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1. INFORMATION ON TENDERING 

1.1. PARTICIPATION AND NATURE OF THE CONTRACT 

Participation in this procurement procedure is open on equal terms to all natural and legal 
persons coming within the scope of the Treaties, as well as to international organisations. 

It is also open to all natural and legal persons established in a third country which has a 
special agreement with the Union in the field of public procurement on the conditions laid 
down in that agreement. Where the plurilateral Agreement on Government Procurement1 
concluded within the World Trade Organisation applies, the participation to this procedure is 
also open to all natural and legal persons established in the countries that have ratified this 
Agreement, on the conditions it lays down.  

For British candidates or tenderers: 

Please be aware that after the UK's withdrawal from the EU, the rules of access to EU 
procurement procedures of economic operators established in third countries will apply to 
candidates or tenderers from the UK depending on the outcome of the negotiations. In case 
such access is not provided by legal provisions in force candidates or tenderers from the UK 
could be rejected from the procurement procedure. 

 
The Commission intends to award a Framework Contract with two Lots, including: 

• Lot 1, with reopening of competition between 4 economic operators, provided enough 
tenderers satisfy the published criteria; 

• Lot 2, for a single operator. 
Tenderers' attention is drawn to the fact that the Framework Contract does not constitute 
placement of an order, but is merely designed to set the legal, financial, technical and 
administrative terms governing relations between the contracting parties during the contract 
term. Orders can only be placed using the model contained in Annex 7 to these tender 
specifications. Following the placement of an order, a specific contract shall be drawn up for 
that work. A model specific contract corresponding to the model contract is provided in 
Annex 8. 

Signature of the Framework Contract does not give the Contractor(s) any exclusive rights to 
the services covered by the Framework Contract. In any case, the Commission reserves the 
right, at any time during the Framework Contract, to cease placing orders without the 
Contractor(s) having the right to any compensation. 

DG Environment will be the overall manager for the Framework Contract defined in these 
tender specifications. It will be the only administrative contact point as regards the 
Framework Contract. 

                                                 

 
1 See http://www.wto.org/english/tratop_E/gproc_e/gp_gpa_e.htm 

http://www.wto.org/english/tratop_E/gproc_e/gp_gpa_e.htm


 

 5

The aggregated maximum annual amount for which specific contracts can be awarded will 
not exceed: 

• For Lot 1: EUR 2 000 000 (i.e. EUR 8000 000 for the total maximum duration of the 
Framework Contract). The indicative price of the specific contracts is envisaged to 
range between EUR 5 000 and EUR 250 000. Certain specific contracts could be 
placed beyond this price range.  

• For Lot 2 – EUR 5 000 000 (i.e. EUR 20 000 000 for the total maximum duration of 
the Framework Contract). The indicative price of the specific contracts is envisaged 
to range between EUR 10 000 – EUR 750 000. Certain specific contracts could be 
placed beyond this price range. 

The Framework Contract will run for a period of 48 months. The Framework Contract shall 
continue to apply to specific contracts after its expiry, but for no more than 6 months. The 
Framework Contract specifies the basic conditions applicable to any assignment placed under 
its terms. Signature of the contract does not place the Commission under any obligation to 
place an assignment. The execution of tasks/assignments may not start before a specific contract 
has been signed. 

1.2. Contractual conditions  

The Tenderers should bear in mind the provisions of the draft contract which specifies the 
rights and obligations of the Contractor, particularly those on payments, performance of the 
contract, confidentiality, and checks and audits.  

1.3. Compliance with applicable law 

The tender must comply with applicable environmental, social and labour law obligations 
established by Union law, national legislation, collective agreements or the international 
environmental, social and labour conventions listed in Annex X to Directive 2014/24/EU2.  

1.4. Joint tenders  

A joint tender is a situation where a tender is submitted by a group of economic operators 
(natural or legal persons). Joint tenders may include subcontractors in addition to the 
members of the group.  

In case of joint tender, all members of the group assume joint and several liability towards 
the Contracting Authority for the performance of the Contract as a whole, i.e. both financial 
and operational liability. Nevertheless, Tenderers must designate one of the economic 
operators as a single point of contact (the leader) for the Contracting Authority for 
administrative and financial aspects as well as operational management of the Contract. 

                                                 

 
2  Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public 

procurement and repealing Directive 2004/18/EC (OJ L 94, 28.3.2014, p. 65). 
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After the award, the Contracting Authority will sign the Contract either with all members of 
the group, or with the leader on behalf of all members of the group, authorised by the other 
members via powers of attorney.  

1.5. Subcontracting 

Subcontracting is permitted but the Contractor will retain full liability towards the 
Contracting Authority for performance of the Contract as a whole.  

Tenderers are required to identify all subcontractors. (See Annex 2, questionnaire for joint 
bids and subcontracting.) In case a Tenderer relies on subcontractors to meet the required 
level under selection criteria, the subcontractor(s) concerned must provide the relevant 
supporting documents to that effect with their tender (see section 2.3).  

During contract performance, the change of any subcontractor identified in the tender or 
additional subcontracting will be subject to prior written approval of the Contracting 
Authority. Change of experts should be kept to a minimum and must be duly motivated and 
in line with the selection criteria applicable to this Framework Contract.  

1.6. Content of the tender 

The tenders must be presented as follows:  

Part A: Identification of the Tenderer (see section 1.7) 

Part B: Non-exclusion (see section 2.2) 

Part C: Selection (see section 2.3) 

Part D: Technical offer (see section 3) 

Part E: Financial offer for the illustrative tasks and pricelist for all services, including all 
categories of personnel (see section 2.7) 

Tenderers can apply for Lot 1 or Lot 2, or for both Lots. Tenderers wishing to apply for both 
lots must submit two separate and distinct bids, one for each of the Lots. 

1.7. Identification of the Tenderer: legal capacity and status 

The tender must include a cover letter signed by an authorised representative presenting the 
name of the Tenderer (including all entities in case of a joint offer) and identified 
subcontractors if applicable, and the name of the single contact point (leader) in relation to 
this procedure. Coherence must be ensured between the information in the cover letter and in 
Annex 1. 

In case of a joint tender, the cover letter must be signed by an authorised representative for 
each member, or by the leader authorised by the other members with powers of attorney. The 
signed powers of attorney must be included in the tender as well. Subcontractors that are 
identified in the tender must provide a letter of intent signed by an authorised representative 
stating their willingness to provide the service presented in the tender and in line with the 
present tender specifications. 
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The Tenderer (and each member of the group in case of a joint tender) must declare whether 
it is a Small or Medium Size Enterprise in accordance with Commission Recommendation 
2003/361/EC. This information is used for statistical purposes only.  

All Tenderers (including all members of the group in case of joint tender) must provide a 
signed Legal Entity Form with its supporting evidence. The form is available on:  
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cf
m  

Tenderers that are already registered in the Contracting Authority’s accounting system (i.e. 
they have already been direct Contractors) must provide the form but are not obliged to 
provide the supporting evidence. 

The Tenderer (or the leader in case of joint tender) must provide a Financial Identification 
Form and supporting documents. Only one form per tender should be submitted. No form is 
needed for subcontractors and other members of the group in case of a joint tender. The form 
is available on: http://ec.europa.eu/budget/contracts_grants/info_contracts/index_en.cfm  

 

1. EVALUATION AND AWARD  

2.1. Evaluation steps  

The evaluation is based solely on the information provided in the submitted tender. It 
involves the following:  

• Verification of non-exclusion of Tenderers on the basis of the exclusion criteria 

• Selection of Tenderers on the basis of selection criteria 

• Verification of compliance with the requirements set out in these tender specifications 

• Evaluation of tenders on the basis of the award criteria  

The Contracting Authority may reject abnormally low tenders, in particular if it established 
that the Tenderer or a subcontractor does not comply with applicable obligations in the fields 
of environmental, social and labour law.  

The Contracting Authority will assess these criteria in no particular order. The successful 
tenderer must pass all criteria to be awarded the contract.   

2.2. Verification of non-exclusion 

All Tenderers must provide a declaration on honour (see Annex 5), signed and dated by an 
authorised representative, stating that they are not in one of the situations of exclusion listed 
in that declaration on honour.  

http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2003:124:0036:0041:en:PDF
http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2003:124:0036:0041:en:PDF
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/index_en.cfm
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In case of joint tender, each member of the group must provide a declaration on honour 
signed by an authorised representative.  

In case of subcontracting, subcontractors whose capacity is necessary to fulfil the selection 
criteria must provide a declaration on honour signed by an authorised representative. 

The Contracting Authority reserves the right to verify whether the successful Tenderer is in 
one of the situations of exclusion by requiring the supporting documents listed in the 
declaration on honour.  

In any event, the successful Tenderer must provide the documents mentioned in the 
declaration on honour before signature of the contract and within a deadline given by the 
Contracting Authority. This requirement applies to each member of the group in case of a 
joint tender and to subcontractors whose capacity is necessary to fulfil the selection criteria.  

The obligation to submit supporting evidence does not apply to international organisations.  

A Tenderer (or a member of the group in case of a joint tender, or a subcontractor) is not 
required to submit the documentary evidence if it has already been submitted for another 
procurement procedure and provided the documents were issued not more than one year 
before the date of their request by the Contracting Authority and are still valid at that date. In 
such cases, the Tenderer must declare on its honour that the documentary evidence has 
already been provided in a previous procurement procedure, indicate the reference of the 
procedure, and confirm that there has been no change in its situation.  

A Tenderer (or a member of the group in case of a joint tender, or a subcontractor) is not 
required to submit a specific document if the Contracting Authority can access the document 
in question on a national database free of charge.  

2.3. Selection criteria 

Tenderers must prove their legal, regulatory, economic, financial, technical and professional 
capacity to carry out the work subject to this call for tender.  

The Tenderer may rely on the capacities of other entities, regardless of the legal nature of the 
links which it has with them. It must in that case prove to the Contracting Authority that it 
will have at its disposal the resources necessary for the performance of the Contract, for 
example by producing an undertaking on the part of those entities to place those resources at 
its disposal. 

2.3.1.  Declaration and evidence 

The Tenderers (and each member of the group in case of a joint tender) and subcontractors 
whose capacity is necessary to fulfil the selection criteria must provide the declaration on 
honour (see Annex 5), signed and dated by an authorised representative, stating that they 
fulfil the selection criteria applicable to them. In case of joint tender or subcontracting, the 
criteria applicable to the Tenderer as a whole will be verified by combining the various 
declarations for a consolidated assessment.  
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This declaration is part of the declaration used for exclusion criteria (see section 2.2 above) 
so only one declaration covering both aspects should be provided by each concerned entity.  

The Contracting Authority will evaluate the selection criteria on the basis of the declaration 
on honour and the evidence submitted with the tender for the legal and regulatory, financial 
and economic, and technical and professional capacity of the Tenderers.  

A Tenderer (or a member of the group in case of a joint tender, or a subcontractor) is not 
required to submit the documentary evidence if it has already been submitted for another 
procurement procedure and provided the documents were issued not more than one year 
before the date of their request by the Contracting Authority and are still valid at that date. In 
such cases, the Tenderer must declare on its honour that the documentary evidence has 
already been provided in a previous procurement procedure, indicate the reference of the 
procedure and confirm that that there has been no change in its situation.  

A Tenderer (or a member of the group in case of a joint tender, or a subcontractor) is not 
required to submit a specific document if the Contracting Authority can access the document 
in question on a national database free of charge.  

2.3.2. Legal and regulatory capacity criteria and evidence 

Tenderers must prove that they are allowed to pursue the professional activity necessary to 
carry out the work subject to this call for tenders. The Tenderer (including each member of 
the group in case of a joint tender) must provide the following information in its tender if it 
has not been provided with the Legal Entity Form:  

- For legal persons, 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, or a copy of the 
publication of such appointment if the legislation applicable to the legal person requires such 
publication. Any delegation of this authorisation to another representative not indicated in the 
official appointment must be evidenced. 

- For natural persons, if required under applicable law, a proof of registration on a 
professional or trade register or any other official document showing the registration number. 

2.3.3. Economic and financial capacity criteria and evidence 

The Tenderer must have the necessary economic and financial capacity to perform this 
Contract until its end. The Tenderer must comply with the following selection criteria:  

Annual turnover of the last two financial years above: 

• For Tenderers applying only for Lot 1: EUR 2 000 000; 

• For Tenderers applying only for Lot 2: EUR 5 000 000; 

• For Tenderers applying for both Lots 1 and 2: EUR 7 000 000.  

This criterion applies to the Tenderer as a whole, i.e. the combined capacity of all members 
of a group in case of a joint tender.  
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In order to prove their capacity, the Tenderer must submit the following evidence with 
the tender:  

- Copy of the profit & loss accounts for the last two years for which accounts have been 
closed from each concerned legal entity; 

- Failing that, appropriate statements from banks; 

- If applicable, evidence of professional risk indemnity insurance. 
If, for some exceptional reason which the Contracting Authority considers justified, a 
Tenderer is unable to provide one or other of the above documents, he or she may prove his 
or her economic and financial capacity by any other documents which the Contracting 
Authority considers appropriate. In any case, the Contracting Authority must at least be 
notified of the exceptional reason and its justification in the tender. The Commission reserves 
the right to request any other document enabling it to verify the Tenderer's economic and 
financial capacity. 

2.3.4. Technical and professional capacity criteria and evidence 

Please note that the criteria and evidence for technical and professional capacity differ for 
Lots 1 and 2, due to the different subject matters and services that the 2 Lots will be covering.  

LOT 1: Analytical and continuous support services for stakeholders' engagement  

a. Criteria and evidence relating to Tenderers 

Tenderers (in case of a joint tender, the combined capacity of all members of the group and 
identified subcontractors) must comply with the criteria listed below.  

The project references indicated below consist of a list of relevant services provided in the 
past three years, with the sums, dates and clients, public or private, accompanied by 
statements issued by the clients.  

• Criterion A1: The Tenderer must prove experience in the field of: 

(a) Maintaining working relationships with stakeholders, interest groups and authorities 
from at least 10 Member States;  

(b) Project management and secretariat of policy instruments and/or programmes, and/or 
projects, and/or helpdesks, and/or award schemes, and/or best practice exchange 
platforms, etc. at pan- European level (minimum of 5 Member States involved);  

The experience quoted above must have been obtained in the field of environmental 
protection, including resource efficiency, green economy, circular economy, waste 
management, water management, and eco-innovation. 

Evidence A1: The Tenderer must provide references for at least 1 project in the field 
of (a) above, delivered in the last three years, with a minimum value for each project 
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of EUR 50 000, and at least 2 projects in the field of (b) above, delivered in the last 
three years, with a minimum value for each project of EUR 75 000.  

• Criterion A2: The Tenderer must prove capacity to work in all EU official languages.  

Evidence A2: The Tenderer must provide references for a minimum of 2 projects 
delivered in the last three years showing the necessary language coverage.  

• Criterion A3: The Tenderer must prove capacity to draft reports in English.  

Evidence A3: The Tenderer must provide one document of at least 10 pages (report, 
study, etc.) in English that it has drafted and published or delivered to a client in the 
last two years. The verification will be carried out on 5 pages of the document.  

• Criterion A4: The Tenderer must prove capacity to work in all EU Member States, 
and to take part in events outside the EU. 

Evidence A4: The Tenderer must provide references for 2 projects delivered in the 
last three years. The combination of projects must cover at least 10 EU Member 
States. In addition, the Tenderer must prove that it has contacts in the EU countries 
not covered by the project experience in order to ensure the required geographical 
coverage (all EU Member States). For this purpose, the Tenderer must provide letters 
of intent from the contact points. 

In order to prove their capacity, the Tenderer must submit with the tender the evidence listed 
above. 

b. Criteria and evidence relating to the team delivering the service:  

The team delivering the service should include, as a minimum, the following profiles:  

• Criterion B1 - Project Manager: This team member must have at least 15 years 
professional experience of which at least 10 years' experience in project management, 
including strategic thinking, overseeing project delivery, quality control of delivered 
service, client orientation and conflict resolution experience in a project of a similar 
size (at least EUR 500 000 of value) and coverage (at least 6 countries covered), with 
experience in management of a team of at least 20 people. The project manager must 
have experience in managing comprehensive projects like the one described in 
Criteria A1 to A3 above, as well as knowledge of English at the level equivalent to 
the C1 level (as per Common European Framework of Reference for Languages3).   

Evidence B1: CV, a language certificate or past relevant experience 

• Criterion B2 – Project Leaders: At least 4 team members must have each at least 10 
years professional experience of which at least 5 years' experience in project 

                                                 

 
3  See http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp  

http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp
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management, including overseeing project delivery, quality control of delivered 
service, client orientation and conflict resolution experience in a project of a similar 
scope to the scope of services requested in this call for tender, with experience in 
management of a team of at least 5 people. The team leaders must have experience in 
engaging with stakeholders and managing secretariats like the ones described in 
Criteria A1 to A3, as well as the knowledge of English at the level equivalent to the 
C1 level (as per Common European Framework of Reference for Languages4).   

Evidence B2: CV, a language certificate or past relevant experience 

• Criterion B3 – Support staff: at least 2 team members should have the relevant  
higher education degree or equivalent professional experience and at least 2 years' 
professional experience in the field. This may include offering specialised services, 
like data collection, surveys, administrative support, language editing, etc. 

Evidence B3: CV, a language certificate, past relevant experience. 

• Criterion B4 - Webmaster: at least 1 team member should have the relevant higher 
education degree or equivalent professional experience and at least 10 years' 
professional experience of which at least 5 years as webmaster. 

Evidence B4: CV, or past relevant experience 

• Criterion B5 – Experts in EU environmental protection  policy, including 
resource efficiency, green economy, circular economy, waste management, water 
management, eco-innovation: at least 1 member of the team should have the 
relevant higher education degree or equivalent professional experience of a Senior 
expert with at least 15 years of professional experience of which at least 10 in the 
field ; at least 2 members of the team should have the relevant higher education 
degree or equivalent professional experience of an Expert with at least 10 years' 
professional experience of which at least 5 in the field; at least 2 members of the team 
should have the relevant higher education degree or equivalent professional 
experience and at least 2 years' professional experience in the field.  

•  

Evidence B5: CV, or past relevant experience 

• Criterion B6 - Language quality check: members of the team in charge of written 
deliverables should have the level of English equivalent to the C1 level (as per 
Common European Framework of Reference for Languages5).  

Evidence B6: a language certificate or past relevant experience.  

• Criterion B7 - Team for stakeholder engagement: collectively, the team should 
have knowledge of all EU languages and a proven experience of at least 5 years in the 

                                                 

 
4  See http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp  

5  See http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp  

http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp
http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp
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organisation and implementation of tasks described under Criteria A1 and A3, 
including knowledge and experience in data collection techniques, interviews, the 
technical skills and expertise needed to organise and run events. 

Evidence B7: CV, a language certificate, past relevant experience. 

In order to prove their capacity, the Tenderer must submit with its tender the evidence listed 
above. Furthermore, a team structure charter - with roles, responsibilities of each team 
member, a consolidated table of the proposed staff clearly indicating name, profile (e.g. B1, 
B2 etc.) and categorisation in line with Annex 3, as well as their role proposed in the team 
charter - must be included in the offer. 

 

LOT 2: Ad hoc stakeholder engagement activities and stakeholder engagement toolkit. 

Tenderers (in case of a joint tender, the combined capacity of all members of the group and 
identified subcontractors) must comply with the criteria listed below. In order to prove their 
capacity, the Tenderer must submit with the tender the evidence listed below. 

The project references indicated below consist of a list of relevant services provided in the 
past three years, with the sums, dates and clients, public or private, accompanied by 
statements issued by the clients.  

• Criterion A1: The Tenderer must prove experience in the field of: 

(a) A-Z organisation of conferences, workshops, exhibitions, stakeholder surveys, 
award ceremonies and other ad-hoc stakeholder engagement events or meetings, 
including setting up agendas, drafting minutes / key conclusions, managing travel 
arrangements, identifying and inviting speakers, managing registrations and 
invitations, setting up event webpages, mailing lists, identifying multipliers, VIP 
arrangement, protocol, finding venues, designing & setting up stands, providing 
necessary equipment, etc.  

(b) Stakeholder-targeted communication, outreach and engagement activities at the 
pan-European level (covering min. 10 Member States), including development of 
strategy, development and production of necessary materials such as multimedia 
publications, purchase of advertising spaces in traditional and on-line media and 
implementation of PR activites including journalistic drafting, negotiatiating media 
partnerships, etc.  

(c) Evaluation of the effects of communication activities (qualitative and 
quantitative).  

Evidence A1: The Tenderer must provide references for: 

- At least 2 projects in the field of (a) above, delivered in the last three years, 
with a minimum value for each project of EUR 100 000. At least one of these 
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communication activities must be a high-level event (i.e. attended by national 
ministerial level officials or by an equivalent level officials in an international 
organisation), at least one example must showcase an event with a minimum of 500 
participants.   

- 2 projects in the field of (b) above, delivered in the last three years, with a 
minimum value of EUR 500 000 for at least one of those projects;  

- 1 project in the field of (c) above, delivered in the last three years, with a 
minimum value of EUR 50 000.  

As appropriate, examples of relevant materials and illustrations/images of the events 
organised must be included. 

• Criterion A2: The Tenderer must prove capacity to maintain effective, proactive, 
two-way working relationships with stakeholders, partners, multipliers and other 
influencers (such as e.g.  youtubers, vlogers, members of academia, CEOs, leaders of 
associations, etc.) at pan-EU level and across the individual Member States in the area 
of the environmental policies, and, in particular, in the fields of resource efficiency, 
green economy, circular economy, waste management, water management, eco-
innovation. 

Evidence A2: The Tenderer must provide references for at least 2 projects delivered 
in that field of activity in the last three years. These should include at least one with a 
minimum value of EUR 100 000, covering actions in at least 5 EU Member States and 
involving pan-EU actors. 

• Criterion A3: The Tenderer must prove their capacity to work in all EU Member 
States, as well as outside the EU.  

Evidence A3: The Tenderer must provide references for at least 1 project that covers 
at minimum 10 EU Member States, delivered in the last three years, as well as at least 
1 project that covers non-European countries, such as countries in Asia, North 
America, South America, Africa. In addition, the Tenderer must prove that it has 
contacts in the EU and in non-EU countries not covered by their project experience in 
order to ensure the required geographical coverage in the most appropriate way, for 
instance, by producing certificates of membership in relevant professional networks 
and / or associations.   

In order to prove their capacity, the Tenderer must submit with the tender the evidence listed 
above. 

 

b. Criteria and evidence relating to the team delivering the service:  

The team delivering the service should include, as a minimum, the following profiles:  
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• Criterion B1 -  Project Director: At least 6 years' experience in project 
management, including overseeing project delivery, quality control of delivered 
service, client orientation and conflict resolution experience in a project of a similar 
size (at least EUR 500 000) and coverage (at least 6 countries covered), with 
experience in management of a team of at least 20 people. The project manager must 
have experience in managing comprehensive projects like the one described in 
Criteria A1 to A3 above, as well as knowledge of English at the level equivalent to 
the C1 level (as per Common European Framework of Reference for Languages6).   

Evidence B1: CV clearly indicating past relevant experience, a language certificate or 
past relevant experience 

• Criterion B2 – Project Leaders: At least 4 team members must have each at least 5 
years professional experience of which at least 3 years' experience in project 
management, including overseeing project delivery, quality control of delivered 
service, client orientation and conflict resolution experience in a project of a similar 
scope to the scope of services requested in this call for tender, with experience in 
management of a team of at least 5 people. The team leaders must have experience in 
engaging with stakeholders and managing events like the ones described in Criteria 
A1 to A3, as well as the knowledge of English at the level equivalent to the C1 level 
(as per Common European Framework of Reference for Languages7).   

Evidence B2: CV clearly indicating past relevant experience, a language certificate or 
past relevant experience. 

• Criterion B3 - Language quality check: Members of the team in charge of written 
deliverables should have the level of English equivalent to the C1 level (as per 
Common European Framework of Reference for Languages8).  

Evidence B3: A language certificate or past relevant experience 

• Criterion B4 – Experts in environmental protection EU policy, including 
resource efficiency, green economy, circular economy, waste management, water 
management, eco-innovation: at least 2 members of the team should have the 
relevant higher education degree or equivalent professional experience and at least 5 
years' professional experience in the field. 

Evidence B4: CV clearly indicating the relevant past experience 

• Criterion B5 - Team for stakeholder engagement: collectively, the team should 
have knowledge of all EU languages and a proven experience of at least 5 years in the 
organisation and implementation of tasks described under Criteria A1 and A3. 

                                                 

 
6  See http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp  

7  See http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp  

8  See http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp  

http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp
http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp
http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp
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Evidence B5: CV clearly indicating past relevant experience, a language certificate, 
or past relevant experience. 

In order to prove their capacity, the Tenderer must submit with his or her tender the evidence 
listed above. Furthermore, a team structure charter with roles, responsibilities of each team 
member, as well as a consolidated table of the proposed staff clearly indicating name, profile 
(e.g. B1, B2 etc.) and categorisation in line with Annex 3 as well as their role proposed in the 
team charter must be included in the offer. 

2.4. Compliance with the minimum requirements  

The technical offer must cover all aspects, including the illustrative tasks required in the 
technical specifications, and provide all the information needed to apply the award criteria. 
Offers deviating from the requirements or not covering all requirements may be excluded on 
the basis of non-conformity with the tender specifications and will not be evaluated (see point 
3 – Technical Specifications). 

2.5. Award criteria 

The Contract will be awarded to the most economically advantageous tenders for Lot 1 and 
the most economically advantageous tender for Lot 2, according to the ‘best price-quality 
ratio’ award method. The quality of the tenders will be evaluated based on the following 
criteria. The maximum total quality score is 100 points divided into: maximum 40 points for 
the overall management of the Framework Contract and maximum 60 points for the 
illustrative tasks. 

Tenders scoring less than 60 in the overall points total or less than 50% in the points awarded 
for a single criterion will be excluded from the rest of the assessment procedure. Assessment 
of the tenders will focus on the quality of the proposed services; therefore, Tenderers should 
elaborate on all points addressed by these specifications in order to score as many points as 
possible. The mere repetition of mandatory requirements set out in these specifications, 
without going into details or without giving any added value, will only result in a very low 
score. In addition, if certain essential points of these specifications are not expressly covered 
by the tender, the Commission may decide to give a zero mark for the relevant qualitative 
award criteria. 
 
 
 
AWARD CRITERIA FOR LOT 1: 

2.5.1. Overall management of the Framework Contract (max. 40 points) 
A maximum of 30 points will be attributed to criterion 1, and a maximum of 10 points will be 
attributed to criterion 2. In addition, a minimum threshold will be set up under this system of 
points: 
 
 - Technical sufficiency levels:  Selected companies will have to score a minimum of 15 and 5 
points under criteria 1 and 2 respectively, with a minimum total of 20 points. 

1 Organisation of the work (30 points – minimum threshold 50%) 
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This criterion will assess how the roles and responsibilities of the proposed team and 
of the economic operators (in case of joint tenders, including subcontractors if 
applicable) will be distributed. It also assesses the global allocation of time and 
resources to the global management of the Framework Contract.  

2 Quality control measures (10 points – minimum threshold 50%) 

This criterion will assess the quality control system applied to the management of the 
Framework Contract concerning the quality of the deliverables, the language quality 
check, and continuity of the service in case of absence of a member of the team. It 
should be noted that a generic quality control system will result in a low score.  

2.5.2. Illustrative tasks (max. 60 points) 
A maximum of 30 points will be attributed to criterion 1, a maximum of 20 points will be 
attributed to criterion 2, and a maximum of 10 points will be attributed to criterion 3. In 
addition, a minimum threshold will be set up under this system of points: 
 
 - Technical sufficiency levels:  Selected companies will have to score a minimum of 15, 10 and 
5 points under criteria 1, 2, 3 respectively, with a minimum total of 30 points. 

1 Quality of the proposed methodology (30 points – minimum threshold 50%) 

This criterion assesses the suitability and strength of the proposal as measured against 
the requirements of the illustrative tasks in terms of the technical content, 
completeness, logical soundness and realism of the approach proposed. This criterion 
assesses the degree to which the methodology shows the capacity to resolve the 
questions underlying in the service request in a realistic and well-structured way, as 
well as whether the methods proposed are suited to the needs set out by the 
Commission. It takes into account the quality of the project's strategic and financial 
planning. 

2 Organisation of the work (20 points – minimum threshold 50%) 

This criterion will assess the suitability of the proposed team composition, how the 
roles and responsibilities of the proposed team and of the economic operators (in case 
of joint tenders, including subcontractors if applicable) are distributed for each 
illustrative task. It also assesses the global allocation of time and resources to the 
project and to each task or deliverable, and whether this allocation is adequate for the 
work. It also takes into account working processes proposed to ensure effective 
implementation of contractual tasks. The tender should provide details on the 
allocation of time and resources and the rationale behind the choice of this allocation.  

3. Quality control measures (10 points – minimum threshold 50%) 

This criterion will assess the quality control system applied to the service foreseen in 
the illustrative tasks concerning the quality of the deliverables, the language quality 
check, and continuity of the service in case of absence of a member of the team. The 
quality system should be detailed in the tender and specific to the tasks at hand; a 
generic quality control system will result in a low score.  
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AWARD CRITERIA FOR LOT 2: 

2.5.1. Overall management of the Framework Contract (max. 40 points) 
A maximum of 30 points will be attributed to criterion 1, and a maximum of 10 points will be 
attributed to criterion 2. In addition, a minimum threshold will be set up under this system of 
points: 
 
 - Technical sufficiency levels:  Selected companies will have to score a minimum of 15 and 5 
points under criteria 1 and 2 respectively, with a minimum total of 20 points. 

1 Organisation of the work (30 points – minimum threshold 50%) 

This criterion will assess how the roles and responsibilities of the proposed team and 
of the economic operators (in case of joint tenders, including subcontractors if 
applicable) will be distributed. It also assesses the global allocation of time and 
resources to the global management of the Framework Contract.  

2 Quality control measures (10 points – minimum threshold 50%) 

This criterion will assess the quality control system applied to the management of the 
Framework Contract concerning the quality of the deliverables, the language quality 
check, and continuity of the service in case of absence of a member of the team. It 
should be noted that a generic quality control system will result in a low score.  

2.5.2. Illustrative tasks (max. 60 points) 
A maximum of 30 points will be attributed to criterion 1, a maximum of 10 points will be 
attributed to criterion 2, a maximum of 10 points will be attributed to criterion 3, and a 
maximum of 10 points will be attributed to criterion 4. In addition a minimum threshold will be 
set up under this system of points: 
 
 - Technical sufficiency levels:  Selected companies will have to score a minimum of 15, 5, 5 
and 5 points under criteria 1, 2, 3 and 4 respectively, with a minimum total of 30 points. 

1 Quality of the proposed methodology (30 points – minimum threshold 50%) 

This criterion assesses the suitability and strength of the proposal as measured against 
the requirements of the illustrative tasks in terms of the technical content, 
completeness, logical soundness and realism of the approach proposed. This criterion 
assesses the degree to which the methodology shows the capacity to resolve the 
questions underlying in the service request in a realistic and well-structured way, as 
well as whether the methods proposed are suited to the needs set out by the 
Commission. It takes into account the quality of the project's strategic and financial 
planning. 

2 Organisation of the work (10 points – minimum threshold 50%) 

This criterion will assess the suitability of the proposed team composition, how the 
roles and responsibilities of the proposed team and of the economic operators (in case 
of joint tenders, including subcontractors if applicable) are distributed for each 
illustrative task. It also assesses the global allocation of time and resources to the 
project and to each task or deliverable, and whether this allocation is adequate for the 
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work. It also takes into account working processes proposed to ensure effective 
implementation of contractual tasks. The tender should provide details on the 
allocation of time and resources and the rationale behind the choice of this allocation.  

3 Creativity (10 points – minimum threshold 50%) 

This criterion is used to assess the originality of ideas the Tenderers intend to bring to 
their approach. The degree to which the creativity is displayed in the solutions 
proposed to illustrative tasks will be taken into account when assessing this criterion. 

4. Quality control measures (10 points – minimum threshold 50%) 

This criterion will assess the quality control system applied to the services foreseen in 
these illustrative tasks concerning the quality of the deliverables, the language quality 
check, and continuity of the service in case of absence of a member of the team. The 
quality system should be detailed in the tender and specific to the tasks at hand; a 
generic quality control system will result in a low score.  

 

2.6. Ranking and Award  

Having examined the tenders from a technical point of view, the evaluation committee will 
proceed considering which is the economically most advantageous offer(s) taking into 
account only those tenders that have obtained at least 60 out of the 100 points that are 
available for the technical quality of the bid. 

The evaluation committee will then proceed with the financial comparison of the tenders 
retained for further consideration according to the ranking procedure below. 

 

FOR LOT 1: 

The 4 highest ranked bids offering the best price-quality ratio will be chosen, provided that 
the minimum number of points cited above is achieved. Best price-quality ratio will be 
calculated as follows: 

• All bids that do not reach the technical sufficiency levels stated in point 2.5 for each 
individual award criteria will not be considered for contract award. All bids that have 
achieved sufficiency level for the technical quality of the bid in accordance with the 
provisions outlined in point 2.5 are deemed to be technically sufficient. 

• Price will be calculated using the template found in Annex 3. All bids will therefore 
be assessed using a price based on the assumption of 100 man-days of which 30 are 
Project Manager/Senior Expert, 50 are Project Leader/Expert/Webmaster, and 20 are 
Junior Expert/Support Staff, and on the maximum daily rates that will be used during 
the execution of the actual Framework Contract. 

• The price is then divided by the total number of points awarded to obtain the price-
quality ratio. 

• The award of the contract will be made to the 4 Tenderers with the lowest ratio.  
 

FOR LOT 2: 
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The contract will be awarded to the tender offering the best value for money, calculated 
according to the following formula: 
 

Bid x's score  =  Qx * 70% + P/Px*100 * 30% 

where: 

 

Qx Quality score obtained by bid x in the technical evaluation; 

P Price of the cheapest bid (among selected bids that reached technical sufficiency 
level); 

Px Total price of bid x. 

To estimate the total price of bid x, the following hypothetical frequency of illustrative tasks 
that may occur during the contract year will be assumed:  
 

Illustrativ
e Task 

Hypothetical frequency during 
contract year 

1 2 
2 1 
3 2 
4 1 
5 4 
6 1 

 
The total price of a bid x will be established as a sum of total prices of each illustrative 
task, multiplied by the theoretical frequency. 
 
 
For clarification purposes, the formula that will be used is provided below: 
 
 
 

     n 

P x = ∑ pifi 
    i=1 
 
P x  represents the total price of bid x  
n   represents the total number of illustrative tasks in the lot which the Tenderer x is 

submitting the bid 
pi  represents the total price of the illustrative task i 
fi  represents the frequency of occurrence of illustrative task 'i' during a contractual 

year 
 

It should be noted that all illustrative tasks, as well as hypothetical frequencies, are based on 
fictive examples and are intended only for the purpose of the evaluation of the offers as well 
as for estimating a total price per lot and bid. Under no circumstances should they be 
regarded as an indication of the priorities and the exact nature of future operations. There is 
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by no means any guarantee that the various illustrative tasks will actually be used in 
accordance with the hypothetical frequencies assumed for the estimation of the total price per 
lot per bid. 

2.7. Financial offer  

FOR LOT 1: 

Tenders shall specify a maximum daily rate per defined profile. These rates must be flat rate 
and include all costs9 relating both to overall management of the Framework Contract and to 
the implementation of specific contracts (administrative costs, overheads, global and project 
management, quality control, support resources, insurance, etc.). The maximum daily rate(s) 
quoted shall be valid for any services offered under a specific contract and cannot be 
exceeded. For guidance purposes see Annex 3. 

The prices must be quoted in euro. Tenderers from countries outside the euro zone have to 
quote their prices in euro. The price quoted may not be revised in line with exchange rate 
movements. It is for the Tenderer to assume the risks or the benefits deriving from any 
variation.  

Prices must be quoted free of all duties, taxes and other charges, including VAT, as the 
European Union is exempt from such charges under Articles 3 and 4 of the Protocol on the 
privileges and immunities of the European Union. The amount of VAT may be shown 
separately.  

FOR LOT 2: 

• The Tenderer must use the templates provided for this purpose in Annex 3 – "Specific 
Price Schedules". Tendering parties can expand the length, but must leave the 
presentation of the Specific Price Schedules and tables with Cost Estimate for the 
Illustrative Tasks unchanged. Omissions or unauthorised changes to the original table 
may lead to exclusion from the evaluation procedure.   

• The Tenderer's proposal must indicate all direct fees and charges as well as a lump 
sum estimate for cost types listed in subparagraph (b). Reimbursable expenses, as 
listed in subparagraph (c), should be indicated separately. 

(a) Direct fees and charges 

The Tenderer must indicate unit prices in the price schedules (see Annex 3, 
Specific Price Schedules'); these unit prices shall be fixed and adhered to under 
each specific contract. 

The rates quoted in the Specific Price Schedules will be flat rate amounts and will 
include all costs and expenditures relating both to overall management of the 
Framework Contract and to the implementation of specific contracts 

                                                 

 
9  For instance fixed percentages on top of the daily rates to cover administrative overheads will not be 

allowed  
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(administrative costs, overheads, global and project management, quality control, 
support resources, insurance, third-party liability, etc.).  

Changes to the Specific Price Schedule template are not authorised. 
 

(b) The following expenses will be reimbursed on a lump sum basis: 

- Travel and accomodation expenses (see also Annex 6 in the case of third party 
participation in events); 

- The cost associated with the purchase of necessary intellectual property rights 

- Web domain and hosting services, including by third parties. 

 

(c) Reimbursable expenses:  

- The costs of sending and/or storing equipment or unaccompanied luggage, 
transported for purposes directly associated with tasks ordered by the 
Commission; 

- Rental of venues 

- The cost of catering 

- Media buying 

- E-tools for facilitating organisation of events, such as e.g. on-line applications 
providing logistic information or networking functions  

- Non-standard publications, such as e.g. board games 

2.8. Payment schedule [Applicable to both LOTS 1 and 2] 

For each service request under the Framework Contract the following payment 
schedules will apply: 

-       For contracts below €60,000 there will be only one final payment.  

 

- For contracts between €60,000 and €400,000 or for duration of 12 months or less, there 
will be 2 payments: either a 30% a pre-financing payment and then the final payment of 
the balance, or 40% for an interim payment and the final payment of the balance 
depending of the needs of specific contract.  

 

- In case the contract duration exceeds 12 months and the contract value exceeds 
€400,000 there will be 3 payments: a pre-financing payment 30 % or first interim 
payment of 30%, the (second) interim payment of 30% and a final payment of the 
balance depending of the need of specific contract.  
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3. TECHNICAL SPECIFICATIONS 

3.1. Description of services [Applicable to both LOTS 1 and 2] 

3.1.1. Background and objectives 

The concept of Circular Economy has been developed by researchers dealing with concepts 
such as "cradle to cradle", industrial ecology, closed-loop model, biomimicry, systems 
economy, etc.  

Its practical applications to modern economic systems are being developed and implemented 
around the world. This is done by think tanks such as The Ellen MacArthur Foundation, and 
by public authorities, e.g. the Japanese 3Rs (reduce, reuse, recycle), the American 
Sustainable Materials Management, or the European Commission's Circular Economy Action 
Plan. 

Circular Economy is a framework that takes insights from living systems. It considers that 
our systems should work like organisms, feeding nutrients or resources back into the cycle.  

In the European Commission's Action Plan, Circular Economy is about maintaining the value 
of products, materials and resources in the economy for as long as possible. This can be done 
through better product design, prioritising regenerative resources, using waste as resource, 
preserving and extending what's already made, collaboration and industrial symbiosis. In 
contrast, linear "take, make, dispose" industrial processes or economic models, and the 
lifestyles that feed on them, deplete finite reserves to create products that end up in landfills 
or in incinerators. Thus, Circular Economy is an alternative to the linear economic model. 

The circular economic model provides a response to the pressures on the environment from 
growing population and increasing consumption, climate change, and depletion of natural 
resources. At the same time, it stimulates innovation, generates growth and jobs. 

Green growth is a term to describe a path of economic growth that uses natural resources in 
a sustainable manner. It is used globally to provide an alternative concept to typical industrial 
economic growth.10 For more information about green growth, green economy and circular 
economy see: http://ec.europa.eu/environment/green-growth/index_en.htm.  

In December 2015, the European Commission adopted a Circular Economy Package. The 
package consists of a Circular Economy Action Plan (CEAP) with 54 concrete actions and 4 
legislative proposals on waste. The Commission has committed to implement CEAP during 
its current mandate. The package intends to stimulate Europe's transition towards a Circular 
Economy to boost its global competitiveness, foster sustainable economic growth and 
generate new jobs.  

                                                 

 
10 https://en.wikipedia.org/wiki/Green_growth  

http://ec.europa.eu/environment/green-growth/index_en.htm
https://en.wikipedia.org/wiki/Green_growth
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This package makes an important contribution to the Commission's 10 priorities and to the 
broader agenda of the European Union for jobs and growth, in particular to the priority on Jobs, 
Growth and Investment. It is closely linked to the priority on Energy Union and Climate, as well 
as to the Digital Single Market and the Internal Market. It is at the same time linked to important 
global commitments the European Union has undertaken both on climate change 
(implementation of the Paris COP21 commitments) and sustainable development 
(implementation of Agenda 2030). 

With the Circular Economy Package, the Commission wants to provide the right framework 
conditions for the transition to a Circular Economy and encourage investment in this direction. 
The actions of the Circular Economy Package address the full lifecycle of products: including 
product design, production processes, support to better informed consumer choices, modern 
waste management and turning waste into quality secondary raw materials. The package focuses 
on specific priority areas, including plastics, food waste, critical raw materials, construction and 
demolition, biomass and bio-based products. It elaborates financing modes for Circular Economy 
and ways to promote eco-innovation. 

However, it is clear that the Commission alone cannot make the European economy circular – 
the transition needs a joint effort from citizens, businesses, local and regional authorities in 
the EU.  

At the same time, Circular Economy has a clear global dimension – materials, products, 
services, and environmental impacts cross borders and cooperation on a global level is 
needed in order to address these issues. 

Active stakeholder involvement, supporting the conception and implementation of policy, is 
paramount to boosting Green Growth, the successful implementation of CEAP and the 
related policy strands. Therefore, the objective of this Framework Contract is to ensure that 
the Commission has a range of tools to actively engage stakeholders for the development and 
implementation of the Commission's policies related to Green Growth and Circular 
Economy. In particular, it aims to:  

• Actively engage European and non-European stakeholders in the development and 
implementation of the proposed policies; 

• Educate and train stakeholders as regards policies and legislation, build 
understanding, support and acceptance for the proposed policies;  

• Raise the Commission's profile as a key player in Green and Circular Economy on the 
international arena;  

• Advocate a resource-efficient society by raising awareness about environmental 
issues among the general public and encouraging citizens to take positive actions;  

• Encourage stakeholders and opinion leaders to adopt and promote Circular Economy 
and Green Growth in their field of activity, namely through facilitating the exchange 
of best practices and by rewarding consistent efforts.  
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3.1.2 Leading by example: environmental aspects of conducting the 
services 

With the Circular Economy Action Plan the Commission committed to leading by example in 
its own procurement. Furthermore, with the European Strategy for Plastics11, the Commission 
has committed to make efforts towards a further reduction of the use of single use plastic 
items in all Commission events.  

Therefore, when executing the tasks described below, a series of environmental aspects need 
to be taken into account [non exhaustive list]: 

- Venues shall be easily accessible by public transport and have a waste sorting system 
in place for at least paper, glass and plastic waste (preferably also for organic waste).  

- Print-outs of materials for participants shall be avoided or reduced to a strict 
minimum. 

- Gadgets/gifts to participants shall be avoided or reduced.  

- Food waste measures shall be put into place, e.g. by taking measures to not have more 
food than needed for the number of participants and giving food left-overs to charity. 

- Food and drinks shall be in part or fully organic.  

- No single-use cutlery, crockery, cups and glasses may be used. 

- Paper products and paper printed products shall be produced according to strict 
environmental criteria, such as the ones defined by the EU Ecolabel.  

Exceptions to meet these requirements in individual cases need to be justified and agreed by 
the Commission services.  

3.1.3. Description of the tasks 
 

The services covered by the tender are grouped into two lots. Different Tasks will be 
performed under the 2 distinct Lots; their description is following below : 

LOT 1: Analytical and continuous support services for stakeholders' engagement.  

The nature of tasks under this lot is analytical and long-term, and may require research, 
policy analysis, and/or a coordination of a range of stakeholder engagement activities 
over a period of time. The objective is to continuously increase and build stakeholder 
engagement.  

Examples of services under this lot include: 

• development and management of stakeholder platforms; 

• organisation and running of technical helpdesks assisting stakeholders (including 
experts) on specific topics;  

                                                 

 
11 COM(2018)28 (final) A European Strategy for Plastics in the Circular Economy 
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• establishment of fora for a regular exchange of best practices between 
stakeholders (including database development and website content); 

• secretariats for policy initiatives and events or awards (e.g. for the EBAE or 
Green Capital); 

• specialised publications. 

 

LOT 2: Ad hoc stakeholder engagement activities and stakeholder engagement 
toolkit.  

The services under this lot cover ad hoc or short-term stakeholder support services, but 
may include recurring events and implementation of long-term stakeholder engagement 
strategies.  

Two main examples of services under this lot include: 

1) an 'A to Z' of event and exhibition organisation, including: 

o the organization and promotion of B2B and B2C events, award ceremonies 
conferences, and similar events; 

o organisation and running of single awareness-raising events; 

o preparation and management of stakeholder consultations, including online 
questionnaires and stakeholder events; 

o preparation and management of structural discussions and focus groups with 
stakeholders (e.g. citizens dialogues). 

2) development and implementation of a range of stakeholder engagement tools and 
outreach activities (on the basis of long-term strategies or on an ad hoc basis); 

In more detail, these two groups of tasks should involve: 

1) an 'A to Z' of event and exhibition organisation: 

The services under this lot will involve an 'A to Z' of event and exhibition organisation, 
from planning and design phase, through implementation to final assessment, for efficient 
and effective communication with and engagement of stakeholders, including: 

• Conceptual phase (e.g. developing content of events, suggesting participants and 
agendas, developing stand proposals, etc.): 

o Development of the event concept and advice on how to present the 
Commission's messages in places such as conferences, meetings, 
congresses, exhibitions, etc. in the most adequate and creative way for 
maximum visibility. 

o Creative proposals for arrangement of available space, including design 
proposals for stands, branding of venues for events, etc. 
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• Logistic support before / during / after the event: 

o Provision of registration system for participants. This includes provision of 
a registration tool appropriate to the scale of the event; follow up of replies 
and sending reminders. The registration tool should be able to provide lists 
of participants, statistics regarding the participants (professional sector, 
type of organisation, country of origin, etc.).   

o Creation of event webpage (to be hosted on Europa) or a social media 
platform (e.g. Facebook page, Twitter account) and its updating with 
relevant information (such as e.g. agenda, speakers biographies, directions 
to the venue, uploading of the photos from the event, live streamlining, 
etc.) up until the event, during the event, and post-event. It must be done in 
compliance with the requirements of the Commission's internet server 
EUROPA – for detailed guideance see the Information Providers' Guide12. 

o Design and production of fixed and portable stands, exhibition booths, 
structures for events promotional materials, etc. 

o Design and production of events materials such as panels, banners, roll 
ups, signs, agenda's, transcripts of proceedings, etc., for use indoors and 
outside of buildings.  It includes, if necessary, development of event's 
graphics, drafting and translating of short messages (such as e.g. the title 
of the conference).  Note: graphic proposals, when applicable, must be 
compliant with the European Commission visual identity guidelines (to 
download: follow 
ftp://video:videofiles@fts.ec.europa.eu/PRESS/audiovisual/Corporate_Ide
ntity, select catalogue '1.Key documents', than select file 'Visual Identity 
Manual - April 2012.pdf'). 

o Provision of all necessary equipment and furniture (chairs, tables, display 
shelves, brochure stands, reception desks, cosy corners, coffee & tea 
making facilities, etc.). 

o Provision and installation of audio-visual and informatics equipment (such 
as e.g. computers with Internet access, video equipment) and any other 
exhibition or telecommunications equipment required. 

o Provision of professional web streaming services. 

o Provision of on-site technical assistance to exhibitor(s) including a 
manned technical or informatics helpdesk where necessary. 

o Transportation, assembly and dismantling of stands and/or equipment, 
including furniture, panels, banners, signs, decoration, stock of 
promotional materials, etc. at locations across the EU as well as outside 
the EU. 

o Maintenance and cleaning of space at venues, provision of recycling bins 
for rubbish at venues. 

                                                 

 
12 http://ec.europa.eu/ipg/index_en.htm 

ftp://video:videofiles@fts.ec.europa.eu/PRESS/audiovisual/Corporate_Identity
ftp://video:videofiles@fts.ec.europa.eu/PRESS/audiovisual/Corporate_Identity
ftp://video:videofiles@fts.ec.europa.eu/PRESS/audiovisual/Corporate_Identity/1.%20Key%20documents/Visual%20Identity%20Manual%20-%20april%202012.pdf
ftp://video:videofiles@fts.ec.europa.eu/PRESS/audiovisual/Corporate_Identity/1.%20Key%20documents/Visual%20Identity%20Manual%20-%20april%202012.pdf


 

 28

o Provision of identification badges and cloakroom tickets for each of the 
participants, speakers and moderators.  

o Provision of on-site catering (food and drinks for coffee breaks, cocktails, 
lunches, dinners).  

o Provision of entertainment services (musicians, artists, etc.). 

o Provision of photographer services. 

o Provision of conference assistants; tasks of the assistants could include: 

 Compilation of participants' kits. 

 Preparation and management of on-site registration desk. 

 Organisation and supervision of cloakrooms. 

 Assistance to exhibitors. 

 Provision of information to participants, including, if relevant, 
information on Commission activities and programme. 

 Organising flows of people in the conference spaces. 

 Assistance in meeting rooms, including assistance to speakers/VIPs 
with their presentations, distribution and collection of headphones, 
managing number of participants, placing name plates, assistance to 
journalists, photocopying and distributing documents to interpreters, 
etc. 

 Maintaining stock of promotional material on stands; 

 Taking minutes of proceedings. 

• Project management support before / during / after the event: 

o Research and booking of venues (hotels, conference centres, museums, 
restaurants, stand space, etc.).  

o Management of all correspondence for the event (to speakers, moderators, 
participants, etc.) including e.g. sending invitations, creating programmes, 
promotional leaflets/posters, conference folders and list of participants, 
dealing with replies and information requests, compiling post-conference 
proceedings/letters/emails/preparing dossiers for reimbursing participants 
whose expenses are partly or totally covered by the Commission, etc.  The 
Contractor will be responsible for drafting, design, translation, production 
and distribution of the correspondence (either on the basis of mailing lists 
provided by the Commission or on specific instructions).   

o Developing and maintaining updated detailed running orders for events, 
ceremonies, etc. If appropriate, organising necessary rehearsals. 

o Promotion of the events / exhibitions to specified target groups via 
existing mailing lists or compilation of new mailing lists of relevant 
interested stakeholders and media representatives. 

o Assistance in identifying speakers and moderators and coordination with 
the selected speakers and moderators, including collecting CVs, 
photographs and presentations, providing instructions, responding to 
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questions and requests, thank you letters, etc. Occasionally, this may 
involve organising their stay at the event. In this case, the Contractor will 
be responsible for provision of necessary pre-paid travel tickets as well as 
booking and paying for accommodation, in line with Annex 6 of these 
tender specifications. Daily subsistence allowances should not be foreseen.  

• Coordination of actions and contacts with subcontractors, other contractors or 
institution services working on the same event (in the form and to the degree 
necessary for successful implementation of the event). 

• Post-event assessment (e.g. participation satisfaction survey, participation reports, 
etc.): 

o Preparing summaries of the main conclusions from the event (and its parts, 
where relevant), for the Commission's approval and publication on the 
website. 

o Drafting, carrying out and summarising post event satisfaction survey. 

o Compiling participation reports. 

The Contractor shall be available to participate in events (amount and type to be agreed 
with the Commission) organised by other stakeholders in order to promote the 
Commission's policy tools. This will involve explanations, distribution of printed copies 
of recent editions of the leaflets and other publications, presentation of the policy 
instruments (Power Point), reports from events.  

2) development and implementation of a range of stakeholder engagement tools and 
outreach activities (on the basis of long-term strategies or on an ad hoc basis), 
including: 

• Development or revision and implementation of stakeholder engagement strategies 
including continuous awareness-raising and awareness monitoring.  

This includes the design of the strategy, including a selection of the most appropriate 
tools and activities, and the practical implementation of that strategy over a period of 
time. The strategies should consider the use of a mix of tools and channels (social 
media, newsletter, website, etc.) as listed under lot 2 of these specifications and/or 
other tools. 

• Writing and editorial work, content preparation, journalism; 

The editorial component is of major importance. It involves providing support for 
editorial activities carried out by the Commission in the field of websites, online and 
printed publications, social media communities content generation, and other written 
material. 

This includes drafting texts suited to the requirements of numerous target audiences, 
such as the general public and its sub-audiences (various age groups such as children 
and young people as well as professional users in business, public administrations, 
universities, NGOs, other stakeholders).  
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For most products, this requires journalistic skills, creativity, and working methods 
such as research, story-telling, being able to translate technical language into easily 
understandable messages, etc. 

The Tenderer must demonstrate convincingly that they possess a thorough 
understanding of the European Union's policies on green growth and circular 
economy, and the editorial know-how to target various audiences. 

This category of tasks includes: 

• Developing a storyline: understanding the needs of the client and the target 
audience, proposing outlines and editorial concepts. 

• Gathering and compiling information and data: research for information on 
specific subjects from sources identified or delivered by the Commission, or 
from other sources, compiling raw material, analysing documents and other 
media, monitoring of various online and printed media.  

• Writing and editing: writing (English as original language version) and 
editing of original content/articles based on the information and raw material 
gathered. The writing style and level of detail must be appropriate to the 
audience at which it is targeted.  

• Proofreading: the text should be proofread to ensure that it is free from errors 
and that all amendments/corrections have been implemented correctly. There 
could be several proofreading stages during the course of the production. 

• Rewriting text/content:  rewriting and adapting existing content to cater for 
specific target audiences, specific media and publishing formats (web, printed 
publications, E-pubs and Apps); summarising of documents and content and 
modification and updating of texts. 

• Updating texts: ad-hoc updating of existing content; sometimes these updates 
will be simple but more often they will be substantial. 

 Compliance with the rules of the Inter-institutional Style Guide is essential for any 
drafting work in order to ensure the editorial and linguistic quality of the information 
products. For further information, the Inter-institutional Style Guide can be found at: 
http://publications.europa.eu/code/en/en-000100.htm. 

• App design and development, development of E-pubs, development of other on-line 
promotional and information tools 

• Development of E-pubs 

E-pub files must be compliant with the E-pub format specifications that are in use at 
the time of the request (http://idpf.org/epub). The types of E-pubs requested could 
include E-pub with re-flowable text or E-pub with fixed layout. The variability of 
screen dimensions must be taken into account when producing the electronic 
publications.   

Video may be included in the E-Pub. There should also be the possibility to allow 
readers to print. 

One E-pub file must be delivered per linguistic version requested. 

http://publications.europa.eu/code/en/en-000100.htm
http://idpf.org/epub
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Large versions of images, graphics, illustrations, tables or other supporting documents 
must be included in the package as separate files with links to them from the main 
content files. 

Content files inside the E-pub container will be compliant to size limits so as to allow 
optimal reading on different devices. 

E-pubs must also contain copyright information, the logo of the Publications Office 
and identifiers such as ISBN, ISSN, DOI and catalogue number.  These identifiers 
will be provided by the Commission services.  

• Development of Apps 

The Contractor must have the technical ability and experience to develop Apps for 
use on the different stores, such as Apple AppStore and Google Play (with the 
possibility of extending this to other platforms such as Windows Marketplace, 
Blackberry App World, Amazon.com etc.). They must also be able to build optimised 
websites aimed at Smartphone based on the most appropriate html version. 

The Contractor must have the resources to follow the evolution of App technology 
and the broader market for mobile devices and PCs in order to propose new products, 
new features and adapt delivery to new platforms. 

Apps will have to be readable on both smartphones and tablets and must therefore 
take into consideration the different ergonomics and information displays of the 
various screen sizes. Apps must follow the technical requirements of the platforms 
(http://developer.apple.com, http://developer.android.com) as well as conventions, 
general development standards and best practices, ensuring: 

• Flexibility, modularity and scalability; 

• Easy upgrades of the application; 

• Design and behaviour consistency; 

• Effective coding: simplification, minimization of code, reuse of components, 
etc. 

Application functionalities should be effective and intuitive for the audience at which 
apps are aimed, and these would include: 

• Navigation; 

• Multiple language switch; 

• Bookmarking; 

• Annotating; 

• Print; 

• Sharing (across social media platforms); 

• Visualisation. 

http://www.apple.com/iphone/apps-for-iphone/
http://www.windowsmarketplace.com/
http://appworld.blackberry.com/webstore
http://developer.apple.com/
http://developer.android.com/
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Specific fonts, music and sound may be required to enhance apps. It is the 
responsibility of the Contractor to obtain all necessary copyright licences/permissions 
for these. 

The Contractor will have to ensure adequate testing of apps to guarantee that all 
requirements are met on the largest possible number of devices. The Contractor 
should provide testing devices to the Commission on request. 

• Development of other online promotional and information tools 
The Contractor shall be able to provide content, maintain and keep up-to-date the 
existing Commission websites, provide visual elements for online use, including 
infographics, factsheets, GIFs, etc..  

• Graphic design, layout preparation for publications (paper and electronic) 

The Tenderer shall produce appropriate, interesting, innovative and good quality 
designs for Commission publications in the area of green growth and circular 
economy, including: 

• Graphic design for the web: the development of templates for use on the 
internet.  

• Graphic design for printed materials: including brochures, leaflets, posters, 
banners, folders, post-cards, children's/youth publications (see for example DG 
Environment web-site http://ec.europa.eu/environment/youth/library_en.html). 

• Quality: the designs should be of a good quality and be attractive and suitable 
for the target audience. There should be a link to the Commission's visual identity for 
printed and on-line material. The Tenderer should be willing to produce a minimum 
of three possible design options at the start of each new project. The number of proofs 
to be submitted, which cannot be restricted in the quotation, will depend on the 
quality of the proposals. Several proofs must be provided for in the context of the 
validation process. The Contractor must ensure that the chosen graphics reinforce or 
complement the messages promoted by the publication. The Contractor must 
incorporate the Commission's corrections. 

• Pictures and Drawings: Purchasing of stock photos or taking of original 
photos for multiple use throughout the world in all editions, forms and media, 
including editorial search, management of related copyright issues and assurance that 
the European Commission has the relevant rights to use these photos. The pictures 
must be royalty free. It may also be necessary to commission the creation of artistic 
works, for example, drawings, illustrations, cartoons, or comic-strips. The Contractor 
will place particular importance on the choice of photos and illustrations. For each 
product, the Contractor will submit a selection of appropriate photos. In some cases, 
the Commission will provide the necessary images and in this case the Contractor 
must incorporate these images. 

• Format for printed publications or web-only PDFs: the editable files should be 
delivered for each product using formats such as InDesign, Illustrator and Photoshop 
including layers (NB: these are the most commonly used file formats at present, but 
this list is not exhaustive and is liable to change over the duration of the contract in 
line with technological developments). When the Contractor delivers InDesign files or 
equivalent the illustrations must be supplied in high resolution (300 dpi) or in 

http://ec.europa.eu/environment/youth/library_en.html
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vectorial format. The file must have passed the "pre flight" check and the fonts must 
be included and have the required licences for use.   

A high resolution press-optimised PDF (one file per language) should be delivered for 
printed material together with a low-optimised PDF for uploading onto the internet. 

Specifications for press-optimised PDFs: 

- crop marks; 

- single pages; 

- colour control strips; 

- embedded fonts. 

Specifications for web-optimised PDFs: 

- must match the original with regard to text, graphics, colours, etc.; 

- the text must appear as text and not as a scanned image; 

- the fonts must be embedded in the PDF files. 

To ensure a layout that is in line with the rules of producing Commission 
publications, the Contractor would have to take into consideration the rules contained 
in the Inter-institutional Style Guide (see reference above). In addition to this, the 
Commission services will provide a number of elements which must be included in 
the layout for printed and, sometimes, for internet-only based materials. 

• European Commission visual identity manual and, where relevant, specific 
annex for DG Environment. 

• Identifiers including catalogue number, ISBN number and bar code and DoI 
number. 

• Logo of the Publications Office. 

The Contractor must handle the page layout for texts produced and approved, taking 
into account the guidelines above while at the same time being prepared to suggest 
innovations. 

The Contractor must do a first proofreading of the first layout of the text in all 
languages before sending it to the Commission services for comments. A second 
proof reading and possible subsequent proof readings must also be done to take 
account of corrections.   

• Production and delivery of customised promotional articles, awards etc. 

The Contractor shall provide customised articles to explain, support and promote key 
messages related to green growth and circular economy such as e.g. ballpoint pens, 
pencils, USB sticks, post-its, T-shirts, calendars, mouse pads, etc. Because this is a 
rapidly changing domain, the Contractor will follow the market development and 
update the Commission at minimum once a year (in January) about novelties. While 
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the Contractor is not required to stock all product samples, it is required to provide to 
the Commission up to date catalogues of products it proposes. The Contractor will 
also search for articles and make short lists of items suitable for promotion of specific 
activities (e.g. European Green Capital Award scheme, Resource Efficiency 
campaign, etc.). 

Awards may involve simple framed certificates of compliance (e.g. with ETV) or 
statuettes.  

• Production and delivery of videos  

The Contractor shall provide customised videos contributing to increase stakeholder 
engagement. Depending on the message to be communicated, these videos could be of 
a different style (realistic or animation), and type (interview, reportage, how to…, 
etc.). To ensure the high quality of the video, the contractor shall be able to deliver 
the following steps with a high level of professionalism: drafting of a video concept 
and script, pre-production (including casting, styling, and location selection), video 
production, post-production (including editing, effects, voice-over and subtitles). 

• Translations 

Compliance with the rules of the Inter-institutional Style Guide (see above) is 
essential for any translation work in order to ensure the linguistic quality of the 
information products. The list of languages is available at 
http://publications.eu.int/code/pdf/370000en.htm 

• Translations: The Tenderer must be capable of working in all the official 
languages of the European Union, i.e. the 23 official languages at the time of the 
publication of this tender and any additional language that becomes an official EU 
language during the period of the contract. There may also be occasions where there 
will be a need for UN languages including Chinese, Russian and Arabic and other 
official languages.  

• The Contractor shall handle content and documents (including page layout and 
preparation of printing) and managing websites, E-pubs and Apps ensuring quality of 
his output in the 23 official languages, as well as in any further languages that may be 
required. 

• Proofreading: The Contractor will guarantee high-quality linguistic and 
journalistic translations, together with proofreading of the texts by highly experienced 
journalists in the respective languages. One correction round (proof-reading) will be 
done by the Contractor before delivery of final linguistic versions to the Commission 
in order to reach the best possible quality. Subsequent proofreading will also be 
required to ensure that corrections from Commission services have been incorporated 
correctly.  

• Marketing and / or dissemination of the above-mentioned material 

The Contractor shall ensure the management of project specific newsrooms, including 
drafting and disseminating tools proposed in the promotion plan (e.g. mailing, one 
common newsletter, specialized publications). 

http://publications.eu.int/code/pdf/370000en.htm
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The Contractor shall ensure the development and implementation of a social media 
strategy, including publication and dissemination of promotional material, 
paid/sponsored posts and ads, designed to reach the adequate level of awareness 
among the defined target group. 

• Assessment of the effectiveness of outreach actions or tools (defining objectives and 
indicators, defining suitable methodology, implementation, reports containing 
conclusions, ''lessons learned', making recommendations). 

The Contractor shall assess the abovementioned actions and tools in order to improve 
their efficiency and effectiveness by setting up objectives to be met under the 
contract, monitoring the results, reporting back and providing the Commission with 
the necessary feedback allowing for measuring the success (e.g. statistics, page views, 
social media results, media clippings, etc.) of the activities implemented. Tasks 
include: 

• Defining the objectives and indicators relevant for the evaluated activity or tool, 
including, if appropriate, establishing a baseline based on existing data; These 
could be KPIs - Key Performance Indicators - for each instrument to be promoted 
under this contract (e.g.: number of events, number and type of stakeholders, 
number of new registrations/licenses per individual instruments, website page 
views, video views, number of social media posts, number of new social media 
fans, clicks/likes/shares/retweets/comments on social media; click-through-rate 
for online advertisement, reach, etc.). The proposed KPIs will be provided 
together with the inception report(s) for given contracts under this Framework 
Contract and must be approved by the Commission. 

• Definition of suitable evaluation methodology, including sample definition; 

• Implementation of the evaluation, including for instance regularly measuring the 
progress and reporting to the Commission, drafting of the survey / interviewing 
guide, layout, collection and processing of data, carrying out desk research, 
analysis and reporting of results including comparison with previous data (if 
applicable), if necessary using statistical tools; 

• Drafting of reports (in EN) including executive summary, conclusions, 'lessons 
learned', recommendations, illustrating findings with appropriate graphical 
elements (such as e.g. charts). 

Tenderers are encouraged to use, edit, transform, adapt existing tools and materials to the 
greatest possible extent, rather than focusing on creating new ones. Tenderers should also 
identify possible synergies at operational, editorial or communicational level.. 
 

3.1.5. Performance and quality requirements for the overall management 
of the Framework Contract 

Given the wide range of situations that may arise when implementing the Framework 
Contract through specific contracts, further aspects concerning performance and quality 
requirements might have to be elaborated in more detail in the requests for specific offers and 
in the specific contracts. 
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3.1.6. Intellectual property rights 

Given the wide range of situations that may arise when implementing the Framework 
Contract through specific agreements, further aspects concerning intellectual property rights 
might have to be elaborated in more detail, in the requests for specific offers and in the 
specific agreements.  

Modes of exploitation 

In accordance with Article II.10.2 of the draft contract  

3.2. Illustrative tasks  

For the purpose of the evaluation of tenders, offers shall address the illustrative tasks 
indicated below. The Tenderer shall treat them as fictitious specific requests and provide 
detailed bids for each. These tasks are chosen as examples of services that could be asked for 
under the Framework Contract.  

These bids should be of sufficient detail to allow the Commission to assess whether 
Tenderers are able to put together a convincing methodology, an appropriate team and 
suitable quality control measures to undertake the services effectively. The bids are expected 
to be in the range of 5-10 pages per illustrative task on their technical content, plus possible 
annexes (such as organisation planning and CVs of the proposed study team), unless 
specified differently in the illustrative task. The bids for the illustrative tasks will form part of 
the basis for the award process as set out in paragraph 2.5. 

Tenderers' attention is drawn to the fact that the sole objective of each illustrative task is to 
provide a fair, non-discriminatory basis for comparing the offers. They can in no case be 
considered to represent a commitment on the part of the Commission to make orders for the 
services and quantities indicated. They can therefore give rise to no expectation or legitimate 
right on the part of the Contractor. 
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Illustrative tasks for LOT 1:  

 

LOT 1  -  Illustrative task 1 

Running of the EBAE secretariat 

- Context  
The Communication "Closing the loop – An EU action plan for the Circular Economy", 
adopted in 2015 by the Commission, sets the framework for actions towards a more resource 
efficient economy. The Circular economy model is deemed to contribute to the first priority 
of this Commission for jobs and growth creation. The transition to a circular economy 
however will not be achieved by the Commission actions alone. A joint effort of businesses, 
public authorities and civil society is needed to identify the opportunities and overcome the 
challenges related to the implementation of such a policy. A large variety of role models and 
best practices is key in this respect, in order to replicate successful existing experiences and 
build bridges across sectors and among different stakeholders. 
 

- Tasks  
The Contractor shall elaborate on how he would design, implement and manage an 
initiative/a scheme for identifying best practices from businesses and public authorities, 
reward them (not financially), raising awareness about their existence in all EU Member 
States and helping to replicate them.  
 
- The offer for this illustrative task must include:  
• Project timeline, listing main tasks, sub-tasks and milestones in the development of the 

initiative/scheme. If appropriate, identify subcontractors and the envisaged supervision 
arrangements.  

• Implementation details for the selection of best practices covering all EU Member States. 

• Examples of: 
− actions/tools envisaged to raise awareness about the best practices, 
− actions/interactive tools to involve stakeholders (including examples of repository for 
contacts, position papers, events) 
− actions/tools envisaged to encourage the replication of selected best practices 

• Model for collection of facts and figures that will help evaluate the effectiveness and 
efficiency of the scheme 

• Budget for the implementation of the scheme (using the template in Annex 3). Include a 
cost estimate covering all (human, technical, logistical and other) resources that will be 
needed to perform the task. These cost estimates must be prepared in line with provisions 
outlined in the Part 2, point 6.1 of this Invitation to Tender ('Financial Proposal'). 

- Duration of the tasks  

• The tasks should be completed within 2 months of the signature of the specific contract. The 
execution of the tasks may not start before the specific contract has been signed. 
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- Budget:   

A maximum of € 250,000 (inclusive of all costs to maintain a secretariat for the scheme and 
implementing the actions in the scheme) 
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LOT 1  -  Illustrative task 2 

Setting up and operation of a stakeholder platform for the exchange of best practices on 
the EU Eco-Management and Audit Scheme (EMAS), including database development 
and website content 

- Context  

EMAS is a management tool for companies and other organisations to evaluate, report and 
improve their environmental performance. The scheme has been available for participation 
by companies since 1995 and was originally restricted to companies in industrial sectors. 
Since 2001 however EMAS has been open to all economic sectors including public and 
private services. Since 2009 EMAS has also developed itself into an environmental 
instrument that is applicable worldwide. Currently around 4,000 organisations with over 
9,000 sites in Europe and the world use the EMAS instrument to voluntarily improve their 
environmental performance continuously. Organisations that fulfil all requirements described 
in the EMAS Regulation (EC No. 1221/2009) and use an independent EMAS verifier to 
verify the correct implementation can become EMAS registered. More information at:  
http://ec.europa.eu/environment/emas. 

- Tasks  

The Tenderers shall elaborate on how they would develop, implement and manage the 
stakeholder platform for the exchange of best practices on EMAS. The platform shall 
involve:  

• website including information on EMAS, guidance on its use, case studies and best 
practices, information on the evolution of the scheme, tools/guidance facilitating the 
access to the scheme to specific users. For the purpose of this illustrative task, the 
tasks concerning the website are adaptation of the existing EMAS website and its 
management; 

• the processing of 10 public enquiries on EMAS per month within a time period of 10 
working days per inquiry (including time needed to consult the Commission services), 
including receiving, dealing with and replying via telephone, fax, postal and 
electronic mail, in at least English, French and German; 

• maintenance of the database of public enquiries; 
• regular update of FAQs; 
• presence in two meetings of the EMAS Steering Committee in Brussels, involving a 

presentation of EMAS enquiries from the preceding 6 months, the statistics of the 
number of EMAS-registered organisations, and keeping minutes from the meetings; 
the minutes shall be ready for the Commission and the participants' verification within 
two working days after the meeting; 

• factual and editorial support for drafting articles or correspondence and preparing 
presentations for EMAS-related events.  

- The offer for this illustrative task must include:  

A concept paper of a max. of 5,000 words (Times New Roman, 12) describing how the 
Tenderer will approach the tasks listed above, including a description of the above-mentioned 
elements of the functioning of the platform to be applied over a period of 1 year. 

http://ec.europa.eu/environment/emas
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• A separate clear and concise project timeline, listing the main tasks, sub-tasks and 
milestones in the development and the implementation of the platform. If appropriate, 
identify subcontractors and the envisaged supervision arrangements.  

• An example of a 1-page best practice datasheet on EMAS application, in a format ready 
for publication on the website. 

• An article of 2,500 words (Times New Roman, 12) describing how EMAS contributes to 
the development of greener and more competitive tourist destinations. 

• A 6-slide Power Point presentation addressed to an audience of representatives from 
regional public administrations on the benefits of using EMAS in their organisations. 

• Budget for the implementation of the platform (using the template in Annex 3). Include a 
cost estimate covering all (human, technical, logistical and other) resources that will be 
needed to perform the task. These cost estimates must be prepared in line with provisions 
outlined in the Part 2, point 6.1 of this Invitation to Tender ('Financial Proposal'). 

• Overview of the team assigned to the task, indicating clearly the role of each team 
member and the number of man-days. 

- Duration of the tasks  

• The stakeholder platform should remain operational for a period of 1 year.  

- Budget:   

A maximum of EUR 100 000 (inclusive of all costs) 
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LOT 1  -  Illustrative task 3 

Preparation of a specialised publication on the economic advantages from Circular 
Economy approaches 

- Task  

DG ENV needs to publish an article on the economic advantages from Circular Economy 
approaches in a quarterly magazine specialised in recycling and mainly destined to industry 
readers, academia, and public administrations dealing with waste management and resource 
efficiency issues. The article should include two infographics and 4 concrete examples of the 
monetised benefits from Circular Economy. It should look at the investment angle necessary 
to arrive at a more Circular Economy, and quote 2 experts in the area. The article should be 
of a max  number of 10,000 characters, including spaces, written in English, and translated 
into DE, FR, PL, and Chinese, 

 The offer for this illustrative task must include: 

The Tenderers shall describe how they would perform this illustrative task, including: 

• gathering the information to write the article; 

• a detailed description of the content of the article (including division of the content 
into sub-headings); 

• a detailed explanation of their proposed approach to the subject, concept, main 
messages, planned thesis and conclusion, 

• a description of how the article will be designed and translated; 

• a sample of 500 words of content of the article, including one monetised example of 
benefits from Circular Economy approaches; 

• an example of one infographic; 

• a detailed budget for this illustrative example.   

- Duration of the tasks  

• 3 weeks 

- Budget:   

A maximum of  EUR 6 000 (inclusive of all costs) 
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Illustrative tasks for LOT 2:  

 

LOT 2  -  Illustrative task 1 

Define and Design a Strategy for increased citizen involvement in Circular Economy 

- Context  

A successful implementation of the Commission's Circular Economy strategy depends on an 
active involvement of stakeholders in the implementation of the various policy tools. These 
include, among others, the use of products bearing the EU Ecolabel or ranking as energy 
efficient, the use of EMAS by organisations, the use of Green Public Procurement by public 
bodies, proper waste management, no littering, food waste minimisation, etc. The 
Commission needs to design and implement a comprehensive strategy to increase the 
awareness of stakeholders about the main objectives of the Circular Economy Package, and 
increase their participation. The strategy should have a common Circular Economy narrative. 

- Tasks  

The Tenderer design a common promotional strategy for the increased stakeholders, and, if 
appropriate, also citizens involvement in Circular Economy, building on a Circular Economy 
narrative, taking into account the existing communication tools used for the individual 
instruments.  

For the purpose of this illustrative task, the following four policy instruments should be 
considered: (1) waste legislation (increased recycling, separate collection, and minimised 
littering), (2) Ecodesign, (3) EU Ecolabel, (4) EMAS. The strategy should include clear links 
to the 10 Commission priorities and, where appropriate, links to Commission instruments and 
initiatives closely connected to the implementation of the Circular Economy agenda (funding 
instruments including Horizon2020, COSME, European Fund for Strategic Investments - 
EFSI, European Structural and Investments Funds – ESIF; Stakeholder Platform).  

The strategy should include a mix of communication tools and activities for the four policy 
instruments mentioned above.  

The strategy is to be implemented over the period of 2 years. 

- The technical offer for this illustrative task must include: 
a) Concept paper of a max. 10 pages (A4, Times New Roman, 12) describing how the 

Tenderer will approach the task and including as a minimum: 

- List of proposed elements of the strategy, and a justification for the choice. 

- Timeline to implement the strategy over the period of 2 years. The timeline should 
list main tasks, sub-tasks and milestones. If appropriate, subcontractors for tasks 
that will be subcontracted must be identified and quality control arrangements 
must be described.. 

b) Project planning document for implementation of this illustrative task 
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c) Overview of the team assigned to the implementation of the strategy, indicating 
clearly the role of each team member and the number of man-days. 

 

- Financial proposal for this illustrative task 

The Tenderer must provide budgetary quotation covering cost of all resources (human, 
technical, logistical and other) that will be needed to implement its technical proposal. The 
budget quotation must be prepared in line with provisions outlined in the point 2.7, using the 
template in Annex 3. 

- Duration of the tasks  

The tasks should be completed within 2 months of the signature of the specific contract. The 
execution of the tasks may not start before the specific contract has been signed. 

- Budget:   

A maximum of EUR 10 000 (inclusive of all costs), this does not include the budget for the 
actual implementation of the strategy. 
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LOT 2  -  Illustrative Task 2  

Organisation of a series of outdoor exhibitions on marine litter and plastic waste, with a 
launch event and local media promotion activities, in five target countries, each lasting 
two weeks during summer holidays  

- Context  

The Circular Economy Action Plan adopted by the Commission in December 2015 includes 
measures to reduce and better manage waste, including plastic waste and marine litter.  

In order to (a) raise awareness about the issue of plastic waste and marine litter and (b) 
inform about the EU actions in this area; the European Commission is planning to arrange a 
series of outdoor exhibitions for the general public, in five target countries, during the 
summer holidays. Each exhibition would last 2 weeks, and would be accompanied by 
promotion in relevant local media (both traditional and social media channels should be 
considered). The exhibition should contain elements interesting to both children and adults, 
and the style should be adapted to the nature of the exhibitions (summer holiday period; sea-
side resorts etc.). Activities to attract and inform visitors should be foreseen during at least 
the weekends (Friday 16.00- 20.00; Saturday and Sunday 10.00 -20.00h).  

The target countries are: Bulgaria, Greece, France, Poland and Romania.  

- Tasks 

The Tenderer is responsible for the A-Z organisation of the exhibition (including all the 
logistics, permission, safety and security measures) and the promotional activities around it.  

- The technical offer for this illustrative task must include: 

a) identifying and proposing at least one location per target country, with justification;  

b) a general approach and idea for the exhibition elements, including the format, type, 
structure of exhibition elements; balance between text and visual elements; with 
justification;  

c) a draft suggestion for design of at least two information panels (or screens, or other 
format suggested), with a proposed structure, a sample of written text (100 words per 
panel, in English only) and at least the key draft visual elements;  

d) suggestion for at least two types of animation for the public, one suitable  for adults and 
one for children;  

e) a draft agenda for the launch event, that should include a press conference with 
representative/s of the Commission (or the EC Representation) and a representative of the 
national or regional authorities;   

f) a draft promotional plan, incl. proposal for titles of local media and relevant social media 
channels through which the event would be promoted;  

g) project planning document, listing main task and milestones;   

h) overview of the team proposed indicating clearly the role of each team member and the 
number of man-days (incl. hostesses, animators, PR team, project management team);   
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i) proposing KPIs (Key Performance Indicators) to be met for the activities, including at 
least: opportunities to see; number of people to take part in the activities;  number of 
articles in the local media. 

- Financial proposal for this illustrative task: 

The Tenderer must provide budgetary quotation, inclusive of all costs and expenses that will 
be necessary to implement its technical proposal. The budget quotation must be prepared in 
line with provisions outlined in the point 2.7, using the template in Annex 3. 

For the purpose of preparing the financial offer proposal for this illustrative task, the 
Tenderer should assume that: 

- cost of the venue rental is set at zero; 
- there should be no contingencies.  

The Tenderer must indicate which (parts of the) task will be subcontracted and what will be 
the corresponding % of the total illustrative task's budget.  

- Duration of the tasks: 

All exhibitions are to be implemented between mid-June 2018 and end August 2018; and as 
many elements as possible should be reused as many times as possible ('travelling' 
exhibition).  

For the purpose of preparing the offer, the Tenderer should assume that the duration of the 
contract will be 7 months: 3,5 months will be spent on preparations and production; 2,5 
month on implementation of exhibitions and 1 month on gathering results and reporting. 

- Budget: 

The maximum budget earmarked by the Commission for this task is EUR 400 000 (inclusive 
of all the costs).  
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LOT 2  -  Illustrative Task 3  

Organisation of an event at the occasion of the announcement of the 2018 European 
Business Awards for the Environment Awards winners 

- Context  

The European Business Awards for the Environment scheme (EBAE, 
http://ec.europa.eu/environment/awards/about_ebae.html), managed by the European 
Commission's Directorate-General for the Environment since 1987,  recognises pioneering 
European companies that are at the forefront of turning the circular economy rules into a 
business reality, and which have a respect for the environment at the very core of their 
business principles.  

The awards are held every second year, and winners are recognised in the following four 
categories: management, product and services, process innovation, and international business 
cooperation, with a special mention for business and biodiversity. 

Winners of the next edition of the EBAE will be announced on Thursday, 25 October 2018 
in Vienna (the capital of the EU Presidency in the second half of 2018).  

This event should bring together relevant stakeholders, either directly involved in the scheme 
(such as e.g. participating companies, national authorities or associations managing the 
scheme) as well as stakeholders from the eco-innovation/circular economy sector.  

The ceremony should reflect the political importance and prestigious character of the prize, 
but it should not be luxurious. As well as a high level award ceremony, a workshop feeding 
into EU policy development and implementation should be foreseen. The debate should focus 
on practical aspects of implementation of the circular economy principles into the daily 
management of companies; including best practice exchange, discussion on key challenges, 
real life examples and stories from participants. The program should be innovative and 
interactive, maximising the networking opportunities and the exchanges between 
participants.  

For the purpose of preparing a proposal, the tender can assume that the event will take place 
from app. 14.00h on Thursday, 25/10/2018 to app. 15.00h on Friday, 26/10/2018 and that the 
EU Commissioner for Environment as well as the Minister for Environment of Austria have 
confirmed their attendance at the award ceremony. 

The budget earmarked by the Commission for this task is € 60,000 (inclusive of all costs). 
For the purpose of preparing the offer the Tenderer should assume that the duration of the 
contract will last 3,5 months: 2,5 months will be spent on preparations of the event and 1 
month on gathering results, follow up and reporting.  

- Tasks 

The Tenderer is responsible for 'A to Z' organisation of the event, including services such as 
e.g.:   

- handling of all the logistics such as rental of the venue, catering, design and production of 
diplomas and statuettes for the winners, set up of a welcome desk, roll ups and banners to 
brand the venue, necessary technical equipment, badges, hostesses, etc.);   

http://ec.europa.eu/environment/awards/about_ebae.html
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- handling of invitations and all the other correspondence and mailings, handling of 
registrations (including set up of event's webpage), promotion of the event to potential 
participants as well as the promotion of key messages to relevant target audiences. To 
note: approximately a total of 200 participants should attend the ceremony, comprising 54 
representatives of the Member States, 18 nominees for the award, 10 jury members, 
media representatives and interested stakeholders. Costs of travel and accommodation 
arrangements for participants are excluded from this assignment, they will be handled 
under a separate contract. While the mailing list for the 82 expected participants that are 
directly involved with the scheme will be provided by DG Environment, the Tenderer 
must foresee promotion to relevant networks and multipliers to ensure attendance of 
approximately 120 other guests (travel and accommodation expenses of those people will 
not be covered by the Commission);   

- providing a master of ceremony for the awards, moderator for the workshop, if 
appropriate – key note speakers (no speaking fees are foreseen for the speakers);  

- finding media partners;   
- organising live streaming (including in social media) as well photo coverage of the event 

(selection of photos documenting the event for the use of press to be uploaded on the 
event's webpage right after the ceremony);  

- following up (drafting of minutes and conclusions, sharing materials like presentations 
through uploading them to the event webpage and, at minimum, though one wave of 
direct e-mailing to those that registered for the event).  

- The technical offer for this illustrative task must include: 
- recommendation for a venue in Vienna, with justification;  
- proposal for registration system;  
- draft proposal of event's webpage (must be compliant with all relevant EC rules in that 

field, should be hosted on Europa);  
- draft event programme detailing the number and proposed format of the workshops and a 

detailed running order for the award ceremony;   
- recommendation of the key note's speaker for the award ceremony, with justification and 

of at least three experts for the workshops, two of them coming from the private and one 
from the public sector, with justification;  

- draft mailing invitation to promote participation;  
- layout proposal for the arrangement of the space and proposal for decoration and 

signposting;  
- providing project planning document, listing main task and milestones;  
- overview of the team proposed indicating clearly the role of each team member and the 

number of man-days (incl. hostesses, animators, PR team, project management team) 
- proposing KPIs (Key Performance Indicators) to be met for the activities. 

- Financial proposal for this illustrative task: 

The Tenderer must provide budgetary quotation, inclusive of all costs and expenses that will 
be necessary to implement its technical proposal. The budget quotation must be prepared in 
line with provisions outlined in the point 2.7, using the template in Annex 3. 
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For the purpose of preparing the financial offer proposal for this illustrative task, the 
Tenderer should assume that: 

- cost of the venue rental is set at zero;  
- there should be no contingencies;  
- there is one catering company that has exclusive rights for the venue and cost of lunches 

and coffee breaks is included in the venue rental, while a 1 hour cocktail (including 
service) is €25 per person.  

The Tenderer must indicate which (parts of the) task will be subcontracted and what will be 
the corresponding % of the total illustrative task's budget. 

- Duration of the tasks: 

For the purpose of preparing the offer, the Tenderer should assume that the duration of the 
contract will be 3,5 months: 2,5 months will be spent on preparations of the event and 1 
month on gathering results, follow up and reporting. 

- Budget:   

The maximum budget earmarked by the Commission for this task is EUR 60 000 (inclusive 
of all costs).  



 

 49

LOT 2  -  Illustrative Task 4  

A set of awareness-raising and promotional actions to promote the Circular Economy 
Action Plan with a focus on new waste legislation, including new targets 

- Context: 

The Circular Economy Action Plan adopted by the Commission in December 2015 includes a 
proposed revision of legislation on waste with the aim of moving towards a circular economy 
which will boost jobs and growth. The revised legislative proposal on waste sets clear targets 
for reduction of waste and establishes an ambitious and credible long-term path for waste 
management and recycling. 

Achieving these targets requires a mobilisation of all sectors of society: general public, 
industry, decision–makers etc. and their active involvement and support towards the 
suggested changes. As part of its efforts in the area of saving resources and improving waste 
management in Europe, the European Commission intends to launch a set of promotional 
activities in order to (a) raise awareness on how the public and industries will benefit from 
the implementation of the proposed measures and (b) to demonstrate the EU added value in 
the area of waste management.   

- Tasks: 

The Tenderer will provide a proposal for developing and implementing two sets of activities: 
one addressing the general public and one – targeting industries, stakeholders and decision 
makers; in the following target countries: Bulgaria, Greece, Poland, Portugal and Spain.  

- The technical offer for this illustrative task must include: 

a) identifying specific segments of the target audiences that should be addressed by the 
activities to maximize result, with justifications;  

b) a draft strategic approach, creative concept, key messages and key visual elements; with 
justification. 

c) a list of key tools to be produced in the languages the target countries featuring data 
specific for those countries, and one pan-EU version with data for the whole EU in 
English; 

At minimum, the following elements must be covered and draft text and draft designs 
must be submitted as part of the proposal: 

- one infographic for the general public to be used on social media, focusing on waste 
prevention    

- four draft tweets and four draft Facebook posts targeting the general public (both 
copies and visuals); one on packaging waste; one on marine litter and two others on 
topics related to waste management, to be suggested by the bidder  

- a concept for an online competition. For the purpose of preparing the offer, and 
regardless of the target audience suggested in the point a) above,  the tenderer should 
assume that the competition will be for young people (16 – 20 years old) on waste 
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prevention, using YouTube and Instagram influencers in the target countries as 
multipliers;  

- a draft advertorial/sponsored article for media specialising in waste management for 
specialised audiences 

- a written sample (max. 250 words, in English only) of a country-specific article (for 
the purpose of preparing the offer, the country to be covered is Bulgaria) targeting 
specialised audiences 

- a creative idea and a draft script for an on-line video (of maximum 1 min length) and 
other products to be based on the approach for the video and if possible using the 
same footage (a minimum of 2 gifs) in a style appropriate for use in social media. For 
the purpose of preparing the offer, and regardless of the target audience suggested in 
the point a) above, the tenderer should assume that the audience for this video will be 
young adults (20 – 40 years old). 

d) draft promotional plan, including channels to be used while promoting the tools and draft 
media buying plan;  

The Tenderer will suggest a split between the percentage of the available budget to be 
allocated to activities targeting the general public; and the percentage to be allocated to 
activities targeting specialised audiences (e.g. decision makers, industries, etc.); with a 
justification. 

e) draft PR plan including a list of relevant media per each target country, dissemination 
strategy and a list of materials suggested to be included in the press pack;   

f) project planning document, listing main task and milestones;  

g) overview of the team proposed indicating clearly the role of each team member and the 
number of man-days (incl. hostesses, animators, PR team, project management team)  

h) KPIs (Key Performance Indicators) to be met for the activities, including at least: 
opportunities to see; number of people to take part in the activities; number of articles in 
the local media.  

- Financial proposal for the illustrative task: 

The Tenderer must provide detailed budget, inclusive of all costs and expenses that will be 
necessary to implement its proposal.  

For the purpose of preparing the financial offer proposal for this illustrative task, the 
Tenderer should assume that there will be no contingencies.  

The Tenderer must indicate which (parts of the) task will be subcontracted and what will be 
the corresponding % of the total illustrative task's budget. 

- Duration of the tasks  

For the purpose of preparing the offer, the Tenderer should assume that the duration of the 
contract will be 10 months: 6 months will be spent on preparations, development and 
production; 3 months – on implementation and 1 month on gathering results and reporting.  
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- Budget:   

The maximum budget earmarked by the Commission for this task is €750.000 (inclusive of 
all costs), where maximum 30% of this amount is expected to be allocated to paid media.   
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LOT 2   -  Illustrative Task 5 

Design, Layout, Translation and promotion of an information sheet for the general 
public on recycling of packaging waste 

- Context: 

The Circular Economy Action Plan adopted by the Commission includes a proposed revision 
of legislation on waste with the aim of moving towards a circular economy which will boost 
jobs and growth. 

The revised legislative proposal on waste sets clear targets for reduction of waste and 
establishes an ambitious and credible long-term path for waste management and recycling. 
One such goal is a common EU target for recycling 75% of packaging waste by 2030. 

Such a target cannot be met without the added support of the general public. It is for this 
reason that DG Environment of the European Commission would like to prepare an 
information leaflet in order to encourage the citizens of the EU to get behind this initiative.    

The information sheet needs to be written in English but translated into all official languages:  
BG, CS, DA, DE, ET, EL, ES, FR, GA, HR, IT, LT, LV, HU, MT, NL, PL, PT, RO, SK, SL, 
FI, SV.   

- Tasks: 

The Tenderer is responsible for designing, producing and translating of the information sheet.  

- The technical offer for this illustrative task must include: 
a) gathering the information to write the factsheet;  
b) a detailed description of the factsheet;  
c) giving a detailed explanation of the proposed approach to the writing, design, layout, 

translation and production of the information sheet;  
d) an indication of the time needed for each stage;  
e) a sample text of approx. 250 words to show the style of writing;  
f) providing two design options;  
g) an example of how two of the visual elements could be used as social media posts;  
h) an example of how elements of the information sheet could be included on a roll-up;  
i) project planning document, listing main task and milestones;   
j) an overview of the team proposed indicating clearly the role of each team member and 

the number of man-days  

The Tenderer is free to choose the final format of the information sheet but the amount of text 
should not exceed 3,800 characters, excluding spaces.  

The information sheets should have a modern look and feel with more emphasis on the key 
information being passed in a visual way through the use of infographics and illustrations.  
The aim is to pass the appropriate message but to avoid using EU or environment policy 
jargon.  The language should be light, conversational and easily understood to increase the 
audiences' level of knowledge and awareness of the issue.  The design should allow for a 
good balance between visual elements and text. 



 

 53

In order to promote the content of the information sheet and indeed the existence of it, it is 
important that the information and the visuals in the information sheet can have multiple 
uses.  Certain elements need to be easily extracted as standalone social media posts or be able 
to be enlarged for use on roll-ups or on information panels at exhibitions. 

- Financial proposal for this illustrative task: 

The Tenderer must provide budgetary quotation, inclusive of all costs and expenses that will 
be necessary to implement its technical proposal. The budget quotation must be prepared in 
line with provisions outlined in the point 2.7, using the template in Annex 3. 

For the purpose of preparing the financial offer proposal for this illustrative task, the 
Tenderer should assume that there will be no contingencies.  

The Tenderer must indicate which (parts of the) task will be subcontracted and what will be 
the corresponding % of the total illustrative task's budget. 

- Duration of the tasks  

For the purpose of preparing the offer, the Tenderer should assume that the duration of the 
contract will last 3 months. 

- Budget:   

The maximum budget earmarked by the Commission for this task is EUR 13 000 (inclusive 
of all costs) 
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LOT 2  -  Illustrative Task 6 

Writing, design, layout, translation and promotion of a one off magazine for students 
(age 19-22), in particular design, including fashion design,  engineering and 
environment students which aims to inform them about the circular economy principles 
focusing on better product design and using waste as a resource 

- Context: 

Today's youth plays a critical role in making the circular economy a reality.  It is important 
that they already understand what it is all about – especially those who have already made 
their career choices which may be linked to product design and eco-innovation leading to a 
closed-loop economy.  For this reason the European Commission intends to publish a 
magazine, targeting students, in particular design, including fashion design, engineering and 
environment students, with the aim to inform them about the circular economy principles 
focusing on better product design and using waste as a resource; in the relevant style, and 
using relevant tonality and level of detail.   

The background for the magazine is the Commission Circular Economy Package 
http://europa.eu/rapid/press-release_IP-15-6203_en.htm; but more specifically the large part 
that is linked to DG Environment's core business. 

The magazine should be 28 pages long, written in English  and be translated into all official 
languages BG, CS, DA, DE, ET, EL, ES, FR, GA, HR, IT, LT, LV, HU, MT, NL, PL, PT, 
RO, SK, SL, FI, SV.  Its design should be lively; using a variety of colours, sizes and 
typefaces.  It should avoid having a similar layout for all pages. 

The magazine should be adaptable for individual use or classroom material. 

The publication will not be periodical, but we propose using this magazine style to 
communicate the messages – the OKAPI magazine is a good example of the type of style 
model to take inspiration from http://www.okapi.fr/L-actu-d-Okapi/Au-sommaire-du-1er-
avril-2017  

The magazine should: 

• avoid long texts (more than 1000 characters) and go for text boxes, brief articles, etc.: 
• propose explanation to common misconceptions  and  provide  answers to common 

questions  
• propose several angles dealing with the same subject for example an  article, mini-

interviews with specialists, scientists, key figures explained, quiz, etc.,; 
• on the same page/subject, propose several levels of text  addressing different groups 

of readers (younger or older, more or less pre-informed, more or less interested): 

- Tasks: 

The Tenderer will be responsible for preparing the magazine on Circular Economy for 
students.  

- The technical offer for this illustrative task must include:   
a) gathering the information to write the magazine 

http://europa.eu/rapid/press-release_IP-15-6203_en.htm
http://www.okapi.fr/L-actu-d-Okapi/Au-sommaire-du-1er-avril-2017
http://www.okapi.fr/L-actu-d-Okapi/Au-sommaire-du-1er-avril-2017
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b) a skeleton of the magazine 
c) an example of the table of contents 
d) details on how the pedagogical  issues of writing for youth will be handled 
e) a detailed explanation of the proposed approach to the writing, design, layout, translation 

and production of the magazine 
f) providing two design options to show the cover and two internal pages 
g) a sample text of approx. 500 words to show the style 
h) providing examples of how the magazine could be promoted on social media 
i) providing 3 sample extracts from the publication that could be used as social media posts 

– one such example should show an animated scrolling of different images 
j) a project planning document, listing main task and milestones;   
k) an overview of the team proposed indicating clearly the role of each team member and 

the number of man-days.   

Financial proposal for this illustrative task: 

The Tenderer must provide budgetary quotation, inclusive of all costs and expenses that will 
be necessary to implement its technical proposal. The budget quotation must be prepared in 
line with provisions outlined in the point 2.7, using the template in Annex 3. 

For the purpose of preparing the financial offer proposal for this illustrative task, the 
Tenderer should assume that there will be no contingencies.  

The Tenderer must indicate which (parts of the) task will be subcontracted and what will be 
the corresponding % of the total illustrative task's budget. 

- Duration of the tasks  

For the purpose of preparing the offer, the Tenderer should assume that the duration of the 
contract will last 9 months. 

- Budget:   

The maximum budget earmarked by the Commission for this task is EUR 140 000 (inclusive 
of all costs) 

 
 
Place of performance - Applicable to both LOT 1 and LOT 2: 
 
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 Commission’s premises. 
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ANNEX 1 - ADMINISTRATIVE INFORMATION FORM 

(To be signed by the Tenderer only or the lead Tenderer in the case of joint bids) 

Organisation or individual:  

 

NAME: ……………………………….................................................................................  

ADDRESS: ……….................................................................................................................  

 

Address where contract should be sent to (if different from above): 

………………….....................................................................................................................  

 

PERSON AUTHORISED TO SIGN CONTRACT: 

 

Name and position: ........................................................................................................  

 

PERSON FOR ROUTINE CONTACT: 

 

Name and position: .......................................................................................................  

ADDRESS: ............................................................................................................................. 

Telephone and E-mail: ..........................................................................................................  

 

 

Signature of Tenderer:                                  Date: 
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ANNEX 2 - QUESTIONNAIRE FOR JOINT BIDS AND SUBCONTRACTING 

(To be completed and signed by the lead Tenderer) 

This questionnaire should only be completed if your tender involves a joint bid or 
subcontracting. 

Joint bid (refer to paragraph 1.3) 

1.  Does your bid involve more than one Tenderer?  Yes     No    

Questions 2 - 4 shall be answered only if you have answered yes to question 1.  

2.  Please fill in the name of the company having power of attorney for the group of 
Tenderers and acting as a co-ordinator: 

            

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 (refer to paragraph 1.4) 

5.  Does your bid involve subcontracting?   Yes     No    

If the answer is yes, please complete question 6, and the next page per sub-contractor.  

 

6.  List of sub-contractors: 

……………………………………………. 

..…….….……………………………….… 

…….….…………………………………. 
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Reasons, roles, activities and responsibilities of sub-contractors 

Please complete this page for each sub-contractor (one page per sub-contractor):  
Name of the sub-contractor: 

…….….……………………………….……………………………………….. 

Official legal form:  

…….….……………………………….……………………………………….. 

Country of registration:  

…….….……………………………….……………………………………….. 

Statutory registration number: 

…….….……………………………….……………………………………….. 

(Internet address, if applicable):  

…….….……………………………….……………………………………….. 

Official address in full:  

…….….……………………………….……………………………………….. 

…….….……………………………….……………………………………….. 

Contact person:  

…….….……………………………….……………………………………….. 

Telephone number:  

…….….……………………………….……………………………………….. 

Reasons for subcontracting: 

…….….……………………………….……………………………………….. 

Role, activities and responsibilities of the sub-contractor: 

…….….……………………………….……………………………………….. 

 

Do you intend to rely on capacities from the sub-contractor in order to fulfil the selection 
criteria? If yes, specify which selection criterion - financial and economic capacity or 
technical and professional capacity - and be aware that the Tenderer must provide the 
documents which make it possible to assess the selection criteria. 

…….….……………………………….……………………………………….. 

 

Tenderer:   Date:    Signature: 
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ANNEX 3 - FINANCIAL OFFER TEMPLATE 

LOT1 
(To be completed and signed by the Tenderer only or the lead Tenderer in the case of joint bids) 

To be used also for budget allocation for illustrative tasks of Lot 1 

MAXIMUM DAILY RATES APPLICABLE TO THE FRAMEWORK CONTRACT 
The daily rates to be applied to all subsequent specific contracts awarded under this 

Framework Contract cannot exceed the prices below 
For each member of the core team, the bid should indicate whether they are deemed to be Project 
Manager/Senior expert , Project Leader/Expert/Webmaster , Junior Expert/Support Staff for the 
duration of the Framework Contract. Please note that additional categories of staff will not be 
accepted and will result in the exclusion of the offer. The category should be determined in 
accordance with the level of qualifications as follows: 

Categories of 
personnel  Level of qualification:  

Price per 
man-day 

(in EURO) 

Days 
assumed for 

calculation of 
price (must 
total 100) 

Price 

Project 
Manager 
/Senior 
expert 

Highly qualified expert having assumed important 
responsibilities in his/her profession, recruited for 
his/her management/supervisory (e.g. relating to 
project management of specific study projects), 
strategic, conceptual and creative skills in the 
exercise of his/her profession. 

He/she must have at least 15 years' professional 
experience of which at least 10 must be connected 
with the professional sector concerned and the type 
of tasks to be performed. 

 30  

Project 
Leader/Exper
t /Webmaster 

Certified expert having received high-level training 
in his/her profession, recruited for his/her 
conceptual and creative skills in the exercise of 
his/her profession. 

He/she must have at least 10 years' professional 
experience of which at least 5 must be connected 
with the professional sector concerned and the type 
of tasks to be performed. 

 50  

Junior 
expert/ 
Support staff  

Certified expert having received high-level training 
in his/her profession, recruited for his/her 
conceptual and creative skills in the exercise of 
his/her profession. Support staff may include staff 
offering specialised services, like data collection, 
surveys, administrative support, language editing, 
etc. 

He/she must have at least 2 years' professional 
experience connected with the professional sector 
concerned and the type of tasks to be performed. 

 20  

Total price of 
the bid 

  

Signature of Tenderer      ..........................................................................   

Date               



 

 60
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LOT2 

Definitions of most common profiles for personnel cost quotation: 

Project director

Highly qualified expert capable of assuming important responsibilities , 
high level of  management/supervisory and strategic skills. Responsible 
for coordinating contractual matters with the European Commission and 
with subcontractors, planning, quality assurance, follow-up and 
organisation of the team.

Project leader Managing specific projects, including coordinating matters with the 
European Commission, project planning and quality assurance. 

Assistand project leader Assisting the project leader. Daily management of specific project. 

Contract manager Manages contractual aspects of the project, including quotes, invoices, 
etc.; both with the European Commission and with subcontractors

Secretary A person assisting the team with administrative tasks. 

Communication strategist  creative 
director

Expert in planning of communication activities in strategic and political 
perspective, using different communication tools, defining target 
audiences, key messages, advising on appropriate channels, advising on 
the creative approach to take, etc

Environment policy expert / 
consultant

Person with relevant academic education capable of following policy 
developments in the field of environment, suggesting relevant topics, 
drafting texts and verifying technical correctness of material content.

Media  / Stakeholders relations

Expert in planning of public relations activities, including advice on 
themes, strategy, audience, programme, defining media 'hooks', 
monitoring event's calendar organised by third parties and suggesting 
suitable events, identifying relevant networks of multipliers / stakholders, 
developing and maintaining relationship with journalists , stakholders, 
mulitpliers, influencers, etc. 

Conceptual / creative event 
designer/ exhibition stand designer

Expert in developing creative, innovative and technically feasible 
proposals for arrangement of space at events, exhibition stands, etc. so 
that the Commission's messages are promoted in the most efficient way.  

2D Graphic designer (including 
illustrations, tables, drawings, etc.)

Expert in the graphic design of all kinds of material for both on-line and 
for use in traditional media.  Comes up with ideas for key visuals, 
develops and updates layouts for promotional material, posters, etc.

Mulitmedia / interactive / 3D 
graphic designer

Expert in the graphic design of interactive, multimeida material (including 3D) for 
use in social media, infographics,  e-pubs, mobile apps, games, etc. 
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Standard Unit Price Schedule – Lot2 
 

Unit Unit Cost in € Unit Unit Cost in €

Project director Man-Hour Man-Day

Project leader Man-Hour Man-Day

Assistand project leader Man-Hour Man-Day

Contract manager Man-Hour Man-Day

Production manager / producer Man-Hour Man-Day

Secretary Man-Hour Man-Day

Web designer Man-Hour Man-Day

Web developer Man-Hour Man-Day

Database specialist Man-Hour Man-Day

Media planner Man-Hour Man-Day

Communication strategist  / creative director Man-Hour Man-Day

Environmental policy expert / consultant Man-Hour Man-Day

Media  / Stakholder relations Man-Hour Man-Day

Conceptual  / creative event designer / exhibition stand designer Man-Hour Man-Day

2D Graphic designer (including illustrations, tables, drawings, etc.) Man-Hour Man-Day

Mulitmedia / interactive / 3D graphic designer Man-Hour Man-Day

Creative copy writider Man-Hour Man-Day

Journalistic quality writer / editor Man-Hour Man-Day

Researcher (including searching for illustrations, photos, etc.) Man-Hour Man-Day

Content integrator Man-Day Man-Day

Expert in educational material Man-Day Man-Day

App developer (iOS, Android and other platforms) Man-Day Man-Day

Information gatherer (including seraching for illustrations, photographs, etc.) Man-Day Man-Day

On-site IT assistance Man-Hour Man-Day

On-site multi-skilled worker assistance Man-Hour Man-Day

Technical staff during normal working hours Man-Hour Man-Day

Technical staff outside normal working hours (e.g. nights, public holidys, weekends) Man-Hour Man-Day

Bi-lingual hostess (english + another EU language) Man-Hour Man-Day

Interpreter (official EU language) Man-Hour Man-Day

Interpreter (not an official EU language) Man-Hour Man-Day

Photographer Man-Hour Man-Day

Security staff during normal working hours Man-Hour Man-Day

Security staff outside normal working hours (e.g. nights, public holidys, weekends) Man-Hour Man-Day

Cameraman Man-Hour Man-Day

Sound technician Man-Hour Man-Day

 < 20 m2 m²

> 21 m2 and < 50m2 m²

 > 51 m2 m2

Lockable storage space m2

Counter / desk top m2

SCIC standard compliant interpreter booth one piece

Technical event carpet m2

Standard quality decorative carpet m2

Stand spotlight (LED) one piece

Speaker's podium /stage m²

PERSONNEL COST*

OTHER COSTS

Design and production of customised structure for a multi-purpose stand**
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Assembly and dismantling

Multi-purpose stand area with carpet < 20 m2 m²

Multi-purpose stand area with carpet > 21 m2 and < 50m2 m²

Multi-purpose stand area with carpet > 51 m2 m²

Technical floor m²

Furniture (rental)
Short term (up to 

7 days) / day Unit Cost in €
Long term 

(beyond 7 days) Unit C

Office desk one piece/day one piece/week

Reception desk one piece/day one piece/week

Chair - standard one piece/day one piece/week

Chair - top-of-the-range one piece/day one piece/week

Table (rectangular: 80cm x 120cm, or round: diameter 80cm)  - standard one piece/day one piece/week

Table (rectangular: 80cm x 120cm, or round: diameter 80cm)  - top of the range one piece/day one piece/week

High (bar) stool - standard one piece/day one piece/week

High (bar) stool - top-of-the-range one piece/day one piece/week

High (bar) table - standard one piece/day one piece/week

High (bar) table - top-of-the-range one piece/day one piece/week

Cosy corner set (1 low table and 4 couches) one set / day one piece/week

 'Cosy corner' low table one piece/day one piece/week

 'Cosy corner' couche one piece/day one piece/week

Lockable cabinet (volume ½ m3) one piece/day one piece/week

Publication display A4 - min. 4 spots, standard quality one piece/day one piece/week

Lectern one piece/day one piece/week

Nameplate one piece/day one piece/week

Flagpole with flag one piece/day one piece/week

Technical equipment (rental ) Short term (up to 
7 days) / day

Unit Cost in € Longer term 
(beyond 7 days)

Unit C

Multimedia PC*** with installation one piece/day one piece/week

Multimedia PC*** with local printer (at minimum black and white, laser,  A4) with installation one piece/day one piece/week

Network printer (at minimum black and white, laser,A3) with installation one piece/day one piece/week

42" plasma screen for connection to a PC or a video  DVD player one piece/day one piece/week

Touch screen one piece/day one piece/week

Video player / DVD player one piece/day one piece/week

Cables for IT network one piece/day one piece/week

Microphone wireless one piece/day one piece/week

Amplifier one piece/day one piece/week

Loudspeakers one piece/day one piece/week

Headset one piece/day one piece/week

Projector/beamer one piece/day one piece/week

Printing work

Full color photo / text panel m2

Full color paper poster (paper 170 gms) one piece

Full color sticker panel for outside (eg. to be placed on windows) m2

Full color sticker panel for inside m2

Full color printed banner - inside m2

Full color printed banner - oustide m²

Full color printed tissue m²

Portable exhibition material

Quick display system (roll up or equivalent) - stand alone (approx. 0,8 x 2 m) - purchase one piece

Quick display system (roll up or equivalent) - stand alone (approx. 0,8 x 2 m) - rental (including producing and fixing new design) one piece

Pop-up type display stand (with magnetic struts and printed panels or equivalent, approx. 2 x 3 m) - purchase one piece

Pop-up type display stand (with magnetic struts and printed panels or equivalent, approx. 2 x 3 m) - rental (including producing 
and fixing new design)

one piece
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Drafting, layouting, editing, etc.
Adapting a text Page
Correcting typing errors, spelling and grammar Page
Correcting style and fact-checking/internal cross-checking Page
Purchasing illustrations and photographs, based on actual costs Page
Proofreading Page
Off-line editing (with editor) hour day

On-line editing (with editor) hour day

Subtitles minute

. into BG Page

. into CZ Page

. into DA Page

. into DE Page

. into EE Page

. into EL Page

. into EN Page

. into ES Page

. into FI Page

. into FR Page

. into GA Page

. into HU Page

. into IT Page

. into LT Page

. into LV Page

. into MT Page

. into NL Page

. into PL Page

. into PT Page

. into RO Page

. into SI Page

. into SK Page

. into SV Page

. into Russian Page

. into Chinese Page

. into Arabic Page

. into Turkish Page

. into other languages Page

. surcharge for urgent translation (24 hours) Page

Digitalising photographs/illustrations

. for publication in paper form (300 dpi) One piece

. for publication online (72 dpi) One piece

Page layout from electronic original (text only)

. 21 x 21 format Page

. A5 format Page

. A4 format Page

. A3 format Page

. A2 format Page

. A1 format Page

. A0 format Page

. B5 format Page

. C5 format Page

Layout from electronic original (text + illustrations)

. 21 x 21 format Page

. A5 format Page

. A4 format Page

. A3 format Page

. A2 format Page

. A1 format Page

. A0 format Page

. B5 format Page

. C5 format Page

Translation (a page of translation is considered to be 1500 excl. spaces)
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Colour proof (quality proofing for Iris-type, Epson and other printing)

. 21 x 21 format                         One piece

. A5 format One piece

. A4 format. One piece

. A3 format One piece

. A2 format One piece

. A1 format One piece

. A0 format One piece

. B5 format One piece

. C5 format One piece

Miscellanous

Badge one piece

Promotional articles such as pens, notebooks, etc. one piece In line with 
catalogue price

*/ 7h30min is considered a standard working day and should be used for calculation of quotes expressed in units/day.

Signature of Tenderer

Date

***/ Computers must be maximum 3 years old and be equipped with latest versions of internet explorer and firefox or chrome.  They must have latest versions of  Flash Player,  Adobe Reader, media players allowing for reading most 
popular audio and video formats installed and have minimum MS Office 2010.  The operational system must be  latest available (or compaitble with latest available) version of Windows , an antivirus and malware proteciton software 
, min 19 "flat screen, keyboard, mouse, minimum 2 USB ports, port for network / internet cable. 

**/ Must include at minimum self-standing walls  of sufficient stability to attach to it other elements such as e.g. shelves or counter tops, hookups for electricity, internet, lightning and include necessary cables.

 

 

 

Model for budget quotations for an  illustrative tasks – Lot2 

 
BUDGET QUOTATION FOR ILLUSTRATIVE TASK NUMBER:

Unit Unit cost in € Quantity Total cost of a resource in €

Unit Unit cost in € Quantity Total of a reimbursable expense in €

Date

Illustrative Task grand total

Signature of Tenderer

Type of Resource 

In this: % subcontracting

Type of reimbursable expense
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ANNEX 4 - LEGAL ENTITY AND FINANCIAL IDENTIFICATION FORMS 

 

 

 

These forms can be downloaded from  

 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cf
m (Legal entity form) 

(To be signed by the Tenderer and all members of the group in the case of joint tender (not necessary for 
subcontractors) 

 

 

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 
(financial identification form) 

(One form per offer to be signed by the Tenderer or lead tender in the case the of joint tender)

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
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ANNEX 5 - DECLARATION ON HONOUR ON 
EXCLUSION CRITERIA AND SELECTION CRITERIA 

(To be completed by the Tenderer, all members of a joint tender and any subcontractor whose capacity is 
necessary to fulfil the selection criteria) 

Comments [in grey italics in square brackets] are to be deleted and/or replaced by 
appropriate data.  

The undersigned [insert name of the signatory of this form], representing: 

(only for natural persons) 
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 

  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 credibity where such conduct denotes wrongful 
intent or gross negligence, including, in particular, any of the following: 
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(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   
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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 

Not applicable to natural persons, Member States and local authorities 

 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

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 

  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

Situation (a) above (bankruptcy)    
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Situation (b) above (breach in payment of taxes or social security 
contributions)    

IV – GROUNDS FOR REJECTION FROM THIS PROCEDURE 

  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. 

The person is not required to submit the evidence if it has already been submitted for another 
procurement procedure. The documents must have been issued no more than one year before 
the date of their request by the Contracting Authority and must still be valid at that date.  

The signatory declares that the person has already provided the documentary evidence for a 
previous procedure and confirms that there has been no change in its situation:  
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Document Full reference to previous procedure 

Insert as many lines as necessary.  

VII – SELECTION CRITERIA  

 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 section 
2.3.2 of the tender specifications; 

   

(b) It fulfills the applicable economic and financial criteria indicated in 
section 2.3.3 of the tender specifications;    

(c) It fulfills the applicable technical and professional criteria indicated in 
section 2.3.4 of the tender specifications.    

 

  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. 

   

VII – EVIDENCE FOR SELECTION 

The signatory declares that the above-mentioned person is able to provide the necessary 
supporting documents listed in the relevant sections of the tender specifications and which 
are not available electronically upon request and without delay. 

The person is not required to submit the evidence if it has already been submitted for another 
procurement procedure. The documents must have been issued no more than one year before 
the date of their request by the Contracting Authority and must still be valid at that date.  

The signatory declares that the person has already provided the documentary evidence for a 
previous procedure and confirms that there has been no change in its situation:  

Document Full reference to previous procedure 

Insert as many lines as necessary.  

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 
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ANNEX 6 – BUDGETING THE ORGANISATION OF WORKSHOPS/CONFERENCES 

(Rules regarding travel and subsistence (for the invited participants) for the organisation of 
workshops/conferences if specified in the tender specifications) 

Travel costs must be based on the following: 

- Train:  first-class rail travel for journeys less than 400 km (one way). 

- Flight: economy class air travel for distances of more than 400 km. Business class is allowed for a flight 
of 4 hours or more without stopovers. 

- Private car: the travel shall be reimbursed at the same rate as the first-class rail ticket, or by default at the 
rate of 0.22 € per km. 

Different travel options will not be accepted and will result in refusal of the offer. Amounts must be quoted 
in EURO. Prices must be fixed amounts and be calculated exclusive of all duties and taxes. 

 Maximum rates for accommodation and subsistence.  
Destination Hotel ceiling  

in euros 
Daily allowance 
in euros 

Belgium 148 102 
Bulgaria 135 57 
Czech Republic 124 70 
Denmark 173 124 
Germany 128 97 
Estonia 105 80 
Ireland 159 108 
Greece 112 82 
Spain 128 88 
France 180 102 
Croatia 110 75 
Italy 148 98 
Cyprus 140 88 
Latvia 116 73 
Lithuania 117 69 
Luxembourg 148 98 
Hungary 120 64 
Malta 138 88 
Netherlands 166 103 
Austria 132 102 
Poland 116 67 
Portugal 101 83 
Romania 136 62 
Slovenia 117 84 
Slovak Republic 100 74 
Finland 142 113 
Sweden 187 117 
United Kingdom 209 125 

Rates for hotel and subsistence for countries not included in the above table will be provided by the 
Commission services if necessary. 

Rates for hotel and subsistence for countries not included in the above table will be provided by the Commission 
services if necessary. 
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ANNEX 7 - METHOD OF ORDERING SERVICES 
 

LOT1 
When the Commission wishes to procure services under the Framework Contract, it will 
send all the Contractors a request for services by post or E-mail. The request will set out 
the terms of reference for the service(s) required, including the price covering all expenses 
and the performance deadlines in keeping with the contract terms, and a deadline for 
making bids (usually around 10 working days depending on the nature of the tasks being 
requested). 
 
The Contractors will provide the Commission with a written offer for the services required 
(electronic offers will not be accepted), including a team of experts whom he proposes to 
entrust with the work in question, an outline of the methodologies proposed, a work 
programme and a lump-sum price for the service(s), based on the maximum daily rates 
defined in Annex 3 to these tender specifications, and including any other relevant costs in 
line with the requirements of these tender specifications. 
 
The Commission services concerned will examine the offers received. The assessment will 
consist of an assessment of the quality and a comparison with the price. The specific 
contract will be awarded to the best offer received, on the basis of the award criteria 
established below. 
 
Within 15 working days of a specific contract being sent by the Commission to the 
Contractor, the Commission shall receive it back, duly signed and dated.  
 
 
A maximum of 50 points will be attributed to criterion 1, a maximum of 40 points will be 
attributed to criterion 2, and a maximum of 10 points will be attributed to criterion 3. In 
addition a minimum threshold will be set up under this system of points: 
 
 - Technical sufficiency levels:  Selected companies will have to score a minimum of 25, 20 
and 5 points under criteria 1, 2 and 3 respectively, with a minimum total of 60 points. 
 
Tenders scoring less than 60 in the overall points total or less than 50% in the points 
awarded for a single criterion will be excluded from the rest of the assessment procedure. 
Assessment of the tenders will focus on the quality of the proposed services therefore 
Tenderers should elaborate on all points addressed by these specifications in order to score 
as many points as possible. The mere repetition of mandatory requirements set out in the 
specifications, without going into details or without giving any added value, will only 
result in a very low score. In addition, if certain essential points of the specifications are 
not expressly covered by the tender, the Commission may decide to give a zero mark for 
the relevant qualitative award criteria. 

1 Quality of the proposed methodology (50 points – minimum threshold 50%) 

 This criterion assesses the suitability and strength of the proposal as measured against 
the requirements of the tasks in terms of the technical content, completeness, originality 
of ideas (where appropriate) and proposed effort. The degree to which the methodology 
shows the capacity to resolve the questions underlying in the service request in a realistic 
and well-structured way, as well as whether the methods proposed are suited to the 
needs set out by the Commission. 

2 Organisation of the work (40 points – minimum threshold 50%) 
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This criterion will assess how the roles and responsibilities of the proposed team and of 
the economic operators (in case of joint tenders, including subcontractors if applicable) 
are distributed for each task. It also assesses the global allocation of time and resources 
to the project and to each task or deliverable, and whether this allocation is adequate 
for the work. The tender should provide details on the allocation of time and resources 
and the rationale behind the choice of this allocation.  

3 Quality control measures (10 points – minimum threshold 50%) 

This criterion will assess the quality control system applied to the service foreseen in 
these tasks concerning the quality of the deliverables, the language quality check, and 
continuity of the service in case of absence of a member of the team. The quality 
system should be detailed in the tender and specific to the tasks at hand; a generic 
quality control system will result in a low score.  

 
The bid offering the best value for money according to the 'best price-quality ratio' award 
method will be chosen, provided that the minimum number of points cited above is 
achieved. 'Best price-quality ratio' will be calculated as follows: 
 

• All bids that do not reach the stated technical sufficiency levels for each individual 
award criteria will not be considered for contract award.  

 
• All bids that have passed the individual levels and score 60 or higher are deemed to 

be technically sufficient. Then the price is divided by the total number of points 
awarded to obtain the price-quality ratio. The award of the contract will be made in 
accordance with the lowest ratio.  
 

The Commission reserves the right not to select any tender if the amounts tendered exceed 
the budget envisaged for the particular piece of work or to reject any offers that do not 
comply with the pre-agreed maximum rates in the Framework Contract. 
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LOT2 
METHOD OF ORDERING SERVICES 

 
When the Commission wishes to procure services under the framework contract, it will 
send the contractor a request for services by post or E-mail. The request will set out the 
terms of reference for the service(s) required, including the price covering all expenses and 
the performance deadlines in keeping with the contract terms, and a deadline for making 
bids (usually around 10 working days depending on the nature of the tasks being 
requested). 
 
The contractor will provide the Commission with a written offer for the services required, 
including a team of experts whom he proposes to entrust with the work in question, an 
outline of the methodologies proposed, a work programme and a lump-sum price for the 
service(s), based on the price schedule defined in Annex 3 to these tender specifications. 
 
The Commission services concerned will examine the offer received. The assessment will 
consist of an assessment of the quality of the offer and its compliance with the framework 
contract including the rates therein. The Commission will confirm its acceptance of the 
offer by drawing up a specific contract to be signed by both contracting parties. 
 
The Commission reserves the right not to accept the offer should the above conditions not 
be fulfilled. 
 
Within 15 working days of a specific contract being sent by the Commission to the 
Contractor, the Commission shall receive it back, duly signed and dated. 
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Specimen: SERVICE REQUEST 
 
 Under Framework Contract No ................... 
 between the Commission and .................. 
 
 
Pursuant to the above-mentioned Framework Contract, concluded between the 
Commission and your company, we request an offer for the service specified below: 
 
1. Designation of service requested 
 

 

 

2. Requester (name and function) 
 

 

3. Specific terms of reference 
 

See annex 

4.  Tasks under the Framework 
Contract to which this specific 
request refers 

 

5. Estimated duration of the work 
(calendar days) 

       Proposed starting and completion 
dates 

 

6. Maximum budget available for the 
services 

€ 

7. Expected result 
 

 

8. Requester's address (to which the 
offer is to be sent) 

 

9. Requester's signature 
 

 

10. Date of signing request 
 

 

 
 
Thank you in advance for responding rapidly to this request by submitting an offer in 
accordance with the provisions of the Framework Contract within 10 working days. Please 
also advise the Commission services with 5 working days if you do not intend to submit an 
offer. 
 
 
Annex: Specific terms of reference 
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Specimen: SERVICE / STUDY REQUEST – ANNEX “Specific Terms of 
Reference” 
 
 
- General background and objectives 

- Tasks  

- Deliverables and final output  

- Guidance on methodology  

- Performance and quality requirements  

- General time line and progress meetings foreseen with the Contracting Authority if any  

- Duration of the tasks  

- Intellectual property rights  
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 Commission’s premises. 
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Specimen: SPECIFIC REQUEST – FINANCIAL OFFER TEMPLATE 
 

SPECIFIC CONTRACT  N° ____ 
 

 
(FOR GUIDANCE PURPOSES ONLY ) 

 
LOT 1  

 
PRICE AND ESTIMATED BUDGET BREAKDOWN 
Calculation of the costs (incl. travel and any other related costs) 
Type of 
service 
provider 

Position 
within 
the 
project 
team 

Number 
of 
working 
days 

Allocation 
of tasks 

Proportion 
of the 
contract in 
% 

Daily rate 
in €13 

Costs in € 

Lead 
Contractor 

      

 …… ……. …….. …….. ……..  

 …… ……. …….. …….. ……..  

 Sub-total …….  …….. ……..  

Sub-
contractor 1 

      

 …… ……. …….. …….. ……..  
 Sub-total …….  …….. ……..  
Sub-
contractor 2 

      

 …… ……. …….. …….. ……..  
 Sub-total …….  …….. ……..  
Sub-
contractor 3 

      

 …… ……. …….. …….. ……..  
 Sub-total …….  …….. ……..  
Travel/other 
costs14 (if 
applicable) 

      

 Total ……  …… ……  

       
       
       

 

                                                 

 
13 Only the daily rates up to the maximum indicated in Annex 3 can be used. 

14 Will be reimbursed on a lump-sum basis. 
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Signature of Tenderer      ............................................................   

Date      ............................................................  

 

 

LOT 2 

Financial offer for Specific Contract (SR _____):

Unit Unit cost in € Quantity Total cost of a resource in €

Unit Unit cost in € Quantity Total of a reimbursable expense in €

Date

Grand total
In this: % subcontracting

Signature of Tenderer

etc

Type of reimbursable expense

Type of Resource 
Task 1
Task 2
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ANNEX 8 - MODEL CONTRACT FOR THE FRAMEWORK CONTRACT 
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ANNEX 9 - ACKNOWLEDGEMENT OF RECEIPT 

 
 

EUROPEAN COMMISSION 
DIRECTORATES-GENERAL  
ENVIRONMENT  
ENV.A - Policy, Coordination and Resources 
ENV.A5 - Finance 

    
 
 
 
 
 
 
 
 
_____________________________________________________________________________ 
 
 
ACKNOWLEDGEMENT OF YOUR TENDER 
 
 
 
 
Our reference: ENV.B.1/FRA/2018/0002 
 
Your reference:  
 
We wish to confirm the receipt and opening of your offer1. Your offer will now be evaluated 
by the Commission and its experts. You will be informed of the result in due course. 
 
We thank you for your interest. 
 
        
       Markets Team 
 

                                                 

 
1  Your personal contact data has been recorded in a database used by the Markets Team of unit ENV.A5 

for the administrative management of offers. The Commission is bound by Regulation 45/2001 on the 
protection of individuals with regard to the processing of personal data by the Union institutions and 
bodies. For more information, and to exercise your rights to access and eventually correct data 
concerning you, please don’t hesitate to contact us. 

 

 

(Please fill in your address) 
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