically capable of performing the FWC they apply for.
The table below shows which documents shall be submitted by the tenderers, and at which stage.

Please note that the table only contains the list of documents with the basic requirements. For detailed information on how the documents will be evaluated read point 2.6.2 below.

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, tenderers must prove to the Publications Office that they will have at their disposal the resources necessary for performance of the FWC, for example by submitting a written undertaking on the part of those entities to place those resources at the tenderers' disposal. Such undertaking shall indicate what capacities/resources will be provided and how.
If the tenderer relies on the capacities of other entities, the latter shall provide the services for which these capacities are required. 
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 FWC 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.


	Name of the document
	Specific requirements
	Annex to the Specifications
	When to be submitted?

	Declaration on honour on the exclusion and selection criteria
	· Shall be signed by an authorised representative of the tenderer.
	Annex 6
	With the tender
(to be submitted only once, already under the documents for the exclusion criteria)

	Short description of the tenderer's economic activity
	· Maximum five (5) pages – if applicable, irrespectively of the number of consortium members/subcontractors/freelancers. 
	N.A.
	With the tender

	Set of Project Activity Reference Forms (PARFs)
	· Minimum one (1) and maximum four (4) PARFs shall be provided.
· The use of the annexed project/activity form is mandatory. Only the projects and/or activity references submitted using the annexed form will be evaluated.
· If the tenderer submits more than four (4) PARFs, only the first four (4) found in the tender will be analysed in the selection procedure.
· PARFs must not be outdated; the project will have been executed during the three (3) years period preceding submission of the tender, i.e. from 11/7/2015 until 11/7/2018 (deadline for the submission of tenders). Projects which started before this three (3) year period and which are ongoing, or were finished during this three (3) years period, may be submitted, but only with regard to the part executed during the reference period in question.
· PARFs must only consist of the three (3) pages presented in Annex 10 (all the pages shall be completed) plus the reference letter signed by the client.[footnoteRef:4] It is forbidden to add additional pages. [4: 	If the project was executed for the Publications Office, the reference letter is not required.] 


· Framework contracts can be presented as proof of technical capacity. In this case the tenderer must use one PARF per project. If there are several specific contracts/orders related to the given project (i.e. one for development, another for subsequent maintenance, or three successive orders related to maintenance in the subsequent periods of time) they can be presented as one PARF only.
	Annex 10
	Will be requested from the tenderers to whom the award of the FWC might be proposed.

	CVs
	· A completed grid presented in Annex 11, listing proposed CVs. The requirements are the following:
· The use of the annexed CV grid is mandatory. Only the information summarized in the annexed CV grid will be evaluated.
· Minimum three (3) and maximum seven (7) CVs shall be provided in the grid.
· If the tenderer presents more CVs than the maximum required, the CVs will be treated according to the sequence established in the grid, and the CVs presented over the limit will not be taken into consideration for the selection procedure.
· If the tenderer wants to submit CVs of persons yet to be recruited, a declaration signed by those persons confirming their intention to be recruited must be attached. 
· Months concerning the expertise shall be calculated from the successful end of educational studies of the proposed persons.
· A reference to the relevant PARF shall be indicated wherever applicable.
· The grid must be duly signed by an authorized representative of the tenderer. For clarification and verification purposes, the Publications Office reserves the right to request additional evidence in relation to the submitted information within a time limit stipulated in its request.
· Please note that – unless otherwise specified – the use of the CV grid is only applicable during the selection stage of the procedure. Each time the contract, during its lifetime, imposes the delivery of a CV, the Europass CV (https://europass.cedefop.europa.eu/) shall be used.
	Annex 11 
	Will be requested from the tenderers to whom the award of the FWC might be proposed.




Invitation to tender n° 10710	16/79
[bookmark: _Evaluation_of_professional][bookmark: _Toc514408075]2.6.2.	Evaluation of professional and technical capacity
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 contractor will be informed of which CVs have been accepted, together with notification of the results of the tender.
The human resources proposed by the contractor as part of his tender (composition of the team) must be available when the provision of services starts or at the beginning of the takeover.
In order to pass the selection phase:
· The tenderer's economic activity must be relevant.
· The submitted PARFs and CVs must fulfil the requirements defined below.
All the requirements must be fulfilled at the deadline for the submission of the tender.
The tenderers' attention is drawn to the fact that at the tender submission stage, only the “Short description of the tenderer economic activity” and the “Declaration on honour on the exclusion criteria and selection criteria” (see Annex 6) shall be provided.
The whole set of PARFs and CVs will always only be requested from the tenderers to whom the award of the FWC might be proposed. The tenderers will have one (1) week to provide them.
Nevertheless, if necessary, the Publications Office reserves the right to request the documents mentioned above during the tendering procedure. If requested, the tenderers will have one (1) week to provide them.

In order to be accepted a PARF must include at least one of the following services related to the scope of this call for tenders:
· provision of services related to DOI, like resolution services, utilisation of the Handle technology, development of new applications;
· provision of DOI-related web services;
· provision of metadata services related to DOI, with particular reference to the use and implementation of ONIX (for books and serials – family of XML formats used for metadata exchange) as a schema;
· the maintenance and development of a DOI-based application;
· provision of consultancy services related to DOI-based applications; and
· an accompanying reference letter (signed by the client).[footnoteRef:5] [5: 	If the project was executed for the Publications Office, the reference letter is not required.] 

In order to pass the selection phase, the accepted PARFs shall altogether cover all the five abovementioned services. One PARF may fulfil several or all the above mentioned requirements.

In order to be accepted a CV must fulfil the following requirements concerning education, professional experience, knowledge, skills and expertise:
· University degree of at least 5 years, in a relevant subject, or university degree of at least 3 years, in a relevant subject, with additional professional experience as specified below, or secondary education with additional professional experience as specified below;
· 2 years of professional experience in a relevant subject in case of university degree of 5 years, or 5 years of professional experience in a relevant subject in case of university degree of 3 years, or 8 years of professional experience in a relevant subject  in case of secondary education;
· Good knowledge of English (Level B2 of the Common European Framework of Reference for Languages);
· The knowledge of at least one of the listed technologies/standards, with at least the minimum experience in that technology/standard as specified below:
· Programming languages 
(minimum either Java (Java SE, Java EE, EJB, etc.) or Perl)		36 months,
· SQL									36 months,
· XML, XSLT or DTD/XML schema (at least one of these)		36 months,
· Web forms development tools					24 months,
· Issue tracking system (e.g. JIRA)					12 months,
· Version management tools (e.g. SVN)				12 months,
· Metadata schemas (ONIX, Dublin Core, etc.)				36 months,
· Identification standards (DOI, ISBN, ISSN, etc.)			36 months,
· If applicable, a reference to the relevant PARF must be made.

In order to pass the selection phase, the accepted CVs shall altogether cover all the eight above-mentioned technologies/standards, each by at least two different CVs.
Please note that experience of the subcontractor/freelancer with regard to the tasks to be subcontracted or carried out by a freelancer will also be evaluated on the basis of information provided in Annex 4A (Questionnaire for joint tenders, subcontracting and freelancing). 

[bookmark: _Evaluation_of_the][bookmark: _Toc514408076]2.7.	Technical tender
The FWC will be awarded to two tenderers who submit the tenders offering the best price-quality ratios on the basis of the criteria set out below and calculated as described in point 2.9, which takes into consideration both the technical tender and the financial tender (point 2.8).

[bookmark: _Section_Four:_award][bookmark: _Documents_to_be_3][bookmark: _Toc514408077]2.7.1.	Documents to be provided 
This part must contain documents showing the merits of the tender, making it possible to evaluate the technical award criteria. 


· A document of maximum 20 pages in A4 format, font Times New Roman size 12, 2 500 characters per page and maximum 50 000 characters per document, with spaces (all inclusive – including for example headers and footers), presenting the tenderer’s technical approach to the execution of the FWC.
This document shall cover the following points and maintain the order and the headings as listed below:
· Presentation of the team (organisation, back-ups, information on how the required level of skills will be maintained);
· Quality assurance approach to be applied during the execution of the FWC (including measures taken to ensure compliance, business continuity, confidentiality and data protection);
· Project management approach (including standards, software tools and methods to be applied during the execution of the FWC);
· Workflow for dealing with change requests, bug management, delivery management and reporting.
· A document of maximum 6 pages, A4 format, font Times New Roman size 12, 2 500 characters per page and maximum 15 000 characters per document, with spaces (all-inclusive for example headers and footers), presenting the tenderer's understanding of the DOI and its place in the world of identification.
This document shall cover the following points and maintain the order and the headings as listed below:
· Persistent identifiers landscape with specific reference to the field of publishing;
· Place and role of the DOI within this landscape; 
· Non-technical overview of the technical infrastructure required to support DOI management and related services;
· Roles and services of Registration Agencies in the future.
· A document of maximum 6 pages, A4 format, font Times New Roman size 12, 2 500 characters per page and maximum 15 000 characters per document, with spaces (all-inclusive for example headers and footers), presenting the tenderer's approach to the handover at the end of the FWC:
· Strategy the tenderer will employ during the handover phase;
· Planning;
· List of tasks foreseen by the tenderer and their brief description, including handover of:
· relevant software configurations,
· existing metadata stores,
· related documentation;
· Allocation of resources, estimated effort in man-days;
· Deliverables;
· Reporting;
· Meetings .

· In addition to the above, a tenderer other than the current contractor[footnoteRef:6] shall submit a document of maximum 6 pages, A4 format, font Times New Roman size 12, 2 500 characters per page and maximum 15 000 characters per document, with spaces (all-inclusive for example headers and footers), presenting their approach to the takeover and covering the following points: [6: 	 This applies both to sole tenderers and consortium members.] 

· Strategy the tenderer is going to follow during the takeover phase;
· Planning;
· List of tasks foreseen by the tenderer and a brief description thereof;
· Allocation of resources, estimated effort in man-days;
· Deliverables;
· Information on set-up of working environment;
· Reporting;
· Meetings.

Where a submitted document, including for example the table of contents, figures, graphs, examples, annexes, and all other additional information, exceeds the maximum limits per document as set out above, only the maximum allowed number of pages/characters will be evaluated, starting from the beginning of the document.
It is not permitted to make cross-references between the documents.

[bookmark: _Toc514408078]2.7.2.	Evaluation of the provided documents
The technical award criteria are intended to assess the quality of the tenders based on the proposal from the tenderer. Points will be attributed for each of the award criteria listed in the table below, taking into consideration, in particular, the following aspects: 
1. Adequacy and applicability: Is the proposal adequate to the needs of the Publications Office as described in the Specifications, and applicable in its technical environment?
1. Efficiency and reliability: Are the proposed solutions efficient and reliable?
1. Clarity and completeness: Are the solutions described in a clear and consistent manner, providing sufficient detail? 
1. Added value: Does the technical proposal go beyond the mandatory requirements of the Specifications?
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. 
	No
	Technical award criterion
	Weighting (maximum points)
	Pass mark
(minimum points)

	1.
	The tenderer’s technical approach to the execution of the FWC:
	50
	25

	
	1.A	Presentation of the team (organisation, back-ups, information on how the required level of skills will be maintained)
	10
	5

	
	1.B	Quality assurance approach to be applied during the execution of the FWC (including measures taken to ensure compliance, business continuity, confidentiality and data protection)
	15
	7.5

	
	1.C	Project management approach (including standards, software tools and methods to be applied during the execution of the FWC)
	15
	7.5

	
	1.D	Workflow for dealing with change requests, bug management, delivery management and reporting
	10
	5

	2.
	The tenderer’s understanding of the DOI and its place in the world of identification
	40
	20

	3.
	The tenderer's approach to the handover at the end of the FWC (taking into consideration the appropriateness of the overall strategy, the feasibility of the proposed planning and the relevance of the listed tasks, including the proposed documentation)
	10
	5

	
	Total number of points
	100
	65



The result of the technical evaluation is the sum 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 sub-criterion, as well as and a total score of at least 65 points will be considered for the award of the FWC. 
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 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 FWC if it is awarded to that tenderer.


In addition to the above, the technical evaluation of the proposal for a takeover from a tenderer other than the current contractor will be based on the following criteria:
	No
	Technical award criterion
	Weighting (maximum points)
	Pass mark
(minimum points)

	4.
	The tenderer's approach to the takeover:
· Appropriateness of the overall strategy the tenderer will employ during the takeover phase;
· Feasibility of the proposed planning;
· Relevance of the foreseen tasks and adequacy of the allocated resources;
· Relevance of the proposed deliverables;
· Appropriateness of the working environment to be set-up;
· Relevance of the proposed meetings and reporting.
	10
	6.5



The points received for award criterion 4 will not be considered for the purpose of calculation of the price-quality ratio (see point 2.9).


[bookmark: _Section_Five:_award_1][bookmark: _Financial_tender][bookmark: _Toc514408079]2.8.	Financial tender
[bookmark: _Toc514408080][bookmark: _Documents_to_be][bookmark: _Toc329847712]2.8.1	Documents to be provided 
Tenderers shall use the price schedule and estimation form downloaded from e-Tendering. 
Firstly, the price schedule must be completed electronically. On the basis of its content the estimation form will be calculated automatically. 
Then the price schedule and estimation form must be printed out and each page must be signed, dated and provided with a stamp. 
Finally, both forms must be scanned and saved as PDF files on CDs/DVDs/USBs. The Excel version of the financial tender must also be saved on the same electronic medium.
In case of discrepancies between the paper version and the electronic version, the paper version will take precedence.

Requirements concerning the prices:
· Prices must be expressed in euros and be all inclusive, covering all expenses incurred by the contractor for the services provided, such as management and coordination costs and all overheads.
· Decimals are not allowed.
· Prices shall 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 tenderers’ responsibility to contact their 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 financial tender:
· The price schedule and estimation form must include the name of the firm, and each page must be duly completed and signed. No modifications are permitted. Prices must be indicated for all applicable items in the price schedule. Any omission may cause the tender to be considered null and void.
· The estimation form must be based on the unit prices given in the price schedule, and the price schedule will take precedence over the estimation form if there is any discrepancy between them. 
However, the estimation form is intended as a rough guide only and may not be cited in the event of litigation; only the work actually carried out is to be invoiced, on the basis of the unit prices given in the price schedule.


[bookmark: _Toc514408081]2.8.2.	Evaluation of the provided documents 
The financial tender will be checked for fulfilment of the formal requirements set out in point 2.8.1. In addition, the proposed prices will be checked to see whether they are abnormally low. In such a situation the procedure foreseen in Article 151 of the Rules of Application will be applied. 

[bookmark: _._Calculation_of][bookmark: _Calculation_of_the][bookmark: _2.9._Calculation_of][bookmark: _Toc514408082]2.9.	Calculation of the price-quality ratio
[bookmark: _Section_Five:_award]Only those tenders that have passed the previous stages will be considered for calculation of the price-quality ratio.
The FWC will be awarded to the two (2) tenderers offering the best price-quality ratio. The tender providing the best price-quality ratio will be placed in the first position, followed by the tender providing the second best price-quality ratio.
In order to identify the tender offering the best price-quality ratio, quality will be given a weighting of 70 % and price will be given a weighting of 30 % in accordance with the following formula, using only data from tenders that have reached the final evaluation stage:
	R=
	(70 ×
	Q
	)  +  (30 ×
	Pmin
	)

	
	
	Qmax
	
	P
	



where:
	R
	stands for price-quality ratio

	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 for four years’ in the estimation form for the lowest tender 

	P
	stands for the ‘Total price for four years’  in the estimation form of the tender in question





[bookmark: _Checking_the_supporting][bookmark: _Checking_of_the][bookmark: _Toc514408083]2.10.	Checking of the supporting documents
The two (2) tenderers whose tenders offer the best price-quality ratio will be requested to provide the remaining administrative documents and the supporting documents for the "Declaration on honour on the exclusion criteria and selection criteria".
Within one (1) week following the request they shall provide:
· the remaining administrative documents (see point 2.3);
· documents related to the exclusion criteria (see point 2.4);
· documents related to the economic and financial capacity (see point 2.5); 
· documents related to the professional and technical capacity (see point 2.6).

If the tenderer does not react or provide the requested documents within the time limit set out above, the tender may be rejected.

In the above situation, tenderers whose tenders offered the next best price-quality ratio will be required to submit the mentioned above documents. 

[bookmark: _Toc329847715][bookmark: _Toc514408084]2.11.	Information to tenderers
The Publications Office will inform tenderers of decisions reached concerning the award of the FWC, including the grounds for any decision not to award the FWC 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 if 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.

[bookmark: _Toc329847716][bookmark: _Toc514408085]2.12.	Award of the FWC
The procurement procedure is concluded by the signature of the FWC by the parties, or by a decision not to conclude the FWC.
After the period of validity of the tender has expired, conclusion of the FWC shall be subject to the tenderer’s agreement in writing.


Invitation to tender n° 10710	28/79
[bookmark: _Toc329847717][bookmark: _Toc514408086]Joint Tenders, subcontracting and freelancing
This point only applies to tenders involving joint tenders or subcontracting/freelancing. If this is not the case, please go to Chapter 4 (Technical specifications).

[bookmark: _Toc329847718][bookmark: _Toc514408087]Making a tender in collaboration with other companies
Where a tender involves several legal entities, they may choose between:
· making a joint tender, 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 partners must be put forward as co-ordinator or leader to manage the FWC); or
· 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 tender 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.

[bookmark: _Toc329847719][bookmark: _Toc514408088]Joint tender
Partners in a joint tender must assume joint and several liability towards the Publications Office for the performance of the FWC as a whole. Statements saying, for instance:
· that one of the partners of the joint tender will be responsible for part of the FWC and another one for the rest, or
· that more than one FWC should be signed if the joint tender is successful,
are thus incompatible with the principle of joint and several liability. 
The Publications Office will disregard any such statement contained in a joint tender, and reserves the right to reject such tenders without further evaluation on the grounds that they do not comply with these specifications.
In the case of a joint tender, one of the partners of the joint tender (co-ordinator or leader) should be given power of attorney to represent the other parties to sign and administrate the FWC. 
If the joint tender is selected, the partners may be required to adopt a given legal form after they have been awarded the FWC if this change is necessary for proper performance of the FWC.
A tenderer who tenders alone or as part of a consortium is not permitted to tender again for the same contract, alone or as part of a consortium.


[bookmark: _Toc329847720][bookmark: _Toc514408089]Subcontracting and freelancing
If certain tasks provided for in the FWC are entrusted to subcontractors or freelancers, the contractor retains full liability towards the Publications Office for performance of the FWC 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. In such a situation, all the tenderers or consortia concerned will be rejected.
Tenderers must inform the subcontractors and freelancers that Article II.24 of the FWC will apply to them. Once the FWC has been signed, Article II.10 of the FWC shall govern the subcontracting and freelancing. During execution of the FWC, the contractor will need the Publications Office’s express authorisation to replace a subcontractor or freelancer and/or to subcontract or freelance the tasks for which subcontracting and/or freelancing was not envisaged in the original tender.

[bookmark: _Toc329847721][bookmark: _Toc514408090]Documents to submit – joint tender / subcontracting and freelancing
See Annex 1.

[bookmark: _Toc329847723][bookmark: _Toc514408091]Evaluation of tenders in the case of joint tenders or subcontracting/freelancing

[bookmark: _Toc329847724][bookmark: _Toc514408092]Exclusion criteria
The exclusion criteria will be assessed in relation to each tenderer, subcontractor or freelancer individually.
 
[bookmark: _Toc329847725][bookmark: _Toc514408093]Selection criteria
Joint tender
If several tenderers are involved in the tender as partners of a joint tender, each of them must prove that they have the required economic and financial capacity. However, if the criteria stipulate a minimum level to be reached (e.g. a turnover threshold), 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 economic and financial capacity of each subcontractor/freelancer individually will be assessed if the Publications Office deems it necessary due to the extent of the involvement of the subcontractor/freelancer and the volume of the subcontracting/freelancing. However, if the criteria stipulate a minimum level to be reached (i.e., a turnover threshold), a consolidated assessment shall be made taking account of the extent to which the subcontractor/freelancer makes his resources available to the tenderer for the performance of the FWC.
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 the capacities of the subcontractor/freelancer in order to fulfil the selection criteria, as indicated in the questionnaire for joint tenders, subcontracting and freelancing (see Annex 4A), the selection criteria for the technical and professional capacity will be assessed in relation to the combined capacities of the tenderer and the subcontractor/freelancer as a whole, taking account of the extent to which the subcontractor/freelancer makes his resources available to the tenderer for the performance of the FWC.

[bookmark: _Toc329847726][bookmark: _Toc514408094]Award criteria
The award criteria will be assessed in relation to the tender as a whole.

4. Technical specifications

[bookmark: _Technical_specifications][bookmark: _Toc329847727][bookmark: _Toc394321682][bookmark: _Toc514408095]Technical specifications
[bookmark: _Toc394321683][bookmark: _Toc514408096][bookmark: _Toc342031878][bookmark: _Toc347836900]Presentation of the DOI
[bookmark: _Toc394321684][bookmark: _Toc514408097]Background 
"DOI is an acronym for "digital object identifier", meaning a "digital identifier of an object". A DOI name is an identifier (not a location) of an entity on digital networks. It provides a system for persistent and actionable identification and interoperable exchange of managed information on digital networks. A DOI name can be assigned to any entity — physical, digital or abstract — primarily for sharing with an interested user community or managing as intellectual property. The DOI system is designed for interoperability; that is to use, or work with, existing identifier and metadata schemes. DOI names may also be expressed as URLs (URIs)."
(Source: DOI handbook, http://www.doi.org/hb.html)

Launched in 1998, the use of DOIs has grown over the years to the extent where more than 166 million DOIs have been assigned with more than 4 billion DOI resolutions per year. The International DOI Foundation, a not-for-profit organisation, manages and develops the DOI. It is supported in its role by 10 Registration Agencies and several thousand assigners from a wide range of backgrounds (publishers, science data centres, movie studios, etc.). At one and the same time the DOI acts as both an identifier and a locator (URI).
The DOI system is used for uniquely identifying content objects in the digital environment. Among other things, it provides a framework for persistent identification, managing intellectual content and enabling automated management of metadata. 
The DOI name takes the form of a character string made up from two (2) parts:
· a prefix, which denotes a unique naming authority called the Registrant;
· a suffix, chosen by the Registrant, which is a unique identifier for an entity (content object), and which can be an existing identifier such as ISBN or a random string number containing no semantic value.
Ex: 	10.1234 / NP5678	
10.5678 / ISBN-0-7645-4889-4
Each Registrant can define the rules concerning the generation of the suffix according to their own requirements.
[bookmark: _Toc265590989][bookmark: _Toc394321685][bookmark: _Toc514408098]
Role of a DOI Registration Agency
The role of a Registration Agency is to provide services on behalf of Registrants as follows:
· Creation
Creation refers to the allocation of DOI name prefixes.
· Registration
This service involves registering DOI names and providing the necessary infrastructure to register and maintain a minimal set of metadata including the corresponding URLs. The metadata of a DOI name are described in the indecs[footnoteRef:7] Data dictionary, and the relationships between entities belonging to a same group of DOI names having similar properties are described in the DOI Application Profile Framework.  [7: 	"indecs" is the acronym for "Interoperability of data in e-commerce systems"] 

· Maintenance
A Registration Agency must implement mechanisms for quality control and ensure appropriate content management of own material, including the maintenance of own metadata and URLs.
· Resolution
Resolution is the process which redirects a user from a DOI name to one or more pieces of current information (the state data) related to the identified entity, e.g. location (such as URL) where the content object can be found.
Resolution can lead to multiple data, i.e. multiple location, metadata, and/or services (such as "retrieve e-book" or articles and reviews, books from same author, accompanying music/images/moving images, rights information, etc.).
The resolution tool is "Handle System", developed by Corporation for National Research Initiatives, and is freely available to any user encountering a DOI name. Handle System is suitable for describing the relationships between the data sets. It has the advantages of granularity, scalability, administrative delegation, and security.
· Policy making of DOI names
Registration Agencies are expected to promote the widespread adoption of the DOI, and to cooperate with the IDF in the development of the DOI System as a whole.
[bookmark: _Toc265590990][bookmark: _Toc394321686][bookmark: _Toc514408099]
Role of the Publications Office as a Registration Agency 
As set out in Decision 2009/496/EC on the organisation and operation of the Publications Office, the primary task of the Publications Office is to publish the publications of the institutions of the European Union. As part of its official remit, the Publications Office is the designated central point for allocating identifiers to all EU publications. As such it has four main identifiers available for the identification of all publications (excluding legal texts):
· a catalogue number: Publications Office own identifier assigned to all EU publications;
· an international standard book number (ISBN): a globally recognised identification schema designed for the publication supply chain and primarily assigned to monographs;
· an international standard serial number (ISSN): a globally recognised schema for identification of serial titles;
· a digital object identifier (DOI): a permanent digital identifier enabling access to a range of services, based on its ability to provide a stable link to the resource identified.
The Publications Office is an officially recognised agency for ISBN since 2001, for ISSN since 2002 and for DOI since 2004. These roles grant the Publications Office the exclusive right to assign these international identifiers to the publications of the various institutions of the European Union.
Since 2004 the Publications Office has acted as a Registration Agency of the International DOI Foundation, with exclusive competence for the publications and documents produced by the EU institutions, offices and agencies.
Since becoming a Registration Agency, the Publications Office has assigned more than I million DOIs. In 2017 the total number of DOIs registered was 20,535. The estimate for 2018 is around 25,000. However, the Publications Office is developing its services for the DOI, to cover different content types which today include monographs, journal articles and data sets. So it is hoped that this figure will continue to grow over the next four years. 
Below is a description of the current DOI-based services at the Publications Office:
· Simple resolution service for monographs
The Publications Office assigns a DOI to all publications which are also assigned an ISBN (19,051 DOIs in 2017). The resolution of the DOI currently links back to the publication details page on its website EU Bookshop (e.g. https://doi.org/10.2875/804491). Since 2012, the Publications Office exports its metadata to a number of information aggregators. An essential added value of this service is that users of the Publications Office metadata records can link to the content from their own catalogues without having to hold the resources themselves. The use of the DOI provides them with a reliable, stable and persistent link to their content. 
This simple resolution service for monographs has also been extended to cover other collections, including the Historical Archives of the Commission who offer a simple resolution service to their collection of scanned documents
(e.g. https://doi.org/10.3003/QKFDLTAXMDETMTK5OS0WMJE2LQ ).

The grammar of the DOI for general publications is as follows:
· Prefix (e.g. 10.2785): assigned to an individual author service (e.g. a DG, Institution or Agency). This assignment is managed by the Publications Office from a list of available prefixes.
· Suffix: randomly-generated number, containing no semantic value (Note: The generation of the DOIs is outside of this contract; they are created by an internal system within the Publications Office).
· Identification of journal articles
The Publications Office has developed a service which offers access to the citations services provided by another DOI Registration Agency, CrossRef (i.e. not the Publications Office- development but accessing services developed by another Registration Agency). By implementing this service in this way, the Publications Office retains its role as publisher in the eyes of its own author services. Currently the service is only applied to articles in online journals. DOIs assigned in the context of this service are registered with the Publications Office as well as with CrossRef.
It is anticipated that this service will grow significantly over the next few years.
The grammar for DOIs assigned within this service is agreed on an individual basis with the author services concerned. The prefix generally identifies a specific journal whilst the suffix may contain information such as the ISSN of the journal, the number of the issue/article etc. The grammar must ensure the unicity of the DOI created. These author services require access to any back office service for registering DOIs as they are responsible for registering and updating the DOIs that identify their content. This can be done by uploading XML files or by accessing the web forms available on the website of the back office. In the last couple of years the Publications Office has also developed a service which enables the registration of DOIs through an automatic conversion of a JATS file into the required format for depositing with the Publications Office. 
Following registration in the Publications Office's system, the transmitted metadata is then forwarded to CrossRef for inclusion in their metadata store. In this way users of the Publications Office registration system can also use services developed by CrossRef.
· Identification of data sets
The Publications Office has developed a service that enables the identification of data sets as well as access to services related to these data sets provided by another DOI Registration Agency, DataCite (similar to the model described above). Again in this way, the Publications Office retains its role as publisher in the eyes of its own author services. Currently the service is only available to authorised author services, to identify their data sets and register the DOIs with the Publications Office. The DOI service of the Publications Office then forwards the metadata of these DOIs to DataCite so that users of this service can benefit from the broader services developed by DataCite for its members. 
This is a relatively new service and is expected to grow in the coming years. 
· Resolution service
In addition to the use of the generic resolution service available for all DOIs (https://doi.org/{doi}) the Publications Office has branded its own resolution service using the pattern https://data.europa.eu/doi/{doi}). It also has a legacy resolution service: http://dx.publications.europa.eu/{doi}. It is imperative that both these expressions of the DOI resolution service continue to be supported in order to preserve the persistence of both new and existing DOI citations.

[bookmark: _Toc514408100]Services to be provided
The following services may be required:
· regular services related to the DOI back office in order to support the Publications Office in carrying out of its activities as a Registration Agency; it includes maintenance of the existing IT system.
· other services, including consultancy (requests for analysis of new services to be delivered, resulting in a final deliverable of a study/proposal), aid in producing supporting documentation, and IT development (including both functional and technical specifications as well as the actual developments). 
To ensure the optimum delivery of these services the contractor will need to ensure that there is a team able to take on the following range of activities (please note that this is not an exclusive list but provides a general overview):
· Provision of expertise in the field of metadata, with specific reference to the services described in these specifications;
· Consultancy in the field of identifiers and identification, with specific reference to the services described in these specifications;
· Provision of advice and assistance in any area associated with the creation, maintenance, mapping and effective use of metadata with regard to the services described in these specifications;
· Consultancy in the specific technical domains regarding the technical services described these specifications;
· Provision of expertise in the specific technical domains regarding the technical services described in these specifications;
· Functional requirements and business case analysis;
· Provision of technical studies, technical expertise, technical evaluations in relation with information to the services described in these specifications;
· Provision of project management services;
· 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;
· Authorising of technical documentation and end-user documentation;
· Provision of assistance for end-user training.



[bookmark: _Toc394321688][bookmark: _Toc514408101]Regular services
[bookmark: _Toc394321689][bookmark: _Toc514408102] DOI back office
The back office activities are as follows:
· registration of the DOIs into the designated registers of the International DOI Foundation;
· update/modification of metadata associated with a DOI for a given publication;
· management of user access to the services;
· reporting on the activities above.

The contractor shall provide the following services:
· permit, via a secure and user-friendly web interface, the Publications Office and its designated author services to register DOIs (https://ra.publications.europa.eu/);
· support B2B interface for direct DOI registration;
· support the Application Profiles specific to the DOI system;
· support a JATS-based workflow for the registration of DOIs for journal articles;
· modify the website according to developments in ONIX (the exchange format for DOI) and its various schemas and code lists;
· enable user management at different levels, linked to user group and prefix management of ONIX metadata schemas, code lists, etc.;
· support a customised Publications Office DOI resolution service, in addition to the standard DOI resolution service;
· provide an alert system for DOIs whose resolution creates an error (because of an out-of-date URL, etc.);
· reporting and statistics;
· provide a technical helpdesk in English - available for the Publications Office staff on working days and hours (for definition of working days and hours see point 4.7); 
· provide first-level assistance/advice on issues resulting from the daily operation of the service. (More in-depth requests, on new services or extensions to existing services, requiring detailed analysis, would fall under other services described in point 4.4.)

[bookmark: _Toc265590996]Metadata collection process
The Publications Office currently uses four (4) methods for collecting metadata:
· XML batch files prepared in accordance with a given schema;
· web service employing B2B technology;
· provision of a JATS-xml-based DOI registration workflow;
· registration of individual DOIs through means of a Web Editor.

Therefore, the contractor shall need to provide these four (4) methods of metadata collection as a minimum.
The XML batch files are further constrained by a set of rules for the data, which define the expected content of each metadata element. An XML batch may contain metadata for several DOIs.
These procedures allow for the batch load of metadata records to be inserted into a Central Metadata Directory run by the contractor. This directory can subsequently be queried. 
The batch file format is XML as defined by a specific XML schema. It may contain metadata for several DOIs.
Submission is done either directly through the back office interface or to a named HTTP server via HTTP POST transfer protocol.
Examples of DOI registration messages can be found in Annex IVa.
Additional technical documentation can be found on the Publications Office Registration Agency website. This documentation details the various schemas in use as well as information on the services currently available. For the purposes of this call for tenders a guest account for this site has been created. In order to access this documentation, please go to the website https://ra.publications.europa.eu. Guest access is provided using the following username and password:
Username:	BKOFFICE_GUEST
[bookmark: _Toc265590997]Password:	06ZNGCRA

Metadata reception by the contractor, validation procedures and ingestion into the Local Handle Service (LHS)
The Publications Office Registration Agency uses the DOI Handle Service — also known as the DOI Directory — to deposit DOIs. For that purpose the contractor will need to operate at his premises Local Handle Service acting on behalf of the Publications Office Registration Agency. The contractor shall maintain and develop (if requested) the Local Handle Service respecting the technological needs and organisational guidelines imposed by the Corporation for National Research Initiatives (CNRI) in order to be compliant with the Global Handle Registry.
The current DOI registration service collects all the metadata in the Metadata Collection Data Base, while only a small subset of them are allocated in the Handle System Data Base. Both databases are based on Oracle technology. The system is configured in such a way that the DOI and the primary URL used for the default DOI resolution are stored in the Local Handle Service whereas the Metadata Collection Data Base holds all related metadata. All the data stored in the local Handle System Data Base will also be mirrored in the Global Handle Registry as managed by the Corporation for National Research Initiatives.
It is to be noted that the existence of two separate databases for the metadata collection and for the resolution is designed to allow higher flexibility of the system in case of changes in the overall DOI system.
The contractor is responsible for a second level check of the metadata batches submitted to the Local Handle Service by the Publications Office. He is thus requested to ensure the development and implementation of quality control measures in order to guarantee the validity of metadata content submitted. 
The XML files have an ulterior ID element such as a timestamp to identify each batch. The contractor will need to ensure that each DOI record has its own timestamp in case a more capillary check is needed.


The following rules for the management of the Publications Office Registration Agency Local Handle Service are applied:
· The Publications Office DOI service manager is responsible for creating the prefixes.
· Rights to create/update/remove DOIs can only be attributed by the Publications Office service manager and will be regulated by private/public key or secret key authentication systems.
· The contractor must support the four current methods for registering DOIs as described above.
· The contractor must enable an alert system to inform the relevant staff at the Publications Office of any errors during the metadata upload.
· The contractor is responsible for configuring or updating the handle server to allow a secondary server installation at Corporation for National Research Initiatives. The secondary server houses a complete database of the Registration Agency DOI. This is being coordinated by the Directory Manager at Corporation for National Research Initiatives.
· The contractor is responsible for the technical equipment that is used to achieve all the required tasks. 

Statistics and log files of DOI registrations
The web interface shall permit access to a number of reports and statistical tools. These reports shall include the following as a minimum:
· DOI deposit (by prefix and time-span);
· Citations deposit (by prefix and time-span);
· Citations query (by time-span).
It should also be possible to gather reports on the activities of individual users or groups of users as well as on the number of DOIs whose metadata has been sent to other Registration Agencies for the purpose of accessing related services (both at creation and update).
A log file shall be created for each batch of DOIs sent for registration, indicating the total number of DOI records in the batch, the number of successful deposits and the number of failures. For each failure, the DOI number will also be provided along with the reason for the failure. A failure is identified as any type of system or network error. A failure is typically caused by an attempt to overwrite existing DOI data with older data. In general, an event can be considered a failure if it does not comply with the constraints set out in the International DOI Foundation (IDF) Registration Agencies[footnoteRef:8] agreement and the Corporation for National Research Initiatives Handle system. [8: 	IDF RA = International DOI Foundation Registration Agencies. 	
	See also the website http://www.doi.org/ and specifically Chapter 8 of the DOI Handbook available on the site which details the 	responsibilities of the Registration Agencies.] 

The web interface shall provide reports based on the log files which will have been set up to check the main phases of the DOI and metadata deposit procedure.
This shall include:
· DOI code registration failure or success;
· the timestamp of the batch file;
· the metadata deposit and the kernel metadata deposit failure or success.
In case of failure, an error code that recalls the event shall be created. The Publications Office staff will be informed via e-mail of this failure and the e-mail will contain the relative error code and a description of the origin of the failure.
The web interface will be able to export statistics related to a determined batch file in an MS Word or MS Excel format.

[bookmark: _Toc394321690][bookmark: _Toc514408103]Maintenance of the registration system
The contractor will take over the maintenance of the registration system. Maintenance comprises:
· Corrective maintenance;
· Database maintenance;
· Infrastructure and Applications Software maintenance;
· DOI Resolution Statistics Report;
· Technical assistance to cover:
· Analysis of error messages,
· Addition/modification of new languages/countries in the web editor using as source the relevant authority tables available in the Publication Office Metadata Registry,
· Advice and assistance in accessing range of back office services,
· Advice and assistance in verification of DOI registration statistics,
· Management of new DOI Prefix assignments (in collaboration with CNRI),
· Creation and maintenance of user accounts.

[bookmark: _Key_Performance_Indicators]The maintenance shall be provided during normal Working hours on Working days (see point 4.7 Definitions).
0. [bookmark: _Ordering_and_execution][bookmark: _Toc394321692][bookmark: _Toc514408104]Ordering and execution
The Publications Office will issue an order covering a period of six (6) months. Within ten (10) working days of an order being sent, the Publications Office shall receive it back, duly signed and dated. 
The regular services shall be provided by the contractor on the basis of the fixed prices provided in the price schedule. The semestrial report (see point 4.3.4) shall contain information on the provided regular services. 
[bookmark: _Reporting_and_acceptance][bookmark: _Toc394321693][bookmark: _Toc514408105]Reporting and acceptance
No later than on the tenth (10th) working day of each semester (= six months' period), the contractor shall send to the Publications Office a semestrial report reflecting the situation at the end of the previous semester. The first semester will commence at the end of the takeover period or at the entry into force of the FWC in case there is no change of the contractor.
The semestrial report is related to the regular services related to the DOI back office, as well as to the maintenance activities.



As a minimum it shall include the following information:
· the total number of DOIs registered during a given time period, by prefix, user group and user as well as other statistics defined during the kick-off meeting;
· KPIs - performance and availability statistics (as defined in point 4.6.6) during the previous semester;
· bugs fixed, to be fixed (if applicable);
· and any other activities undertaken in the context of the maintenance.

On delivery of the semestrial report, one of three situations may occur:
1. The delivery is accepted with no reserves. There are no additional remarks to be made.
2. The delivery is accepted with reserves. One or several issues have been identified in the report. The contractor is informed of these issues in the comments field of the acceptance note and has to communicate its position within five (5) working days after reception of the Acceptance note. The contractor accepts the result of the acceptance by countersignature of the Acceptance note. At the same time it communicates its planning for the redelivery of the report with 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.
3. The delivery is rejected due to the report being of insufficient quality. The contractor has to communicate its position within five (5) working days after receipt of the rejection note, a meeting with the Publications Office may be organised. 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.
The Acceptance note (see model in Annex 9) will include the conclusions of the acceptance phase. If no Acceptance note is issued by the Publications Office at the end of the acceptance period, the deliverables are implicitly accepted.
Acceptance of the semestrial report implies acceptance of the regular services provided during the semester in question. It is a necessary pre-requisite for the payment of the invoices for the given semester.

[bookmark: _Meetings][bookmark: _Toc394321694][bookmark: _Toc514408106]Meetings
Every three (3) months a regular meeting on the running of the regular services and issues surrounding this will take place. It will be held either at the premises of the Publications Office in Luxembourg, or via remote audio/video-conference, on prior agreement. However once a year it is required that the contractor holds one of these meetings on the premises of the Publications Office.
Presence of the Project Leader (PL) will be required at every meeting; presence of other persons may be required as well. 
For each meeting/remote conference (audio and/or video), the contractor shall:
· prepare an agenda, and distribute it no later than five (5) working days before the meeting;
· ensure the participation of its relevant 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 incorporate the corrections requested by the Publications Office into the meeting minutes within five (5) working days of submission of the draft version;
· distribute the final version.
The costs of all meetings shall be included in the prices given in the price schedule, including related travel and subsistence expenses, and shall not be invoiced separately.
Details concerning the kick-off meeting for the regular services can be found in point 4.6.4.

[bookmark: _Other_services][bookmark: _Toc394321695][bookmark: _Toc514408107]Other services
[bookmark: _Toc514408108][bookmark: _Toc394321696]Consultancy 
In its operations as a Registration Agency for the DOI, the Publications Office may wish to analyse new services or improvements to existing ones. In this context the contractor may be requested to provide consultancy services, resulting in a final deliverable/study on the development of current or new services related to the DOI, ONIX and/or Handle Services. The Office may also wish to request supporting documentation in the form of user guides or presentations to support it in promoting the services of the DOI within its community. The contractor may then be requested to help draft this documentation.

[bookmark: _Toc394321697][bookmark: _Toc514408109]Development 
The contractor may be requested to provide development services related to the current registration system.
The possible developments (non-exhaustive list) are as indicated below:
· Content negotiation: content negotiation provides the possibility to redirect users to different types of content depending on the source of the request. The Publications Office may be interested in further exploring the possibilities of integrating this service into its standard approach and may require assistance in an initial evaluation of its potential.
· Rationalisation of identifiers: currently the Publications Office has a number of individual identifiers which it can assign to a publication. Any given publication may be assigned one to four (4) identifiers. Whilst the DOI has never set out to replace existing identifiers, it is within its mandate (as set out in the ISO standard) to work closely with the organisations responsible for them. Therefore the Publications Office would be interested to investigate how it could move towards a solution to integrate ISBN and ISSN identifiers into the grammar of the DOI to be embedded in the DOI.
· Granularity: the identification of parts of publications (chapters, graphs etc) is becoming a necessity as we move from a traditional publishing approach of static monolithic content to a modular approach where elements may be re-used or cited elsewhere. Identification of parts of publications may therefore become a new requirement for the Publications Office, using the DOI.
· Use of the DOI within a legal deposit scheme: the Publications Office is currently working on the creation of a legal deposit scheme to cover EU publications produced by the institutions, agencies and other bodies of the EU. In this context it may be required to investigate the suitability of the DOI as a legal deposit identifier.
· Shortcut procedure to register older (backlist) publications.

[bookmark: _Work_estimate_for][bookmark: _Toc394321698][bookmark: _Toc514408110]Work estimate for other services 
It is not possible to make the exact estimation of the volume of the other services, but it is envisaged that they may go up to 50% of the value of the regular services. It will be up to the contractor to create a team for each project from the pool of the submitted CVs.
In the estimation form the price will be automatically calculated as 50% of the prices for the regular services. Please note, however, that this is just estimation and that the real volumes of the other services will be specified in each order form. Then the contractor will offer a fixed price for each project (see point 4.4.4 below). 

[bookmark: _Ordering_of_the][bookmark: _Toc394321699][bookmark: _Toc514408111]Ordering of the other services
Provision of other services will be based on fixed price orders.
The contractor shall submit its specific tender to the Publications Office within ten (10) working days following the receipt of the request. 
Unless otherwise indicated in the request for services, the specific tender shall consist of the following elements:
· description of the tasks/work packages to be executed and list of the deliverables including list of documentation to be drafted/updated;
· constraints (human resources, time, planning, infrastructure, etc.);
· for projects, a project plan including all the required intervention or active participation of the Publications Office;
· a fixed price.
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 specific tender. In such a case, an updated specific tender shall be provided within five (5) working days following receipt of the request by the contractor.
Following the acceptance of the contractor's specific tender 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.

[bookmark: _Execution_of_orders][bookmark: _Toc394321700][bookmark: _Toc514408112]Execution of orders and reporting
The start of the project based on 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. 
All services shall be executed on the contractor’s premises.
Reporting should be carried out at regular intervals during the lifespan of the project (as a minimum once per month). The reporting should be done by means of a meeting with Publications Office staff,  by videoconference or on-site as prefered by the contractor.



[bookmark: _Deliverables_and_their][bookmark: _Toc394321701][bookmark: _Toc514408113]Deliverables and their acceptance
Deliveries can be composed of:
· documentation only,
· software and related documentation.

[bookmark: _Toc381112109]Acceptance of deliveries which do not include software (studies, analysis documents, technical studies, etc.)
Unless otherwise specified, each delivery, including intermediate ones, shall include following elements:
· a delivery note (detailing the content of the delivery with revision identifier – see model in Annex 9);
· fully updated project documentation.

One of three situations may occur:
1. The delivery is accepted with no reserves. No problems have been detected during the acceptance phase.
2. The delivery is accepted with reserves. One or several problems have been identified during the acceptance phase as specified in the Acceptance note. The delivery is usable but with a lower than expected level of quality. The contractor has to communicate its position within five (5) working days after reception of the Acceptance note. 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.
3. The delivery is rejected due to the existence of problems found during the acceptance period which render the delivery unfit for its intended use. The contractor has to communicate its position within five (5) working days after receipt of the rejection note, a meeting with the Publications Office may be organised. 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.
The Acceptance note (see model in Annex 9) will include the conclusions of the acceptance phase. If no Acceptance note is issued by the Publications Office at the end of the acceptance period, the deliverables are implicitly accepted.

[bookmark: _Toc381112110]Acceptance of deliveries which include software
Unless otherwise specified, each delivery, including intermediate ones, shall include following elements:
· a delivery note (detailing the content of the delivery with revision identifier – see model in Annex 9);
· a release note (detailing the content of the delivery with revision identifier and list of developments added or modified);
· a proof of all test cases implemented at the contractor's premises according to the test plan;
· where applicable, a full updated project documentation (Functional Analysis, Technical Architecture, User Manual, Operational Manual, Training Material, Analysis graphical models, etc).

For software deliverables and related documentation the acceptance period will take up to thirty (30) working days. It consists of three (3) consecutive phases:

A. Installation phase of up to five (5) working days
The contractor shall install the necessary software in a test environment to which the Publications Office has access.

B. Test phase of up to twenty (20) working days.
The Publications Office may take up to twenty (20) working days to test the delivery.

C. Wrap-up phase of up to five (5) working days.
During this phase the Acceptance note (see model in Annex 9) will be established.
The Acceptance note will include the conclusions of the testing period. 

One of three situations may occur:
1. The delivery is accepted with no reserves. No problems have been detected during the test phase. 
2. The delivery is accepted with reserves. One or several problems have been identified during the test phase as specified in the Acceptance note. The delivery is usable but with a lower than expected level of quality. The contractor has to communicate its position within five (5) working days after reception of the Acceptance note. 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) months following the issue of the Acceptance note. The planning has to be accepted by the Publications Office. 
3. The delivery is rejected due to the existence of problems found during the test phase which render the delivery unfit for its intended use. The contractor has to communicate its position within five (5) working days after receipt of the rejection note, a meeting with the Publications Office may be organised. As the contractor has to make 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 also be rejected when it does not include all the required elements. 
At the end of the acceptance phase, in parallel to the issuing of the Acceptance note, the Publications Office will agree in writing with the contractor on the date for installation in the production environment, ensuring minimum disruption to users of the system.
If no Acceptance note is issued by the Publications Office at the end of the acceptance period, the deliverables are implicitly accepted.




[bookmark: _Toc374367283][bookmark: _Toc384191941][bookmark: _Toc394321702][bookmark: _Toc514408114]Working environment
[bookmark: _Toc514408115]Recording and tracking system
[bookmark: _Toc374367287][bookmark: _Toc384191943][bookmark: _GoBack]The recording and tracking system of the Publications Office is described in Technical Annex I "The Publications Office Recording and Tracking system".

[bookmark: _Toc394321704][bookmark: _Toc514408116]Security requirements
The minimum security requirements of the Publications Office are described in Technical Annex II "Publications Office Minimum Security Requirements".
[bookmark: _Toc374367288][bookmark: _Toc384191945]
[bookmark: _Toc394321705][bookmark: _Toc514408117]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 Technical Annex III "Rules applicable to the Enterprise Architecture (EA) / Business Process Modelling (BPM) deliverables".
[bookmark: _Toc384191946]
[bookmark: _Toc394321706][bookmark: _Toc514408118]Overview of the system architecture of the DOI back office for the Publications Office
The overview of the system architecture of the DOI back office for the Publications Office can be found in Technical Annex IV.

[bookmark: _Toc394321707][bookmark: _Toc514408119]Licences for proposed software and services
Any licence costs must be included in the unit prices.

[bookmark: _Toc394321708][bookmark: _Toc514408120]Contract execution
[bookmark: _Toc384191955][bookmark: _Toc394321709][bookmark: _Toc514408121]Contract monitoring
The Publications Office will designate a Project Manager (PM) responsible for monitoring of the proper execution of the FWC.
The contractor shall designate a Project Leader (PL) who will have an overall responsibility for the execution of the FWC. 
The costs related to the contract management including costs of reporting shall be included in the prices foreseen in the price schedule and shall not be invoiced separately.

[bookmark: _Toc384191956][bookmark: _Toc394321710][bookmark: _Toc512437007][bookmark: _Toc514408122]Human resources issues and replacements
The following requirements have to be met:
· the Publications Office reserves the right to verify, at any point of time, if the proposed human resources do fulfil requirements of the Specifications;
· 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 (1) month in advance of any foreseeable human resources change. For a human resource proposed for the first time to the Publications Office, detailed information must be provided by the contractor. The Publications Office reserves the right to reject the proposed human resources if the requirements set in the Specifications are not met;
· a replacement has to be immediately operational when the original human resources are withdrawn.

[bookmark: _Toc384191957][bookmark: _Toc394321711][bookmark: _Toc514408123]Time limits
The time limits for deliveries and the other time limits, except the ones already stated in the FWC, will be specified on each order or in the accepted estimate.
The delivery times are per order/estimate, irrespective of other orders/estimates being processed.
Failure to observe deadlines may lead to the application of liquidated damages. 

[bookmark: _Toc506993575][bookmark: _Takeover][bookmark: _Toc394321713][bookmark: _Toc514408124][bookmark: _Toc261368648]Takeover
Provisions of this point are applicable only in the case of change of the contractor.
The contractor shall take over the provision of DOI back office and DOI-related services.
Only the first contractor in the cascade shall implement the takeover, on the basis of the issued order, immediately after entry into force of the FWC in order to be ready to provide the requested services immediately after the end of the takeover.
Should the FWC with the first contractor be terminated, the second contractor would be requested to implement the takeover. 
During the takeover phase, the contractor shall familiarise himself with the services to be provided to be ready to provide daily services immediately after the end of this phase, which will take maximum two (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 shared 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 (whether a sole tenderer, or as a consortium member) is currently providing the Publications Office with services within the scope of these Specifications (himself, or as a consortium member), then he will not be entitled to receive payment for the takeover. 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.
The maximum amount for the takeover shall not exceed 6% of "Sub-total (A+B) for four years" of the estimation form.
The start of the takeover will be formalised by a kick-off meeting which shall take place within five (5) working days following the signature of the FWC.
During the kick-off meeting the contractor shall present:
· the takeover proposal as presented in its tender;
· its testing strategy;
· a risk analysis of the project.

During the takeover the contractor shall:
· takeover the existing test web-site, which will be provided during the kick-off meeting;
· establish technical infrastructure necessary to provide the requested services; 
· establish the production procedures/workflow as presented in its tender;
· test the elements above, via testing allocations (manual and automatic) of the DOI.

The takeover report shall be delivered no later than five (5) working days before the end of the takeover. The Publications Office shall have three (3) working days to accept it.
In the case that there is no change of contractor, the kick-off meeting shall take place within ten (10) working days following the signature of the FWC.

[bookmark: _Handover][bookmark: _Toc514408125]Handover
The contractor shall prepare for and contribute proactively 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 FWC. 
All relevant documentation for the smooth handling of the service shall be handed back by the contractor to the Publications Office.
All computer software which belongs to the Institutions, including the Publications Office, shall be handed back by the contractor.
During the handover period, the contractor will fully cooperate with the Publications Office to achieve the continuation of high-standard service quality and will remain solely and fully liable in case of deviations from the agreed service quality. When applicable and where needed, support will be given to the future contractor that is taking over the services. Other than an eventual support of the takeover by the future contractor, no distribution of the ongoing work or any other kind of shared work between the contractor and the future one is foreseen.
The effective duration of the handover will be approximately two (2) months and two (2) weeks. The all-inclusive price for the handover shall be given in the price schedule. The maximum amount for the handover shall not exceed 2% of "Sub-total A and B" of the estimation form.

Initiation phase of handover
The start of the handover will be formalised by a kick-off meeting which shall take place within five (5) working day following formal notification by the Publications Office of the requirement for a handover either on termination of the contract or three (3) months prior to the end of the FWC. During this first period, which should last no more than two (2) weeks, the following deliverables shall be provided:
· consolidated reports covering the whole period;
· package enabling the reproduction of a complete operational environment (with anonymised data and optionally without data) in the environment of the Publications Office or of the next contractor;
· software application systems and all data that have been managed or further developed under the FWC;
· complete set of documentation with the most recent version of each document. This has to  include existing test cases and test data;
· the latest source code of the application.

Main handover phase
During this period that will probably last for two (2) months (adapted to the duration of the takeover foreseen in the contract that will follow FWC 10710 – if any), the same deliverables as listed in the paragraph above will be updated according to the latest application modifications and provided to the Publications Office. When applicable and where needed, support will be given to the future contractor that is taking over the services.
This period will only apply in case of handover to the next contractor.
At the end of the handover period, the following deliverables shall be provided to the Publications Office:
· backups of the entire software configuration of each and every service;
· any confidential data in physical files (paper or electronic) that has been provided to the contractor or has otherwise come into his possession during execution of the work. These data must be destroyed by the contractor from the IT environment on the contractor's premises;
· statement as to the respect of confidentiality for the period as defined in the FWC (Article II.8 of the FWC);
· statement 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 Publications Office (or an EU Institution) for the purpose of accessing servers at the Publications Office (or an EU Institution) during the execution of the FWC. This may include sensitive information, passwords, encryption keys, personal data of people involved in the project, firewall and router configuration files, etc.
[bookmark: _Key_Performance_Indicators_1][bookmark: _Toc514408126]Key Performance Indicators (KPIs)
For the key areas related to registration system performance and availability, a level of performance has been defined representing the minimum level of quality to be provided. 
A monitoring system shall be put in place upon agreement during the kick-off meeting. The list of performance parameters might be amended during the duration of the FWC.
The measurement procedures shall be simple and automated (e.g. evaluation of measurements recorded in log files) in order to give prompt results and to represent as much as possible reality. 
The Publications Office has to be notified about every incident at the latest one (1) working day after the incident has been detected.
The overall quality is evaluated every six (6) months. The contractor will collect the values of the KPIs and consolidate them in the semestrial report handed out to the Publications Office. The Publications Office will evaluate whether the service quality is deemed to be as expected, or whether an action plan should be defined to improve the service quality in the next regular quarterly meetings with the contractor.
During the first three (3) 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 KPI criteria.
If the incidents occur, the Publications Office may apply liquidated damages as defined in Article I.15 of the FWC. 
If three (3) major incidents are observed for two (2) consecutive months the Publications Office reserves the right to terminate the FWC (see Article I.11.2 of the FWC). Three (3) minor incidents are considered as one (1) major incident.
Incidents are only counted once, i.e. if in case of a major incident also the conditions for the corresponding minor incidents are met; only the major incident will be counted.
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

	Performance parameter
	Contains the description of the KPI

	Target
	Describes objective against which the KPI will be evaluated

	Minor incident
	Describes how the raw data is collected to compute the value of the KPI and to identify the type of incident

	Major incident
	Describes how the raw data is collected to compute the value of the KPI and to identify the type of incident


4. Technical specifications
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	ID
	Performance parameter
	Target
	Minor incident
	Major incident

	KPI-1
	Availability[footnoteRef:9] during the working hours (8:30–18:30) [9: 	Availability of the back office site for any kind of request (registration, consultation, ...)] 

	>= 99 %
	Less than 99%, but more than or equal to 95% of availability during the working hours for one calendar month.
	Less than 95% of availability during the working hours for one calendar month.

	KPI-2
	Overall availability (excluding scheduled system downtime) – 24h/24h
	> = 95 %
	Less than 95%, but more than or equal to 90% of overall availability (excluding scheduled system downtime) for one calendar month.
	Less than 90% of overall availability (excluding scheduled system downtime) for one calendar month.

	KPI-3
	Response time for more than or equal to 95% of online transactions[footnoteRef:10] [10: 	Online transactions refer to the upload of a file via the system. When this is done there should be a success message delivered within three (3) seconds.] 

	<= 3 seconds
	For one calendar month, response time for less than 95% but more than or equal to 90% of the online transactions has lasted more than 3 seconds.
	For one calendar month, response time for less than 90% of the online transactions has lasted more than 3 seconds.

	KPI-4
	Response time for more than or equal to 95% of navigation
	<= 5 seconds
	For one calendar month, response time for less than 95% but more than or equal to 90% of navigation requests has lasted more than 5 seconds.
	For one calendar month, response time for less than 90% of navigation requests has lasted more than 5 seconds.

	KPI-5
	Response time for more than or equal to 95% of reporting and statistics
	<= 30 seconds
	For one calendar month, response time for less than 95% but more than or equal to 90% of reporting and statistics requests has lasted more than 30 seconds.
	For one calendar month, response time for less than 90% of reporting and statistics requests has lasted more than 30 seconds.






	ID
	Performance parameter
	Target
	Minor incident
	Major incident

	KPI-6
	Delivery of a semestrial report 
	In accordance with the deadlines defined in 4.3.4
	The deadline is not respected. 
	n.a.

	KPI-7
	Notification of the incident to the Publications Office
	In accordance with the deadlines defined in 4.6.6 above
	The deadline is not respected.
	n.a.

	KPI-8
	Provision of a specific tender to the Publications Office
	In accordance with the deadlines defined in 4.4.4
	The deadline is not respected.
	n.a.

	KPI-9
	Reception of the order signed by the contractor
	In accordance with the deadlines defined in 4.3.3 and 4.4.4
	The deadline is not respected.
	n.a.

	KPI-10
	Timeliness of the meetings, including 
kick-off meetings and related reports, including those foreseen in the takeover and handover phases 
	In accordance with the deadlines defined in 4.3.5, 4.4.5, 4.6.4 and 4.6.5
	The deadline is not respected.
	n.a.

	KPI-11
	Timeliness of deliverables, including those foreseen in the takeover and handover phases
	In accordance with the deadlines defined in 4.4.6, 4.6.4 and 4.6.5
	The deadline is not respected.
	n.a.

	KPI-12
	Acceptance of deliverables, including those foreseen in the takeover and handover phases
	In accordance with the deadlines defined in 4.4.6
	The deliverable is rejected at first submission.
	n.a.

	KPI-13
	Meeting minutes of regular quarterly meetings
	In accordance with the deadlines defined in 4.3.5
	The deadline is not respected.
	n.a.
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	Acceptance note
	A document delivered to the contractor. It formalises the acceptance or rejection of a delivery. The acceptance may be issued with or without reserves.

	Consultancy
	Provision of consultancy services within the scope of the tender resulting in a final deliverable (study).

	Delivery note
	A document containing the number of the FWC 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. It is compulsory for all deliverables.

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

	Order form ("order")
	A document created and signed by the Publications Office, and signed for acknowledgement by the contractor, used to order services or products pursuant to the FWC. It is sometimes abbreviated to BdC ("bon de commande").

	Registrant
	The individual/service registering DOIs through the registration service of the Publications Office.

	Registration agency
	The organisation formally recognised by the DOI Foundation as responsible for the assignment and registration of DOIs for a specific community/domain area.

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

	Working days
	Monday to Friday, excluding public holidays: 1 January, Easter Monday, 1 May, Ascension Day, Whit Monday, 23 June, 15 August, 1 November, 25 and 26 December.

	Working hours
	From 8:30 a.m. to 6:30 p.m. (CET/CEST) on working days. 

	Working language
	The working language for this FWC is English. 
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Forms
1	List of documents to be provided
2 	Price Schedule and Estimation Form (to be downloaded from e-Tendering)
3	Form for identification of the tenderer
4A	Questionnaire for joint tenders, subcontracting and freelancing
4B	Consortium agreement
4C	Letter of intent
5	Guarantee model (not applicable to this call for tenders)
6	Declaration on honour on exclusion criteria and selection criteria
7	Economic and financial capacity questionnaire
8	Statements concerning IPR
9	Acceptance and delivery note
10	PARFs
11	CVs
 

Technical Annexes 
(to be downloaded from e-Tendering)
I	The Publications Office Recording and Tracking system
II	Publications Office Minimum Security Requirements
III	Rules applicable to the Enterprise Architecture (EA) / Business Process Modelling (BPM) deliverables
IV	Overview of the system architecture of the DOI back office for the Publications Office
· IVa	Examples of DOI registration messages
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List of documents to be provided with the tender
	Name of the document
	Annex to the Specifications
	Single tenderer / Consortium leader
	Consortium member
	Subcontracting
	Place in the tender

	Administrative documents

	Cover letter
	---
	YES
	
	
	

	List of documents to be provided
	1
	YES
	
	
	

	Form for identification of the tenderer 
	3
	YES
	YES, one for each member
	
	

	Questionnaire for joint tenders, subcontracting and freelancing (if applicable)
	4A
	YES (one altogether for all entities involved)
	

	Consortium agreement
(if applicable)
	4B
	NO / YES (one altogether for all entities involved)
	YES (one altogether for all entities involved)
	
	

	Letter of intent
(if applicable)
	4C
	
	
	YES, one for each subcontractor
	

	Documents related to exclusion criteria and selection criteria

	Declaration on honour on exclusion criteria and selection criteria
	6
	YES
	YES, one for each member
	YES, one for each subcontractor
	

	Short description of the tenderer's economic activity
	---
	YES (one altogether for all entities involved)
	

	Technical tender

	Tenderer's technical approach to the execution of the FWC
	---
	YES (one altogether for all entities involved)
	

	Tenderer's understanding of the DOI and its place in the world of identification
	---
	YES (one altogether for all entities involved)
	

	Tenderer's approach to the handover
	---
	YES (one altogether for all entities involved)
	

	Tenderer's approach to the takeover
	---
	YES (one altogether for all entities involved, if applicable)
	

	Financial tender

	Price schedule
	2
	YES (one altogether for all entities involved)
	

	Estimation form 
	2
	YES (one altogether for all entities involved)
	



List of documents to be provided by the tenderers to whom the award of the contract might be proposed
	Name of the document
	Annex to the Specifications / Internet link
	Single tenderer / Consortium leader
	Consortium member
	Subcontracting
	Place in the tender

	Administrative documents

	Financial identification form
	http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
	YES
	
	
	

	Legal entity form
	http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
	YES
	YES, one for each member
	
	

	Legal entity form - annexes
	---
	YES
	YES, one for each member
	
	



	Name of the document
	Annex to the Specifications / Internet link
	Single tenderer / Consortium leader
	Consortium member
	Subcontracting
	Place in the tender

	Documents related to exclusion criteria

	Recent extract from judicial record 
	---
	YES
	YES, one for each member
	YES, one for each subcontractor
(if subcontracting ≥ 20% of contract value)
	

	Recent certificate issued by the competent authorities of the State confirming payment of taxes
	---
	YES
	YES, one for each member
	YES, one for each subcontractor
(if subcontracting ≥  20% of contract value)
	

	Recent certificate issued by the competent authorities of the State confirming payment of social security contributions
	---
	YES
	YES, one for each member
	YES, one for each subcontractor
(if subcontracting is ≥ 20% of contract value)
	




	Name of the document
	Annex to the Specifications
	Single tenderer / Consortium leader
	Consortium member
	Subcontracting
	Place in the tender

	Documents related to selection criteria

	Economic and financial capacity questionnaire
	7
	YES
	YES, one for each member
	YES, one for each subcontractor
(if subcontracting ≥ 20% of contract value
	

	Balance sheets for 
2017 and 2016
	---
	YES
	YES, one for each member
	YES, one for each subcontractor
(if subcontracting ≥ 20% of contract value
	

	Profit and loss account for 2017 and 2016
	---
	YES
	YES, one for each member
	YES, one for each subcontractor
(if subcontracting ≥ 20% of contract value
	

	Set of PARFs
	10
	YES, one altogether for all entities involved
	

	CVs
	11
	YES, one altogether for all entities involved
	


Annex 1 List of documents to be provided
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Please see separate file to be downloaded from the Document Library of the e-Tendering. 

Annex 2 Price Schedule and Estimation Form
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			Identification of the tenderer (to be completed)
acting in the capacity of:
|_|	member of consortium (function: leader/member)
|_|	members of a consortium which are not the leader must only fill in the first part, 	'Identity', and the last part, 'Declaration' 
|_|	single tenderer
Information to be included in the FWC in the case of award:
	Identity
	Answer

	Official name of tenderer in full
	

	Official legal form
	

	Country of registration
	

	Statutory registration number
	

	VAT registration number 
	

	Bank account number (in IBAN format)
	

	Official address of tenderer in full 
	

	Internet address (if applicable)
	

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



	Contact person
For administrative matters, and for invitations to submit specific tender
	Answer

	Name in full and title (Ms/Mr)
	

	Position
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	




	The tender is a SMEs as defined in Commission Recommendation 2003/361/EC[footnoteRef:11] [11:  	http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2003:124:0036:0041:en:PDF] 

	YES |_|              NO|_|



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 FWC and that the tender is valid.

	Name in full and title
	

	Position (e.g. “manager”)
	

	DATE and SIGNATURE
	


Annex 3 Form for identification of the tenderer
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This questionnaire must only 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 |_|
Questions 2-4 must only be answered if the answer to question 1 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 so, 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 the capacities of the subcontractor/freelancer in order to fulfil the selection criteria? If so, specify which selection criterion – financial and economic capacity, or technical and professional capacity (see points 2.5 and 2.6) – 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 makes his resources available to the tenderer. 
…….….……………………………….………………………………………..


Experience of the subcontractor/freelancer with regard to the tasks to be subcontracted or freelanced

Please complete this page once for each subcontractor/freelancer:
…….….……………………………….……………………………………………………………….
Annex 4A Questionnaire for joint tenders, subcontracting and freelancers
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Consortium Agreement
(giving power of attorney to one of the companies to act as consortium leader)

We, the undersigned: 
– 	[Name, Surname, Position, Company Name, Registered address, VAT number] 
– 	[Name, Surname, Position, Company Name, Registered address, VAT number] 
– 	….. 
–	[Name, Surname, Position, Company Name, Registered address, VAT number], 

having the legal capacity to act on behalf of the companies mentioned above (hereinafter "consortium members" and collectively as "the consortium"), 

HEREBY AGREE AS FOLLOWS: 
(1) To create a consortium (without legal capacity) in order to submit a joint offer in response to call for tenders No [    ], lot [    ], title "[                                                                        ]" launched by the Publications Office (European Commission).
(2)	To designate [Company Name] as the consortium leader.[footnoteRef:12] 
  [12: 	 The consortium leader must be one of the consortium members.] 

(3)	To give power of attorney to the consortium leader to submit the offer on behalf of the consortium members.
*******
(4)	If the FWC is awarded to the consortium, 
(i)	the consortium members shall: 
a) be jointly and severally liable towards the European Union for the performance of the FWC;
b) comply with the terms and conditions of the FWC and ensure proper execution thereof.
(ii)	the consortium members give all the necessary powers to the consortium leader to act on their behalf, and in particular to:
a) sign all contractual documents - the FWC itself, specific contracts/order forms and amendments, if applicable;
b) coordinate the execution of the FWC by the consortium members and ensure its proper administration;
c)  act as a single point of contact for the European Commission;
d) issue invoices related to the execution of the FWC by the consortium.
(5)	Payments by the European Commission related to the execution of the FWC shall be made through the following bank account: 
[Bank account holder´s name, bank account number (IBAN), bank address].

Any modification of this consortium agreement shall be subject to the written approval of the European Commission.
This consortium agreement shall take effect on the date of the last signature. It shall expire when all the obligations of the consortium members towards the European Union in connection with the FWC have ceased to exist. It cannot be terminated before that date without the written consent of the European Commission.

Name: [                                        ]			Name: [                                        ]
Position: [                                    ]			Position: [                                    ]
Company: [                                  ]			Company: [                                  ]

Signature………………………………… 			Signature…………………………………
Signed in ……….………. on …………….………		Signed in ……….………. on …………….………

Name: [                                        ]			Name: [                                        ]
Position: [                                    ]			Position: [                                    ]
Company: [                                  ]			Company: [                                  ]

Signature………………………………… 			Signature…………………………………
Signed in ……….………. on …………….………		Signed in ……….………. on …………….………
Annex 4B Consortium agreement
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LETTER OF INTENT
I the undersigned, Mr/Ms …………………………………………………………………………….
In my capacity as the subcontractor's representative/freelancer, hereby declare:
	Name & address  of the subcontractor/freelancer
	

	Number and title of the tendering procedure
	

	Name of the tenderer 
	



In the event that the FWC is awarded to the aforementioned tenderer, the subcontractor undertakes to perform the subcontracted section of the aforementioned FWC in accordance with the conditions of the tendering procedure and the tender submitted by the tenderer.

Done in ONE ORIGINAL COPY in ......................................... on .....................................................
					(place)				(date)

Signature of legal representative of the subcontractor/freelancer ……………………………………

Annex 4C Letter of intent
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Not applicable to this call for tenders.
[bookmark: _Annex_4_Questionnaire]
Annex 5 Guarantee model
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Declaration on honour on exclusion criteria and selection criteria
The undersigned [insert name of the signatory of this form], representing:
	(only for natural persons - freelancers) himself or herself
	(only for legal persons) the following legal person: 

	ID or passport number: 

(‘the person’)
	Full official name:
Official legal form: 
Statutory registration number: 
Full official address: 
VAT registration number: 

(‘the person’)


I – Situation of exclusion concerning the person
	(1)  declares that the above-mentioned person is in one of the following situations:
	YES
	NO

	(a) it is bankrupt, subject to insolvency or winding up procedures, its assets are being administered by a liquidator or by a court, it is in an arrangement with creditors, its business activities are suspended or it is in any analogous situation arising from a similar procedure provided for under national legislation or regulations;
	|_|
	|_|

	(b) it has been established by a final judgement or a final administrative decision that the person is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the law of the country in which it is established, with those of the country in which the contracting authority is located or those of the country of the performance of the contract;
	|_|
	|_|

	(c) it has been established by a final judgement or a final administrative decision that the person is guilty of grave professional misconduct by having violated applicable laws or regulations or ethical standards of the profession to which the person belongs, or by having engaged in any wrongful conduct which has an impact on its professional credibility where such conduct denotes wrongful intent or gross negligence, including, in particular, any of the following:
	

	(i) fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of selection criteria or in the performance of a contract;
	|_|
	|_|

	(ii) entering into agreement with other persons with the aim of distorting competition;
	|_|
	|_|

	(iii) violating intellectual property rights;
	|_|
	|_|

	(iv) attempting to influence the decision-making process of the contracting authority during the award procedure;
	|_|
	|_|

	(v) attempting to obtain confidential information that may confer upon it undue advantages in the award procedure; 
	|_|
	|_|

	(d) it has been established by a final judgement that the person is guilty of the following:
	

	(i) fraud, within the meaning of Article 1 of the Convention on the protection of the European Communities' financial interests, drawn up by the Council Act of 26 July 1995;
	|_|
	|_|

	(ii) corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of EU Member States, drawn up by the Council Act of 26 May 1997, and in Article 2(1) of Council Framework Decision 2003/568/JHA, as well as corruption as defined in the legal provisions of the country where the contracting authority is located, the country in which the person is established or the country of the performance of the contract;
	|_|
	|_|

	(iii) participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA;
	|_|
	|_|

	(iv) money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council;
	|_|
	|_|

	(v) terrorist-related offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA, respectively, or inciting, aiding, abetting or attempting to commit such offences, as referred to in Article 4 of that Decision;
	|_|
	|_|

	(vi) child labour or other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council;
	|_|
	|_|

	(e) the person has shown significant deficiencies in complying with the main obligations in the performance of a contract financed by the Union’s budget, which has led to its early termination or to the application of liquidated damages or other contractual penalties, or which has been discovered following checks, audits or investigations by an Authorising Officer, OLAF or the Court of Auditors; 
	|_|
	|_|

	(f) it has been established by a final judgment or final administrative decision that the person has committed an irregularity within the meaning of Article 1(2) of Council Regulation (EC, Euratom) No 2988/95;
	|_|
	|_|

	(g) for the situations of grave professional misconduct, fraud, corruption, other criminal offences, significant deficiencies in the performance of the contract or irregularity, the applicant is subject to:
i. facts established in the context of audits or investigations carried out by the Court of Auditors, OLAF or internal audit, or any other check, audit or control performed under the responsibility of an authorising officer of an EU institution, of a European office or of an EU agency or body;
ii. non-final administrative decisions which may include disciplinary measures taken by the competent supervisory body responsible for the verification of the application of standards of professional ethics;
iii. decisions of the ECB, the EIB, the European Investment Fund or international organisations;
iv. decisions of the Commission relating to the infringement of the Union's competition rules or of a national competent authority relating to the infringement of Union or national competition law; or
v. decisions of exclusion by an authorising officer of an EU institution, of a European office or of an EU agency or body. 
	|_|
	|_|


II – Situations of exclusion concerning natural persons with power of representation, decision-making or control over the legal person
	(2) declares that a natural person who is a member of the administrative, management or supervisory body of the above-mentioned legal person, or who has powers of representation, decision or control with regard to the above-mentioned legal person (this covers company directors, members of management or supervisory bodies, and cases where one natural person holds a majority of shares) is in one of the following situations: 
	YES
	NO
	N/A[footnoteRef:13] [13: 	The option to be selected by natural persons] 


	Situation (c) above (grave professional misconduct)
	|_|
	|_|
	|_|

	Situation (d) above (fraud, corruption or other criminal offence)
	|_|
	|_|
	|_|

	Situation (e) above (significant deficiencies in performance of a contract )
	|_|
	|_|
	|_|

	Situation (f) above (irregularity)
	|_|
	|_|
	|_|


III – Situations of exclusion concerning natural or legal persons assuming unlimited liability for the debts of the legal person
	(3)  declares that a natural or legal person that assumes unlimited liability for the debts of the above-mentioned legal person is in one of the following situations: 
	YES
	NO
	N/A[footnoteRef:14] [14: 	The option to be selected if there is no natural or legal person assuming unlimited liability for the debts of the legal person submitting the tender] 


	Situation (a) above (bankruptcy)
	|_|
	|_|
	|_|

	Situation (b) above (breach in payment of taxes or social security contributions)
	|_|
	|_|
	|_|


IV – Grounds for rejection from this procedure
	(4)  declares that the above-mentioned person:
	YES
	NO

	(h) has distorted competition by being previously involved in the preparation of procurement documents for this procurement procedure. 
	|_|
	|_|





V – Remedial measures
If the person declares one of the situations of exclusion listed above, it must indicate measures it has taken to remedy the exclusion situation, thus demonstrating its reliability. This may include e.g. technical, organisational and personnel measures to prevent further occurrence, compensation of damage or payment of fines. The relevant documentary evidence which illustrates the remedial measures taken must be provided in annex to this declaration. This does not apply for situations referred in point (d) of this declaration.
VI – Evidence upon request
Upon request and within the time limit set by the contracting authority the person must provide information on the persons that are members of the administrative, management or supervisory body. It must also provide the following evidence concerning the person itself and concerning the natural or legal persons which assume unlimited liability for the debt of the person:
For situations described in (a), (c), (d) or (f), production of a recent extract from the judicial record is required or, failing that, an equivalent document recently issued by a judicial or administrative authority in the country of establishment of the person showing that those requirements are satisfied. 
For the situation described in point (a) or (b), production of recent certificates issued by the competent authorities of the State concerned are required. These documents must provide evidence covering all taxes and social security contributions for which the person is liable, including for example, VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions. Where any document described above is not issued in the country concerned, it may be replaced by a sworn statement made before a judicial authority or notary or, failing that, a solemn statement made before an administrative authority or a qualified professional body in its country of establishment.



VII – Selection criteria 
	(5) declares that the above-mentioned person complies with the selection criteria applicable to it individually as provided in the tender specifications:
	YES
	NO
	N/A

	(a) It has the legal and regulatory capacity to pursue the professional activity needed for performing the contract as required in point 2.6 of the tender specifications;
	|_|
	|_|
	|_|

	(b) It fulfills the applicable economic and financial criteria indicated in point 2.5 of the tender specifications;[footnoteRef:15] [15: 	Natural persons and subcontractors below 20% shall select N/A providing that the sole tenderer does not rely on their capacities to fulfill the economic and financial criteria.] 

	|_|
	|_|
	|_|

	(c) It fulfills the applicable technical and professional criteria indicated in point 2.6 of the tender specifications.[footnoteRef:16] [16: 	Entities other than the sole tenderer or the leader in case of joint tender shall select N/A providing that there is no technical or professional criterion applicable to them individually.] 

	|_|
	|_|
	|_|

	(6)  if the above-mentioned person is the sole tenderer or the leader in case of joint tender, declares that:
	YES
	NO
	N/A

	(d) the tenderer, including all members of the group in case of joint tender and including subcontractors if applicable, complies with all the selection criteria for which a consolidated asseessment will be made as provided in the tender specifications.
	|_|
	|_|
	|_|



VIII – Evidence for selection
The signatory declares that the above-mentioned person is able to provide the necessary supporting documents listed in the relevant points of the tender specifications and which are not available electronically upon request and without delay.
The above-mentioned person may be subject to rejection from this procedure and to administrative sanctions (exclusion or financial penalty) if any of the declarations or information provided as a condition for participating in this procedure prove to be false.

Full name	Date	Signature

Annex 6 Declaration on honour on exclusion criteria and selection criteria
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[bookmark: _Annex_7_Economic][bookmark: _Annex_6_Economic][bookmark: _Toc316311947][bookmark: _Toc329847753][bookmark: _Toc514408137]Annex 7		Economic and financial capacity questionnaire
	
	2017
	2016

	Balance sheet

	Total assets 
	
	

	Fixed assets
	
	

	· Formation expenses
	
	

	· Intangible assets
	
	

	· Tangible assets
	
	

	· Financial assets
	
	

	Current assets
	
	

	· Debtors/debts due within one (1) year
	
	

	· Debtors/debts due after one (1) year
	
	

	· Cash (bank & hand)
	
	

	· Stocks and contracts in progress
	
	

	· Other current assets
	
	

	· Accrued income
	
	

	Total liabilities
	
	

	Capital
	
	

	· Subscribed capital
	
	

	· Paid-up capital
	
	

	· Reserves
	
	

	· Profits and loss brought forward
	
	

	· Capital subsidies
	
	

	· Provisions
	
	

	Creditors
	
	

	· Short term bank debt (to be paid within one (1) year)
	
	

	· Long term bank debt (to be paid after one (1) year)
	
	

	· Short term non-bank debt (to be paid within one (1) year)
	
	

	· Long term non-bank debt (to be paid after one (1) year)
	
	

	· Other debts
	
	

	· Deferred charges
	
	




	
	2017
	2016

	Profit and loss account

	Turnover
	
	

	Capitalised production
	
	

	Other operating income
	
	

	Staff costs
	
	

	Costs of materials
	
	

	Other operating charges
	
	

	Gross operating profit 
	
	

	Depreciation
	
	

	Financial products
	
	

	Financial charges
	
	

	Extraordinary income
	
	

	Extraordinary charges
	
	

	Tax on profits
	
	

	Profit/loss on ordinary activity
	
	

	Profit/loss for the financial year
	
	



	Turnover during the past three (3) years

	2017
	2016
	2015

	
	
	



The following documents shall be attached:
· balance sheet for the years 2017 and 2016.
· profit and loss account for the years 2017 and 2016.

Annex 7 Economic and financial capacity questionnaire
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Declaration on the list of pre-existing rights
I, [insert name of the authorised representative of the contractor] representing [insert name of the contractor] (‘the contractor’), party to the [framework] [specific] contract [insert title and number] [option 1: warrant that the results are free of rights or claims from creators or from any third parties for any use the contracting authority may envisage and declare that the results do not contain any pre-existing rights to the results or parts of the results or to pre-existing materials as defined in the above-mentioned contract.] [option 2: warrant that the results and the pre-existing material incorporated in the results are free of rights or claims from creators or from any third parties for any use the contracting authority may envisage and declare that the results contain the following pre-existing rights:]
Please fill in the table – one line per pre-existing right
	Result concerned
	Pre-existing material concerned
	Rights to pre-existing material
	Identification of rights’ holder

	
	
	
	

	
	
	
	


Date, place, signature:



Annex 8 Statements concerning IPR
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ACCEPTANCE NOTE
	1. Context

	1.1. Contract
	

	1.2. Contractor
	

	1.3. Project reference, if applicable
	

	1.3. Order form references
	

	2. Deliverables list

	2.1. Deliverable
	2.2. Name
	2.3. Delivery date

	
	
	

	
	
	

	
	
	

	3. Conclusion of Acceptance

	|_|
	3.1. 	Acceptance without reserves.

	|_|
	3.2.	Acceptance with reserves (the contractor undertakes to correct - within the agreed time schedule – the faults noted and described in point 5 of this document).

	|_|
	3.3.	Guarantee period applicable?

	End date:
(6 months from the last signature by the Publications Office)
	

	|_|
	3.4.	Refusal (the contractor undertakes to correct the faults noted and described in point 5 of this document). The new delivery must be carried out according to the rules set out in the contract.

	4. Visas 

	4.1. CONTRACTOR
	4.2. PUBLICATIONS OFFICE

	Date:
	
	Date:
	
	Date:
	

	Name:
	
	Name:
	
	Name:
	

	Position: 
	Project Leader
	Position: 
	Project Owner
	Position:
	Project Manager(s)

	Visa: 
	
	Visa: 
	
	Visa: 
	


	Final acceptance (end of guarantee), if applicable:

	Date:
	
	Date:
	
	Date:
	

	Name:
	
	Name:
	
	Name:
	

	Position: 
	Project Leader
	Position: 
	Project Owner
	Position: 
	Project Manager(s)

	Visa: 
	

	Visa: 
	

	Visa: 
	


	5. Observations

	




	[Company logo]
	DELIVERY NOTE
	Delivery Reference / 
Number / Release version:

[WP / Release ref.]



	References

	Contract
	Framework Contract No 10710

	Contractor
	[Company name]

	Project reference, if applicable
	[Project name]

	Order form reference
	[Order number]

	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]


(*):P: paper, M: electronic mail, T: electronic transfer, D: disk

Pre-existing rights are included in this deliverable	|_| NO		|_| YES (list in the attachment)

	
	Contractor
	Publications Office

	Date:
	
	

	Name:
	
	

	Position:
	
	

	Visa:
	
	




Annex 9 Acceptance and delivery note
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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 (tick the appropriate box):
|_| 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 if applicable:

Number of total and tenderer's own technical staff involved in man-days, during the project duration/its executed part, during the reference period 11/07/2015 to 11/07/2018 (deadline for the submission of tenders)
Total number of man-days:

Number of man-days provided by the tenderer:




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:

· Provision of services related to DOI, including resolution services, utilisation of the Handle technology, development of new application profiles:



· Provision of DOI-related web services:




· Provision of metadata services related to DOI, with particular reference to the use and implementation of ONIX (for books and serials – family of XMI formats used for metadata exchange) as a schema:



· Maintenance and development of a DOI-based application:



· Provision of consultancy services related to DOI-based applications:







Annex 10 PARF


PARF n°: ………. (page 3 of 3)
Tenderer: ……………………………..…………………………………………..…….
Project/Activity name: ……………………………..………………………………
Description of the project/activity:……………………………………………
	
















IT - environment:
Please mention which technology/standards have been used in this PARF.
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Annex: Reference letter (signed by the client)[footnoteRef:17] [17: 	If the project was executed for the Publications Office, the reference letter is not required.] 
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[bookmark: _Toc425332414][bookmark: _Toc425841040][bookmark: _Toc427853609]Tenderer:	……………………………
Page 1 of 2
	No
	
Name
	Employee (E) or Subcontractor/
Freelancer (S/F)*
	Education
	Knowledge of English***
	Professional experience in IT 
(in years)

	
	
	
	Highest relevant educational qualifications**
	Institution
	Period
 (from - to - mm/yy)
	
	

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	


*	Indicate “E” for employee, or “S/F” for subcontractor or freelancer.
**	Indicate the highest level of education achieved and the field of study.
***	Indicate the level according to http://europass.cedefop.europa.eu.



Tenderer:	……………………………
Page 2 of 2
	No
	Experience in area (in months)
	
Accepted (reserved for OP)

	
	Java
(Java SE, Java EE, EJB, etc.) or Perl
	SQL
	XML, XSLT or DTD/XML schema
	Web forms development tools
	Issue tracking system (e.g. JIRA)
	Version management tools (e.g. SVN)
	Metadata schemas (ONIX, Dublin Core, etc.)
	Identification standards (DOI, ISBN, ISSN, etc.)
	Reference to PARF(s)
	

	1
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
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