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[bookmark: _Toc505153085]I.	TECHNICAL SPECIFICATIONS

[bookmark: _Toc505153086]I.1	GENERAL INFORMATION

The General Secretariat of the Council of the European Union (hereafter the "GSC" or the "Contracting Authority") seeks the provision of services to strengthen its management capability. In line with revised management policy, the GSC specifically seeks economic operators (hereafter the "tenderer(s)") interested and able to provide a multi-source feedback mechanism, follow-up coaching and a possible related consultancy service for its managers.

The tenderer must demonstrate a good knowledge and understanding of European public administrations and be aware of the context in which such organisations are operating. In addition, the tenderer shall be specialised in the field of management development and consultancy and have substantial experience in the design, delivery and administration of a multi-source feedback mechanism. The GSC will award a single framework contract to one tenderer for a maximum period of 4 years (2 years renewable by 1 year twice).

[bookmark: _Toc505153087]I.2	PURPOSE OF THE CALL FOR TENDERS

The GSC aims to deliver excellent, innovative and forward thinking services to the institutions it serves: the European Council, the highest political authority in Europe; and the Council of the European Union.

In today's evolving working environment this requires a renewed focus on how the GSC invests in its people and in its management towards realising optimal potential for the organisation. It implies driving a culture change towards a more collaborative, flexible and dynamic workplace with room for individual diversity, empowerment and development. The GSC practices and applies a policy of equal opportunities and promotion of diversity.

For this reason the GSC has identified a number of initiatives to support managers in how they lead, motivate and develop their staff in an open and trust based environment. 

These include a horizontal manager's profile (see Annex VI) setting out GSC expectations from all middle and senior management staff (140 persons), a dedicated management competency framework (currently in preparation), annual individual management development plans (in preparation) and the introduction of a multisource feedback mechanism for individual management development.

It is expected that all managers will participate in a multi-source feedback exercise twice in four years and will gain the following results:
· greater insight on how they are perceived in the workplace and the impact that they have on others;
· self-awareness regarding their strengths and developmental points measured against a set of relevant criteria;
· behavioural feedback;
· support in prioritising and implementing development actions in alignment with GSC ambitions and needs;
· motivation to invest in a continuous process of development.

This evolving context implies that the Contractor will be required to ensure continuous coherence between the services offered and GSC needs and remain responsive to them.

[bookmark: _Toc505153088]
I.3	CONTRACTOR'S TASKS AND SERVICES

The Contractor's tasks will be to:

1.	Develop and deliver a customised multi-source feedback mechanism;
2.	Debrief managers and support establishment of a development plan;
3.	Provide a follow-up coaching service;
4.	Provide aggregate reports and advice to the GSC;
5.	Possibly provide a consultancy service;
6.	Proactively monitor quality of services provided and take corrective measures when necessary.

These services will be carried out by professionals with the following profiles:

· Profile A - Project Manager;
· Profile B - Human Resources Expert;
· Profile C - IT Expert;
· Profile D - Administrative Officer;
· Profile E - Executive Coach;
· Profile F - Specialist Consultant.

A detailed description of these roles and their respective responsibilities can be found under "Evaluation criteria, technical and professional ability".

[bookmark: _Toc505153089]I.3.1	DEVELOP AND DELIVER A CUSTOMISED MULTI-SOURCE FEEDBACK MECHANISM

	The Contractor shall provide:

a.	the design and implementation of the mechanism;
b.	an IT platform or website;
c.	tailored multi-source feedback questionnaires;
d.	the planning, organisation and implementation of each exercise;
e.	advice and support with communication;
f.	individual feedback reports.

a.	The design and implementation of the mechanism

The Contractor (profiles A, B and C) designs and implements a mechanism to issue tailored multi-source feedback questionnaires, collect and collate feedback and issue individual feedback reports according to the timeline foreseen in Section I.4 Provisional Time Schedule.

b.	An IT platform or website

The IT platform or website to manage the mechanism shall be compatible with the GSC environment. The Contractor shall deliver services in an electronic format compatible with the office automation tools used in the GSC (Microsoft Office - Word, Power Point, Excel, Adobe Acrobat reader) or equivalent tools. The IT platform shall be accessible from any device connected to the internet using Windows or IOS operating system and Internet Explorer or Google Chrome browser. The system shall not require installation of any plugin, add-on, applet or specific software on the end user device.

The Contractor shall also ensure that the GSC end-user environment remains protected against harmful content when accessing the system. This harmful content may, among others, consist of programs written in high level languages, for example, applets, ActiveX applets, ActionScripts for Flash, or any other form of executable contents. The Contractor shall provide services in accordance with its Security Plan which addresses the risk of the Contractor's service being compromised and used as a further penetration platform targeting the internal GSC network and services. The Contractor's Security Plan will be submitted to the Directorate of Human Resources and Personnel Administration (hereafter known as DHRPA), for possible finetuning and prior approval within the timeline (see Section I.4 Provisional time schedule).

Web accessibility is also relevant and the IPC recommendations, as described on http://ec.europa.eu/ipg/standards/accessibility/index_en.htm as well as the WAI recommendations described on https://www.w3.org/WAI/, shall also be taken into account in the preparation of the end-users pages. The Contractor shall not use any web analytics service; the GSC explicitly proscribes collection of such data.

The system shall be user-friendly and effective in terms of issue of questionnaires, storage, transmission of reports and monitoring completion rates, issue of reminders and effective delivery of questionnaires and reports to intended recipients.

c.	Tailored multi-source feedback questionnaires

The Contractor shall provide two questionnaires (for middle and senior managers), approved by the DHRPA, ready to test with a group of up to 8 managers, in a pilot multi-source feedback exercise according to the schedule set out in Section I.4 Provisional time schedule. The first exercise shall take place in the second half of 2018 and will include 50% of the management population, i.e. approximately 70 managers.

The Contractor shall adapt both questionnaires, as appropriate, for each reviewer group (line managers, peers and staff). The questionnaires shall be available in English and French and shall also take account of the public, multicultural and multilingual nature of the GSC working environment.

At the end of every exercise, the Contractor will meet and debrief the DHRPA and may be requested to adapt one or both questionnaires, in accordance with the Provisional time schedule set out under Section I.4. The costs associated with the participation in meetings and adjustment of questionnaires will be borne by the Contractor. In the event that DHRPA requests changes to the questionnaires, it will be the Contractor's responsibility to test them for effectiveness in advance of the following exercise. The Contractor will be guided and supported in this task by a representative of the DHRPA.

d.	The planning, organisation and implementation of each exercise

Before each exercise, the Contractor will submit the plan and timeline to the DHRPA for approval. The Contractor needs to note that the multi-source feedback mechanism should not be launched during the evaluation timeframe, which usually covers the period from 1 January to 15 April annually. The exercise shall take into consideration the GSC holidays and the week before and of the European Council meetings (see Section I.9). The Contractor shall be required to provide some flexibility, without extra cost to the GSC, to accommodate possible changes to the European Council calendar.

Each manager will be required to participate twice in an exercise during the maximum contractual period (4 years). Only managers with a minimum of one year's experience in their current post will participate in any given exercise. The Contractor shall choose managers as randomly as possible for participation in each exercise and ensure a balanced distribution across the GSC. The Contractor will receive the information and guidance needed for this task by the DHRPA's representative. The Contractor shall also ensure that reviewers are not overly solicited during any one particular exercise. 

The participating managers choose the language, English or French, in which they will receive the questionnaire for completion. The Contractor will select the number of reviewers, which will not exceed fifteen, some chosen randomly, to provide feedback for each manager. The reviewers may choose to complete the questionnaire in either English or French.

The Contractor (Profiles C and D) shall administer the online system used for the multi-source feedback mechanism and will run each exercise directly with managers and their reviewers. The Contractor shall track completion rates and remind reviewers to complete. The Contractor shall be available to offer technical and administrative support to participating managers, their reviewers and to the DHRPA's representative during each exercise.

The Contractor (Profile A) shall ensure that debriefing and coaching sessions are organised for each participating manager according to the timetable (see Section I.4 Provisional time schedule). The Contractor shall ensure an adequate number of Executive Coaches are available to carry out follow-up sessions, for approximately 70 managers for the first exercise, and thereafter, ensure the appropriate resource capacity for successive exercises, within the timeline indicated in Section I.4 Provisional time schedule. The managers shall have prior access to a selection of three CVs (Profile E) and will choose the coach who will conduct the debriefing session and follow-up coaching sessions. The Contractor (Profile A) shall proactively monitor the quality of the coaching services provided by the Executive Coaches (Profile D) and, in agreement with the DHRPA, take any corrective action deemed necessary. The Executive Coaches shall also contribute to the content of the aggregate report where useful, to improve the quality, relevance and/or range of the services offered. 

The multi-source feedback mechanism will be set up and run in close cooperation with the DHRPA. The final design, questionnaires, size and composition of the reviewer group, organisation and schedule for implementation of the pilot and the scheme proper will be submitted for prior approval within the timeline indicated in Section I.4 Provisional time schedule. The Contractor's attention is drawn to the fact that the GSC can request a targeted and duly justified adaptation of the multi-source feedback mechanism, including questionnaires, documentation, reports, registration and communication modalities, and/or to develop new ones at any time without further cost to the GSC. The results shall be ready for the following multi-source feedback exercise.

e.	Advice and support with communication

At the outset of the contract, the Contractor will advise the GSC how to communicate effectively about multi-source feedback mechanisms to create buy-in. Before the launch of each exercise, the Contractor will prepare the managers and their reviewers in order to maximise the return on investment for all concerned (see Section I.4 Provisional time schedule). The Contractor will prepare managers to receive and work with feedback and will prepare reviewers so that they offer constructive and actionable feedback to the manager. Reviewers must also be informed about how to offer feedback in a way that does not compromise anonymity. It should be conveyed to reviewers that this is an opportunity to positively influence their working relationship with the person being reviewed. 

The Contractor may use varied means of communication to reach GSC staff e.g. video, manual, Frequently Asked Questions sheet, etc. 

f.	Individual feedback reports

The Contractor (Profiles A, C and D) will collate, analyse and present the results in a feedback report addressed to managers, which can be requested in English or French. 
The report shall be sent in accordance with the timeline set in Section I.4 Provisional time schedule. It shall be a presentation of the scored data containing both narrative and graphic content and be easy to read and use. The Contractor (Profile D) will transmit it electronically to the manager concerned and to the Executive Coach (Profile E) chosen by the manager. The Contractor shall have in place measures to ensure that only the intended recipient can access the report. 

The reporting method used shall protect the reviewers' identities, with the exception of the line manager. This may be an issue in small teams where the reviewer's identity may be deducted by the use of a particular language, words and/or phrases. The Contractor will ensure that this risk is adequately addressed and in conformity with personal data protection provisions. 

The GSC may request changes to the layout or content of this report at no extra cost. Examples of such changes include adding the GSC brand and image to the report, including an introductory message from senior management, etc. The revised model individual report shall be ready for the following multi-source feedback exercise or by a date proposed by the Contractor and agreed by the GSC.

[bookmark: _Toc505153090]I.3.2.	DEBRIEF COACHING SESSION AND SUPPORT IN ESTABLISHMENT OF A DEVELOPMENT PLAN

The Contractor will place at the GSC's disposal a pool of highly qualified Executive Coaches (Profile E) who are familiar with the challenges of the public sector and/or an international/multinational organisation and who have extensive experience supporting senior and middle management in their professional development, including how to usefully interpret and follow-up on multi-source feedback. Executive coaches, in their attitudes, approaches and content of services provided, shall respect and promote the values of the GSC, i.e. integrity, responsibility, loyalty, independence and impartiality.

If the DHRPA considers that an Executive Coach does not reach the level of service required in the execution of their responsibilities (see Section I.5 and Section I.6) it shall inform the Contractor and provide the grounds for this decision. In the event of a proposed Executive Coach being refused, the Contractor shall propose another Executive Coach who fulfils the requirements, within a period not exceeding one week.

The managers shall have prior access to a selection of three CVs (Profile E) and will choose the coach who will conduct the debriefing session and follow-up coaching sessions. The Contractor (Profile D) will plan and organise debriefing sessions for each manager (see Section I.4 Provisional time schedule). The Contractor (Profile E) will meet managers on the GSC's premises and conduct debriefs in English or French, depending on the manager's choice.

The Contractor (Profile E) will debrief managers in a one-on-one meeting that will not exceed 2h00. The purpose of this debrief is to support the manager:

· to interpret and understand the feedback results and
· to set coherent development priorities and establish a Personal Development Plan.

By using valid and reliable models for the provision of feedback, the Contractor's (Profile E) intervention will heighten the likelihood that the manager will gain acceptance of the results, and be motivated to take action on them.
[bookmark: _Toc505153091]
I.3.3.	PROVIDE A FOLLOW-UP COACHING SERVICE

	The Contractor will provide two, face-to-face, follow-up coaching sessions, each lasting 1h30, to managers, within the agreed timeline (see Section I.4 Provisional time schedule). Managers will be accompanied by the same Executive Coach (Profile E) who debriefed the feedback results, unless they expressly request the services of another Executive Coach (Profile E). The purpose of this service is to:
· provide a confidential place to discuss change;
· support the implementation of the development plan;
· sustain motivation to further develop management skills.

In individual coaching sessions, Executive Coaches may also use a language, other than English or French, if it is the language of the person being coached and provided that the Executive Coach's command of the language is equivalent to that of a native speaker.

[bookmark: _Toc505153092]I.3.4	PROVIDE AGGREGATE REPORTS AND ADVICE TO THE GSC

	The Contractor (Profiles A and B) will provide aggregate reports, in English. Over the course of contract performance, the reports shall offer greater insights, outlining the quantitative and qualitative trends observed in individual reports and in coaching sessions.

The Contractor will debrief the DHRPA after each exercise, both orally and in writing in accordance with the Provisional time schedule set out under Section I.4. The DHRPA may request changes to the layout or content of this report at no extra cost. The revised model aggregate report shall be ready for the following multi-source feedback exercise or by a date proposed by the Contractor and agreed by the GSC.

[bookmark: _Toc505153093]I.3.5	POSSIBLE PROVISION OF CONSULTANCY SERVICES

i.	Design and deliver some follow-up development actions for GSC managers;
ii.	Design and administer a satisfaction survey amongst managers;
iii.	Input into talent management policy;
iv.	Train GSC internal coaches to offer further support to managers with their professional development plans.

i.	In the event that the GSC requests one of the above-mentioned services, the Contractor shall provide, within a period of two weeks, 3 CVs of Specialist Consultants (Profile F) from which the GSC can choose. The GSC may decide to interview all of these professionals. Any costs incurred shall be borne by the Contractor. If the GSC fails to find the right profile amongst these Specialist Consultants the Contractor shall provide the CV of a fourth Specialist Consultant within a period of two weeks. Again, the GSC reserves the right to interview this professional at no extra cost.

The Contractor (Profile F) may be required to design and deliver one or more tailored development actions to address the management skills and competencies gap identified in the aggregate reports. These follow-up actions, provided in English only, may take the form of one or more workshops, facilitated round tables, seminars, training courses, etc.

The Contractor (Profiles F and B) will ensure that there is a coherent relationship between these development initiatives and their intended purpose(s). The Contractor will also take account of the management training courses provided by the GSC internally and by the European School of Administration (see Section I.9). This will ensure that there is no duplication of effort and will build on synergies with those initiatives. The Contractor will, as needed, receive information from the DHRPA's representative to carry out this task.

ii.	The Contractor (Profile F) may be tasked with conducting a light version of a voluntary and anonymous online satisfaction survey with managers about their multi-source feedback review experience after each exercise, and providing the DHRPA with the results. The purpose is to improve the value added by the multi-source feedback experience, if possible, and to ascertain the return on investment.

iii.	The Contractor (Profile F and possibly Profile B) may be required to advise the GSC on talent management policy for its management population.

iv.	The Contractor (Profile B) may also be required to train the GSC's internal coaches to provide additional support to managers with the implementation of their development plans. Currently, the GSC has three internal coaches.

The final design, organisation and schedule for any of the above development or training initiatives will be submitted to the DHRPA for prior approval within the timeline agreed between the GSC and the Contractor.
.

[bookmark: _Toc505153094]I.3.6	PROACTIVELY MONITOR QUALITY OF SERVICES PROVIDED AND TAKE CORRECTIVE MEASURES WHEN NECESSARY

The Contractor will proactively monitor the quality of services provided and take corrective action to maintain the high quality of services expected. A detailed description of what this entails is set out under Section I.6 Quality Management Plan.

[bookmark: _Toc505153095]I.4	PROVISIONAL TIME SCHEDULE 

	The Contractor is required to deliver all the tasks described in Section I.3 in accordance with the following provisional timeline:

	SCHEDULE OVERVIEW

	Conceptual period

	Service
	Delivery (dates specified are provisional and depend on signature date of contract)

	Signature of the contract
	

	Meeting and exchange of information (see Section I.9), approval of Security Plan and Quality Management Plan
	1 week after signature of the contract

	Proposal for the design, organisation and implementation, including the timeline, of the multi-source feedback mechanism for the 2018 exercise
	3 weeks after signature of the contract

	Exchange and formal approval by DHRPA
	3 weeks after receiving proposal

	Prepare managers and reviewers for pilot
	1 week after approval of proposal

	Pilot exercise (+/- 8 managers)
	Immediate launch following end of preparatory phase

	Questionnaires open
	During a period of 2 weeks after the date of the launch

	Issue of individual feedback report
	48 hours before the coaching debrief session

	Debrief coaching sessions
	Within 2 weeks following the closure of questionnaires

	Meeting to discuss lessons learned from the pilot 
	1 week following the last debrief coaching session

	Adjustments, as needed, and approval by DHRPA
	1 week after the deadline indicated in the line above

	Remaining 2 coaching sessions
	Within 6 months following the debrief coaching session

	Launch proper (2018)

	Approval of plan and timeline by DHRPA
	1 week following the approval of adjustments post pilot

	Prepare managers and reviewers
	2 weeks following approval of plan and timeline

	Multi-source feedback mechanism rolled out to approximately 70 managers per year
	Immediate launch following end of preparatory phase

	Questionnaires open
	During a 2-week period after the date of the launch

	Issue of individual reports
	48 hours before the coaching debrief session

	Debrief coaching session
	Within 1 month after deadline for completion of questionnaires

	Coaching sessions (2)
	First session within 3 months following debrief 
Second session within 3 months of first session

	Aggregate reporting

	Aggregate reports
	Reports to be delivered by the end of the 4th month following the end of debriefing phase

	Possible adjustments 
	

	Request for targeted and duly justified adaptation of part of the multi-source feedback mechanism, including questionnaires, documentation, reports, registration and communication modalities
	Two weeks following the issue of aggregate reports or two weeks following the issue of possible satisfaction survey results

	Approval of adjustment(s) by DHRPA
	Two weeks after receipt of adjustment(s)

	Consultancy service

	Development initiative/training course
	Timetables and arrangements for delivery to be agreed with the GSC, as per need

	Satisfaction survey
	Reports to be delivered within 3 months following each exercise, as per need

	Training internal coaches
	Timetables and arrangements for delivery to be agreed with the GSC, as per need



[bookmark: _Toc505153096]I.5	REQUIRED RESOURCES - ROLES AND RESPONSIBILITIES

1. Profile A - Project Manager

The Contractor shall nominate a "Project Manager" with the profile described in the selection criteria III.3.2.(ii).B. The duties of the Project Manager include:
· act as the contact person for the GSC and attend all the meetings with the GSC;
· design, plan, organise and implement the multi-source feedback mechanism;
· ensure the presence of an adequate number of appropriate professionals to meet its contractual obligations;
· ensure the quality, coherence and consistency of all services provided;
· professional development of the Executive Coaches, which will include ensuring they are familiar with the GSC culture and environment;
· coordination of all professionals;
· manage the flow of pertinent information between the GSC and the Contractor's employees and Executive Coaches;
· ensure the timely delivery of all services, as well as questionnaires, reports, handbooks and other material requested in "Section I.3 - Contractor's Tasks and Services". See also the Provisional time schedule set out in Section I.4.

2. Profile B - Human Resources expert in the field of multi-source feedback mechanisms and management development and consultancy with the profile described in the selection criteria III.3.2.(ii).B.

The HR expert shall, in collaboration with the Project Manager, design and plan the multi-source feedback mechanism. This involves the following:
· creation of questionnaires for the mechanism;
· creation of individual reports;
· preparation of staff, including managers, for multi-source feedback exercises;
· design a template for the Personal Development Plan;
· written and oral presentation of aggregate results to senior management;
· design a satisfaction survey, if required;

In collaboration with the Specialist Consultant the HR Expert may:
·  devise development initiatives for GSC managers to address gaps identified in the aggregate reports;
·  devise training for GSC internal coaches.

The HR expert shall also cooperate with the IT Expert and Administrative Officer in the design, organisation and delivery of all aspects of the mechanism, including the production of individual and aggregate reports requested in Section I.3.

3. Profile C - IT Expert with the profile described in the selection criteria III.3.2.(ii).B. The duties of this expert include:
· defining and developing IT solutions for the launch and running of the online mechanism;
· defining and developing IT solutions for a system of transmission and storage of reports;
· in cooperation with the HR Expert (Profile B) and the Project Manager (Profile A), implementation of the multi-source feedback mechanism;
· providing IT support to GSC staff during the period when the questionnaires are open during multi-source feedback exercises and monitoring replies to ensure maximum response rates;
· in cooperation with the Project Manager (Profile A), implementation of the online satisfaction survey, as required;
· providing overall IT support.

	4. Profile D - Administrative Officer with the profile described in the selection criteria III.3.2.(ii).B. The duties of this Officer include:
· registration of contact details for managers and their reviewers;
· issue of questionnaires to managers and their reviewers;
· monitoring response rates and issue of reminders as necessary;
· issue of individual and aggregate reports according to timelines indicated (see Sections I.3.1.f. and Section I.4 Provisional time schedule);
· scheduling, rescheduling as needed, debriefing and coaching sessions;
· administration of invoicing;
· providing overall administrative support, especially during the period when questionnaires are open during multi-source feedback exercises. 

5. Profile E - Executive coach with the profile described in the selection criteria III.3.2.(ii).B.

The duties of the Executive Coaches include:
· debriefing managers on the results of the multi-source feedback mechanism;
· support managers establish a written Personal Development Plan;
· support managers in reaching their development objectives;
· provide input for the aggregate reports.

The Executive Coaches may also be requested to provide input into:
· preparation of staff for the multi-source feedback mechanism in cooperation with the HR expert (profile B);
· further development initiatives for GSC managers, if required in cooperation with the HR expert (profile B);
· training for GSC internal coaches, if required in cooperation with the HR expert (profile B).

6. Profile F - Specialist consultant with the profile described in the selection criteria III.3.2.(ii).B.

The Specialist consultant shall as required, and in collaboration with the Project Manager and DHRPA, deliver specialist consultancy services in the following areas:
· design and deliver tailored development initiatives in cooperation with the HR expert (profile B);
· design and conduct a satisfaction survey in cooperation with the HR expert (profile B), the IT expert (profile C) and the Administrative Officer (profile D);
· advise on talent management;
· deliver training to GSC internal coaches in cooperation with the HR expert (profile B).

[bookmark: _Toc505153097]I.6	QUALITY MANAGEMENT PLAN

The Contractor shall ensure that all services are performed in accordance with the Quality Management Plan, which describes how the Contractor plans to monitor, maintain and deliver services of the highest quality and ensure continuity of service to the GSC. 

The Quality Management Plan shall form an integral part of the framework contract. It shall be finetuned, if needed, and approved at the first meeting between the Contractor and the GSC after a discussion to ensure a clear and mutual understanding of the high quality of service required. Any future revisions of the plan shall require written approval by the DHRPA. Costs related to the execution or updating of the plan shall be covered entirely by the Contractor. 

The Quality Management Plan shall specify:
· the processes for maintaining client satisfaction, including a set of performance indicators that will be regularly tracked and proactively acted upon;
· contingency plans for changes at short notice;
· the system the tenderer will use to ensure confidentiality of information;
· safeguards in place to ensure reports are delivered to the intended recipients and only to them and system for ensuring that all persons involved in the provision of the services are aware of the agreed workflow to eliminate the possibility of error;
· the process for managing possible complaints;
· the selection, accreditation, preparation and development of Executive Coaches and the maintenance of an adequately sized pool of Executive Coaches;
· the evaluation system to monitor and maintain high quality performance from staff and Executive Coaches,
· additional information on the Contractor's personnel management policy, including details on staff back-up, the maintenance of an adequately sized pool of staff, procedure for the replacement of staff working with the GSC that may leave or be absent for longer periods of time;
· description of measures taken by the Contractor to assure accuracy and timeliness of invoicing.

If the GSC considers that an Executive Coach does not reach the level of service required in the execution of their responsibilities (see Section I.5) it shall inform the Contractor and provide the grounds for this decision. In the event of a proposed Executive Coach being refused, the Contractor shall propose another Executive Coach who fulfils the requirements, within a period not exceeding one week.

If the Contractor intends to replace the Project Manager, the HR Expert, IT Expert, Specialist consultant or Administrative Officer they must first obtain the agreement of the GSC before appointing a replacement. The replacement must meet the requirements set out in Section III.3.2.(ii). The GSC reserves the right to request a staff replacement without notice, if the person(s) occupying the profile(s) concerned does not/do not satisfy the requirements described in Section I.4 above.

[bookmark: _Toc505153098]I.7	ESTIMATED VOLUMES

For indicative purposes only and without any commitment by the contracting authority, it is estimated that the volume of services below will be requested annually:
· multi-source feedback review for 70 managers, including debrief and coaching sessions;
· aggregate report;
· possible consultancy services, up to 2 days per contract year, as described above under Section I.3.5.

[bookmark: _Toc505153099]I.8	COMPLIANCE WITH ENVIRONMENTAL, SOCIAL AND LABOUR LAW

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

A high standard of environmentally friendly performance is expected during the execution of the contract, in compliance with EMAS norms and in particular:
-	The majority of the assessment workflow shall be electronic, up to and including the final reports and their submission to the contracting authority. 
-	Where printing is necessary, all the printed materials shall be double-sided.

[bookmark: _Toc505153100]I.9	INFORMATION TO BE PROVIDED BY THE CONTRACTING AUTHORITY

The GSC will brief the Contractor, and keep the Contractor up-to-date, about the culture change taking place in the GSC and the policies developed, and in development, including details about other management development initiatives and training courses, to ensure the Contractor's services are closely aligned with GSC ambitions and strategies. 

The Contractor will receive copies of the GSC Management Competency Framework, the horizontal managers' profile, GSC's annual holiday and working calendars and any other documents or information that the GSC deems necessary for the services to be provided. 

[bookmark: _Toc505153101]I.10	ORDERING AND INVOICING ARRANGEMENTS

The signed framework contract lays down the conditions that apply to the project. The services are ordered by issuing purchase orders, as described in Article I.4.3 of the framework contract. The details of the services, such as nature, dates, duration are clearly defined in the purchase orders. The purchase order needs to be signed by both parties to be valid. The signed purchase order represents the legal and financial commitment of the GSC. 

By signing the framework contract, the Contractor accepts to register to the E-prior platform and submit E-invoices via this platform. The process of registration and submitting invoices will be provided by the GSC. 

[bookmark: _Toc505153102]I.11	CONFIDENTIALITY, DATA PROTECTION AND PENALTY CLAUSES
	
The Contractor, without express authorisation from the GSC, cannot make videos or sound recordings during the services performed by the Contractor.

The Contractor is responsible for ensuring that all personal data that it or its staff processes in the course of performing the contract are treated confidentially and in accordance with Regulation (EC) No 45/2001 (in force at the time of publication of the call for tenders)[footnoteRef:1]. All costs related to implementing data protection provisions remain with the Contractor. [1:  Regulation (EC) No 45/2001 will be replaced in May 2018.] 

	
The Contractor is responsible for ensuring that appropriate technical and organisational measures are taken to ensure the security of personal data processing: before (preparation), during and after the termination of the contract in accordance with Regulation (EC) No 45/2001, in particular with Article 22.

The Contractor is also responsible for protecting the identity of the source of data. The reviewers' identity shall be anonymised as early as possible in the process.

In the event that the Contractor has its headquarters or domicile outside an EU Member State, it shall demonstrate that the country where it is established affords an adequate level of protection as regards the processing of personal data. The same provision applies to the Contractor who has its domicile in a EU member State and intends to transfer personal data to a country outside the EU. The adequacy of the level of protection afforded shall be demonstrated in the light of Article 9 of Regulation 45/2001. 

Within 6 months after the termination of the contract, the Contractor will destroy all the personal data collected or generated for the performance of the services. This includes both the collected data as well as all the working files and the reports produced. In particular, the Contractor will make sure that the backup copies are also destroyed.

The penalty clauses set out in the framework contract will apply in the event of late delivery or failure to deliver services or materials and if the services delivered are of an insufficient quality.

[bookmark: _Toc505153103]I.12	INTELLECTUAL PROPERTY RIGHTS

The applicable provisions on intellectual property are set out in Article II.13 of the draft framework contract and in the declaration on the list of pre-existing rights (Annex VII).
AWARD CRITERIA

TECHNICAL SPECIFICATIONS 

[bookmark: _Toc505153104]II.	ADMINISTRATIVE PART

[bookmark: _Toc505153105]II.1	PARTICIPATION IN THE TENDER PROCEDURE

Participation in this tender procedure is open on equal terms to all natural and legal persons coming within the scope of the Treaties and to all natural and legal persons in a third country that has a special agreement with the European Union in the field of public procurement, under the conditions laid down in that agreement. Where the Multilateral Agreement on Government Procurement concluded within the World Trade Organization applies, participation in this call for tenders is also open to nationals of the countries that have ratified that Agreement, under the conditions it lays down.

[bookmark: _Toc505153106]II.2	EVIDENCE OF ACCESS TO PROCUREMENT

[bookmark: _Toc505153107]II.2.1	LEGAL ENTITY FORM AND EVIDENCE
a) All tenderers and identified subcontractors must provide a signed legal entity form with supporting evidence, in order to prove their legal capacity and their status. The form is available from:
http://www.consilium.europa.eu/en/general-secretariat/public-procurement/
b) Tenderers must provide the following information with the legal entity form: 
-	official supporting documents (register(s) of companies, official gazette, VAT registration, etc.);
-	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 that appointment if the legislation which applies to the legal entity concerned requires such publication. Evidence must be provided of any delegation of this authorisation to another representative not indicated in the official appointment;
-	for natural persons, proof of their status as a self-employed person (supporting documents concerning their social security cover and value added tax (VAT) status) and, where applicable, proof of registration on a professional or trade register or any other official document showing the registration number.

[bookmark: _Toc505153108]II.2.2	FINANCIAL IDENTIFICATION FORM AND EVIDENCE
The tenderer (or the designated single point of contact in the case of a joint tender) must provide a financial identification form and supporting documents. Only one form per offer should be submitted (no form is needed for subcontractors and other joint tenderers). The form is available from: 
http://www.consilium.europa.eu/en/general-secretariat/public-procurement/

[bookmark: _Toc505153109]II.2.3	JOINT OFFERS/GROUPINGS/CONSORTIA
a) 	A group of two or more economic operators (i.e. a consortium) may submit a joint offer. A joint tender will be treated in the same way as any other type of tender, being assessed on its own merits in the light of the criteria set out in these specifications. A joint offer may include subcontractors, in addition to the joint tenderers.
b) 	The group/consortium must state the name of the lead company and the single point of contact during the procurement procedure.
c) 	Each member of the group must provide the legal entity form and supporting evidence (see point II.2 of this Administrative Part above) and the declaration concerning the exclusion criteria and the selection criteria (see point III.1.(c) of the evaluation criteria and Annex I). 
The exclusion criteria will be applied to each member of the group individually. The selection criteria will be applied to the grouping/consortium as a whole. Members of a grouping that do not meet the selection criteria individually must indicate 'NO' in the corresponding box in the declaration on exclusion/selection (see III.3.1) of the evaluation criteria below and Annex I). 
d) 	In addition, each member of the grouping/consortium must provide a document:
-	authorising the lead company to tender and to sign a contract on behalf of the grouping/consortium and to issue invoices on behalf of all members;
-	detailing the role each member of the grouping/consortium will play in performing the contract and stating the specific resources to be made available for the performance of the contract by each member;
-	stating explicitly that the members of the grouping/consortium are jointly and severally liable to the contracting authority and that they undertake jointly to perform the contract if it is awarded to them.
e) 	Any change in the composition of the group/consortium during the procurement procedure may lead to rejection of the corresponding tender. Any change in the composition of the group/consortium after the signature of the contract may lead to the termination of the contract.
[bookmark: _Toc505153110]II.2.4	SUBCONTRACTING
a) 	Any intention to subcontract part of the contract must be clearly stated in the tender. Tenderers should provide: 
-	a document stating clearly the identity, roles, activities and responsibilities of the subcontractor(s) and specifying the intended volume/proportion of the work for each subcontractor; 
-	a letter of intent by each subcontractor stating unambiguously that it undertakes to collaborate with the tenderer should the contract be awarded to the latter, and indicating the extent of the resources that it will put at the tenderer’s disposal for the performance of the contract.
b) 	Subcontractors must provide the declaration concerning the exclusion/selection criteria (see point III.2 and point III.3.1.(ii) of the evaluation criteria). 	
	The exclusion criteria will be applied to subcontractors individually. The selection criteria will be applied as a whole. Subcontractors that do not meet any of the selection criteria must indicate 'NO' in the corresponding box in the declaration on exclusion/selection (see point III.2 and III.3 of the evaluation criteria below).
c) 	If the above-mentioned documents are not provided, the contracting authority will assume that the tenderer does not intend to subcontract any tasks.

[bookmark: _Toc505153111]II.3	PROTOCOL ON THE PRIVILEGES AND IMMUNITIES OF THE EUROPEAN UNION

The Protocol on the Privileges and Immunities of the European Union applies to this procurement procedure. The contracting authority is exempt from customs duties, indirect taxes and sales taxes, including value added tax (VAT), under Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European Communities and the relevant Member State legislation.
ADMINISTRATIVE PART 


[bookmark: _Toc505153112]III.	EVALUATION 

[bookmark: _Toc505153113]III.1	EVALUATION STEPS

a) The evaluation of offers will be based on the information provided by the tenderers. In addition, the contracting authority reserves the right to use any other information from public or specialist sources for verifying the exclusion and selection criteria. All information will be assessed in the light of the criteria set out in these tender specifications.

b) The contracting authority will check that the legal identity and financial identification forms have been correctly filled in and that the supporting evidence is complete. If applicable, the documentation relating to joint offers/subcontractors will also be checked.
c) The evaluation procedure will consist of the following steps, which will be carried out in the following order: 
-	exclusion criteria: verification of the signed declaration stating that tenderers are not in one of the situations that would exclude them from participating in the procurement procedure (see point III.2. below);
-	selection criteria: verification of the signed declaration stating that tenderers meet the mandatory selection criteria relating to the financial and technical capacity of tenderers (see point III.3. below and Annex I);
-	award criteria:
=	verification that the tenders comply with the minimum requirements set out in the technical specifications (see Annex II);
=	evaluation of tenders on the basis of the award criteria (see point IV. below).

[bookmark: _Toc505153114]III.2	EXCLUSION CRITERIA

a) 	All tenderers must provide a declaration on their honour (see Annex I), duly signed and dated by an authorised representative of the tenderer, stating that they are not in one of the situations of exclusion listed in Annex I. 
b) 	The declaration on honour must also be provided by all members of a grouping/consortium and all subcontractors. 
c) The successful tenderer must provide the documents mentioned as supporting evidence[footnoteRef:2] in Annex I before the contract is signed and within a deadline set by the contracting authority. This requirement applies to all members of a grouping/consortium in the case of a joint tender and to identified subcontractors whose capacities will be relied upon to fulfil the selection criteria.  [2:  	Tenderers can find more information about the required documents on the following website: http://ec.europa.eu/markt/ecertis/login.do] 


EVALUATION CRITERIA

[bookmark: _Toc505153115]III.3	SELECTION CRITERIA

[bookmark: _Toc505153116]III.3.1	GENERAL INFORMATION
a) 	Tenderers must be able to prove that they meet the economic, financial and technical capacity requirements to perform the services set out in this call for tenders.
b) 	In the case of joint offers/subcontractors, the selection criteria will be applied to the grouping/consortium as a whole. The lead company must attach to the declaration on exclusion/selection criteria a breakdown per company of how the selection criteria are fulfilled. This attachment, giving details of the financial/economic/technical capacities of the company or companies on which the tenderer relies to fulfil the selection criteria, must be dated and signed by the legal representatives of the company or companies in question. The contracting authority will carry out a consolidated assessment to verify compliance with the minimum capacity levels set out in the selection criteria.
c) 	The tenderer may rely on the capacities of other entities, regardless of the legal nature of the links it has with them.
d) 	Any fraudulent or negligent misrepresentation of the information needed in order to verify that the selection criteria have been fulfilled will constitute grave professional misconduct. 

[bookmark: _Toc505153117]III.3.2	CONDITIONS FOR PARTICIPATION

1. [bookmark: _Toc433962542]Economic and financial ability
	 Minimum requirements/evidence
=	The tenderer's statement must demonstrate a minimum annual turnover of €230,000 for services in relation to management development, including multi-source feedback mechanisms, and management consultancy during the last 3 financial years available.
=	The tenderer must provide a copy of the balance sheets and profit/loss accounts and/or other supporting documents for the previous 3 financial years available. If the balance sheets and profit/loss accounts show an average loss during the previous 3 years, then tenderers must submit relevant explanation/justification as well as additional documents regarding application of financial risk management policy and insurance.

1. [bookmark: _Toc433962543]Technical and professional ability
	Tenderers must demonstrate that they have sufficient technical and professional capacity to perform the contract.

	This applies globally to all the members of the group and/or subcontractors. It is therefore the combined capacity of all the members of the group and/or the subcontractors, taken as whole, which will be taken into account.

	To prove its technical and professional capacity, the tenderer must satisfy the following criteria and the documents below must be submitted.

A.	Tenderer's experience in the field of the contract
The tenderer must demonstrate experience in the field of management development, multi-source feedback mechanisms, and management consultancy.

Criterion: 
Minimum of five contracts carried out, or ongoing, in the past three years as main contractor or subcontractor/part of a group, covering such areas as management development, multi-source feedback mechanisms, executive coaching, and management consultancy. 

Supporting documents:
A list of five contracts carried out in the past three years showing that the tenderer has gained the above experience. The contracts listed as references must demonstrate specifically the tenderer's ability to provide services in English and French. For each reference provided, information must be given about the client (public or private), the period of performance of the contract and the scope of the services (short description, volume and value of the contract). 

B.	Capacity of the team proposed by the tenderer
The tenderer must have the following team at its disposal:

Profile A - Project Manager
The Project Manager will be responsible throughout the contract for the overall delivery, monitoring, quality control and follow-up of services (see Section I.4 of the technical specifications). 
The Project Manager may also perform other duties in his or her area of expertise, and therefore collaborate with the HR expert. However, this should not be to the detriment of their Project management responsibilities.
· Criterion 1 - Education
	Completed university studies of at least three years attested by a diploma.

· Criterion 2 - Professional experience
	Minimum of 6 years experience organising, managing and coordinating complex projects and 3 years in the field of management development, including multi-source feedback mechanisms, and possibly management consultancy.
· Criterion 3 - Language competence
	The Project Manager must demonstrate knowledge of English and French corresponding, at least, to level C1, as defined by the Common European Framework of Reference for Languages (CEFR) of the Council of Europe
	https://europass.cedefop.europa.eu/sites/default/files/cefr-en.pdf

Supporting documents:
-	Curriculum vitae certifying the professional experience and the language skills described above. The tenderer is obliged to provide their CV in the Europass format, which can be downloaded from the following address:
https://europass.cedefop.europa.eu/

-	Copy of the diploma/degree.

Profile B - Human Resources Expert
· Criterion 1 - Education
	Higher education degree in Human Resources or a closely related field, for example, Organisational psychology (see Criterion 2).
· Criterion 2 - Professional experience
	The HR Expert must demonstrate a minimum of 8 years of professional experience in the areas of management development, including multi-source feedback mechanisms, and related consultancy services. The HR Expert shall also have some knowledge and understanding of European public administrations. The fulfilment of criterion 1 may be waived if the professional can demonstrate 15 years experience in this field.
· Criterion 3 - Language competence
	The HR Expert must demonstrate knowledge of English and/or French corresponding, at least, to level C1, as defined by the Common European Framework of Reference for Languages (CEFR) of the Council of Europe
https://europass.cedefop.europa.eu/sites/default/files/cefr-en.pdf.
Supporting documents:
- 	Curriculum vitae certifying the professional experience and the language skills described above. The tenderer is obliged to provide their CV in the Europass format, which can be downloaded from the following address:
	https://europass.cedefop.europa.eu/

- 	Copy of the degree.

Profile C - IT expert 
· Criterion 1 - Professional experience
	The IT expert must demonstrate a minimum of 2 years professional experience in IT solutions in the field of HR related systems.
· 	Criterion 2 - Language competence
	The IT/Administrative Officer must demonstrate knowledge of English and French corresponding to level B2, as defined by the Common European Framework of Reference for Languages (CEFR) of the Council of Europe
https://europass.cedefop.europa.eu/sites/default/files/cefr-en.pdf.

Supporting documents:
The completed and signed "Declaration on honour on exclusion criteria and selection criteria"(Annex I), confirming, compliance with this and other criteria.

The GSC reserves the right to request the CV in order to verify the information provided in the Declaration. In this case, the Contractor must submit the CV using the Europass format, which can be downloaded from the following address:
https://europass.cedefop.europa.eu.

Profile D - Administrative Officer
· Criterion 1 - Professional experience
	The Administrative Officer must demonstrate a minimum of 2 years of relevant professional experience in managing multi-source feedback mechanisms and administration of multi-source feedback campaigns, of at least a similar size.
· Criterion 2 - Language competence
	The Administrative Officer must demonstrate knowledge of English and French corresponding to level B2, as defined by the Common European Framework of Reference for Languages (CEFR) of the Council of Europe
https://europass.cedefop.europa.eu/sites/default/files/cefr-en.pdf.

Supporting documents:
The completed and signed "Declaration on honour on exclusion criteria and selection criteria" (Annex I), confirming compliance with this and other criteria.

The GSC reserves the right to request the CV in order to verify the information provided in the table. In this case, the Contractor must submit the CV using the Europass format which can be downloaded from the following address:
https://europass.cedefop.europa.eu

Profile E - Executive Coach
The Contractor shall provide a team of highly competent Executive Coaches.

· Criterion 1 - Education
-	Qualification or certification recognised at national and/or international level in the field of coaching;
-	Member of an international professional coaching body/federation;
-	Regular supervision and continuous personal development (at least 16h per year);
-	Accredited in a 360º feedback qualifying programme or equivalent.

· Criterion 2 - Professional experience
Executive coaches shall have at least 10 years of continued coaching experience. This experience will include knowledge of environments similar in nature to the GSC, i.e. public, international and culturally diverse. They must demonstrate experience providing multi-source feedback coaching to management. They must show that they have provided at least 50 days of coaching both middle and senior managers in development of managerial skills for each of the past three years.
For each coaching assignment, the level of responsibility of the person being coached must be indicated, as must the subject of the coaching, the duration in hours and the period over which the coaching took place.

· Criterion 3 - Language competence
Executive coaches must be able to demonstrate their ability to provide coaching in either English or French, mastering the relevant language to the level of a native speaker. This corresponds to level C1, at least, as defined by the Common European Framework of Reference for Languages (CEFR) of the Council of Europe
	https://europass.cedefop.europa.eu/sites/default/files/cefr-en.pdf

Supporting documents: 
A completed version of the table in Annex I "Declaration on honour on exclusion criteria and selection criteria" (Section VI), confirming compliance with this and other criteria. 
The GSC will request the CVs in order to verify the information provided in the table once the contract is signed. The Contractor must submit the CVs using the Europass format which can be downloaded from the following address:
https://europass.cedefop.europa.eu.

Profile F - Specialist consultant
Given the cultural diversity of the GSC, the Specialist Consultant shall have experience working in an international context and have some knowledge and understanding of European public administrations. The Specialist Consultant must possess a high level of competence in their field.

· Criterion 1 - Education
-	a higher education degree relevant to the requested consultancy service (see section I.3.5 of the technical specifications above and Criterion 2 below);
-	a relevant higher education degree (master's level) is required for survey-related projects.

· Criterion 2 - Professional experience
Specialist Consultants must demonstrate that they have provided a minimum of 8 years experience in the field of the consultancy service described under I.3.5. If the first degree is in a non related field the Specialist consultant shall demonstrate 12 years experience in the field and in an international context.

· Criterion 3 - Language competence
Specialist consultants must be able to demonstrate their ability to provide a service in either English, mastering the relevant language to the level of a native speaker. This corresponds to level C1, at least, as defined by the Common European Framework of Reference for Languages (CEFR) of the Council of Europe
https://europass.cedefop.europa.eu/sites/default/files/cefr-en.pdf

Supporting documents: 
- copy of degree(s)
-A completed version of the table in Annex I "Declaration on honour on exclusion criteria and selection criteria" (Section VI ), confirming compliance with this and other criteria.

In the event that the services of a Specialist consultant are required, the GSC will request the CVs. The Contractor must submit the CVs using the Europass format which can be downloaded from the following address:
	https://europass.cedefop.europa.eu.

C.	 Other documentation requested

The tenderer must provide the organigram, history and description of the company.

SELECTION CRITERIA
 
[bookmark: _Toc505153118]IV	AWARD CRITERIA

[bookmark: _Toc505153119]IV.1	AWARD METHOD
[bookmark: _Toc442082107]The contract will be awarded to the tenderer offering the best quality / price ratio, taking into consideration:
[bookmark: _Toc442082108]- the quality of the proposed services based on the award criteria detailed below;
[bookmark: _Toc442082109]- the financial offer.

[bookmark: _Toc442082110][bookmark: _Toc505153120]IV.2	QUALITY CRITERIA 
[bookmark: _Toc433962552][bookmark: _Toc336336623]
	Item
	Quality criteria
	Max. points

	1.
	Comprehension of the context and requirements
A maximum of 5 points will be awarded to the offer that demonstrates:
- an understanding of European public administrations: (1 point)
- relevance and quality of the tenderer's understanding regarding GSC needs and ambitions:
(3 points)
- predicted return on investment (1 point)
	


1


3
1
	5

	2.
	Quality of the multi-source feedback mechanism
A maximum of 30 points will be awarded to the offer describing how the tenderer intends to design, set up and implement the multi-source feedback mechanism on the basis of the following criteria:
- quality of the proposed design and methodology for the full mechanism (10 points)
- quality of design and methodology used to create two questionnaires and a sample of 6 questions provided (10 points)
- User-friendliness and effectiveness of the IT platform (5 points)
 - planning, organisation and timeline for tasks and allocation of resources (5 points)
	




10

10

5
5

	30

	3.
	Quality of material to be supplied
A maximum of 10 points will be awarded on the basis of quality to the offer which provides the following examples of material: 
- communication material to train/prepare staff for multi-source feedback exercises (4 points)
- model individual and aggregate feedback reports (5 points)
- Personal Development Plan template (1 point)
	



4
5

1
	10

	4.
	Quality of coaching service
A maximum of 39 points will be awarded to the offer explaining the coaching service offered by the tenderer on the basis of the following criteria:
- the tenderer's vision of coaching and its pertinence for the GSC (5 points)
-methodology, structure, models and strategies used during the coaching debrief session (17 points)
- structure, content, methodology and models used during follow-up coaching sessions (17 points)
	



5
17

17
	39

	5.
	Quality Management Plan
A maximum of 16 points will be awarded for the proposal that details the various processes ensuring both quality and continuity of service and includes the following:
- the processes for maintaining client satisfaction, including a set of indicators that will be regularly tracked and proactively acted upon, contingency planning and the process for managing possible complaints (2 points)
- measures to ensure confidentiality of information and to ensure that reports are delivered to the intended recipients only (2 points)
- selection, accreditation, preparation, development and performance monitoring of Executive Coaches to ensure a high quality coaching service and maintenance of an adequately sized pool of Executive Coaches (8 points)
- personnel management policy for other staff profiles, which will include performance monitoring, replacement and back-up procedures (3 points)
- description of measures taken by the tenderer to ensure accuracy and timeliness of invoicing (1 point)
	





2


2


8


3

1
	16

	GRAND TOTAL QUALITY CRITERIA
	100
	100



If the score for each qualitative award criterion falls below 50% of the maximum points or if the total score for quality is less than 60%, the contracting authority reserves the right to reject the offer.

[bookmark: _Toc505153121]Criterion 1: Comprehension of the context and requirements

The tenderer's offer shall take into consideration the fact that the GSC is a public administration organisation and is international, multilingual and multicultural in nature.

The tenderer shall provide an offer which convinces the GSC that the current context and challenges are understood and offers a package of services that directly address and serve the GSC's ambitions.

The offer will indicate the return on investment, that the GSC can realistically expect, over the period of the contract.

[bookmark: _Toc505153122]Criterion 2: Quality of the proposed multi-source feedback mechanism

The tenderer's offer will describe in detail their methodology for the design, set up and implementation of a multi-source feedback mechanism. This will include detailed information about the design and methodology the tenderer will use to create two questionnaires for obtaining feedback, one for senior management and one for middle management. The tenderer will provide a sample of six questions, tailored to the GSC context, together with justification for their choice. The proposal will explicitly address issues of reliability and validity. The tenderer will explain, quoting multiple references, how theory, research and own experience has informed their design and approach. 

The proposal will offer detailed information regarding user-friendliness and effectiveness features of the IT platform or website (issue of questionnaires, storage, production time, transmission of reports and monitoring completion rates, issue of reminders and effective delivery of questionnaires and reports to intended recipients).

In addition, the tenderer will outline, in sufficient detail, how they would plan, organise and implement the first complete GSC multi-source feedback exercise for approximately 70 managers, in the second half of 2018. The offer should also take into consideration the GSC holiday calendar and avoid the week before and of the European Council meetings (see Annex V). The offer will include a schedule for this exercise, including the pilot, which will take the Provisional timeline schedule provided under Section I.4 into account. It will also indicate how the number of managers and reviewers would affect the organisation of the exercise, describe the allocation of resources and how the tenderer would run the exercise in both English and French.

[bookmark: _Toc505153123]Criterion 3: Quality of material to be supplied

Tenderers shall include information concerning the approach and style they use to prepare participants for multi-source feedback exercises. 

The tenderer will provide a copy of a model multi-source feedback report, in English and French. The report shall be a clear presentation of the scored data and offer content in both narrative and graphic forms. It shall be easy to understand and to use for those with no prior knowledge of multi-source feedback exercises. The tenderer will provide a copy of a model aggregate report in English only which provides overall results that are easy to understand and use.

The tenderer will provide an example of a Personal Development Plan, in English and French, which shall provide the manager with a tool to establish development goals and actions and enhance personal motivation and accountability.

[bookmark: _Toc505153124]Criterion 4: Quality of coaching service

In the offer, the tenderer shall explain how their vision of coaching is appropriate for the GSC and in what specific ways it can support the GSC realise its ambitions. 

The tenderer will describe in detail the methodology, structure, models and strategies used during a multi-source feedback debrief session where the results are discussed and used to create a Personal Development Plan.

The tenderer will describe in detail the structure, methodology, content, models and strategies used during follow-up coaching sessions for effective and focused support. The tender shall indicate the ideal spread of these sessions over time.

If a different approach is foreseen in debriefing and/or coaching the two different populations (senior and middle management), tenderers have to indicate this, stating the reasons why they propose a difference of approach and provide information for each population.

[bookmark: _Toc505153125]Criterion 5: Quality Management Plan

The tenderer will inform the GSC, in a Quality Management Plan, how they plan to monitor, maintain and deliver services of the highest quality to the GSC and ensure continuity of service.
The plan shall outline the processes to:
· maintain client satisfaction (including a set of performance indicators that will be regularly tracked and proactively acted upon), manage changes at short notice and handle possible complaints;
· ensure confidentiality of information and to ensure that reports are delivered to the intended recipient only;
· select, accredit, prepare, develop and monitor the performance of the Executive Coaches. The offer will indicate how the tenderer intends to maintain an adequately sized pool of Executive Coaches to serve GSC needs. The tenderer will also detail how they deal with performance that falls short of the standard expected;
· monitor performance, back-up and replace, if needed, the Project Manager, HR Expert, IT Expert, Specialist consultant and Administrative officer that may leave or be absent for longer periods of time;
· ensure accuracy and timeliness of invoicing.

AWARD CRITERIA
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[bookmark: _Toc505153126]IV.3	SCORING METHOD FOR THE QUALITY CRITERIA

0. [bookmark: _Toc505153127]Scoring method for Criterion 1: Comprehension of the context and requirements (max. 5 points)

	LEVELS
	ASSESSMENT
	SCORE

	Outstanding
	The offer is clear and concise. Throughout the offer the tenderer demonstrates, without a doubt, that they are very aware of the nature of European public administration, that the multicultural and multilingual aspects have been taken into account and that a high quality service in both English and French can be ensured.

The offer proves that the tenderer has clearly understood the type and quality of services the GSC needs to achieve its ambitions, in terms of both managerial and organisational development. The offer is very well aligned to the GSC's current context and ambitions for the future.

The offer predicts the return on investment that the GSC can realistically expect from the combined multi-source feedback exercises, follow-up coaching and possible consultancy service over the four year period. The viewpoint expressed is credible and convincing. 
	4 - 5

	Good
	The tenderer presents a clear offer that demonstrates that it is aware of the nature of European public administration, that the multicultural and multilingual aspects have been taken into account and that a high quality service in both English and French can be ensured.

The offer proves that the tenderer has understood what services the GSC needs to achieve its ambitions, in terms of both managerial and organisational development. Some of these ambitions are explicitly named and addressed in the offer. The offer is aligned to the GSC's current context and ambitions for the future.

The offer predicts the return on investment that the GSC can expect over the four year period. The viewpoint expressed is credible.
	2.6 - 3.9

	Unsatisfactory
	The tenderer presents a offer that does not sufficiently convince the GSC that it is aware of the nature of European public administration and its characteristics. 

The tenderer has not sufficiently understood the services the GSC needs to achieve its ambitions, in terms of both managerial and organisational development. The offer is not sufficiently aligned to the GSC's current context and ambitions.

The viewpoint expressed concerning the potential return on investment that the GSC can expect over the four year period is not convincing.
	0 - 2.5



0. [bookmark: _Toc505153128]Scoring method for Criterion 2: Quality of the proposed multi-source feedback mechanism (max. 30 points)

	LEVELS
	ASSESSMENT
	SCORE

	Outstanding
	The offer describes clearly and concisely how to design, set up and implement a quality multi-source feedback mechanism and can be understood by those with no expert knowledge of such mechanisms. In particular, it gives detailed information concerning the methodology used to design two questionnaires to maximise the reliability and validity of the feedback collected. The offer includes a sample of six questions. The justification for their choice is very well aligned with GSC ambitions. The offer identifies predictable sources of error and biases and indicates the principles the tenderer applies. The offer is substantiated by extensive references to theory, research and experience. The tenderer clearly indicates how they ensure that the latest developments in multi-source feedback mechanism are integrated into their products and services.

The offer provides a very clear presentation of the IT platform or website for those with no expert knowledge of such systems. The tenderer provides detailed information on the measures that will be put in place to ensure confidentiality of information. The tenderer's IT system is very user-friendly and effective in terms of issue of questionnaires, storage, production time, transmission of reports and monitoring completion rates, issue of reminders and effective delivery of questionnaires and reports to intended recipients.

The offer includes a comprehensive, clear and well structured schedule. The tenderer's plan ensures an effective, smooth and swift exercise. The timeline for the planning, organising and implementation of the pilot and first multi-source feedback exercise is realistic. It provides details concerning how the tenderer intends to cater for changes at short notice and cancellations and rescheduling of meetings. The tenderer explains how the number of managers and reviewers involved and the need for a service in English and French have influenced their logistics and allocation of resources.
	24 - 30

	Good
	The offer describes clearly and concisely how to design, set up and implement a quality multi-source feedback mechanism and can be understood by those with no expert knowledge of such mechanisms. In particular, it gives sufficient information concerning the methodology used to design two questionnaires to maximise the reliability and validity of the feedback collected. The offer includes a sample of six questions. The justification for their choice is sufficiently aligned with GSC ambitions The offer identifies predictable sources of error and biases and indicates the principles the tenderer applies. 

The offer is substantiated by adequate references to theory, research and experience. The tenderer indicates how they ensure that the latest developments in multi-source feedback mechanisms are integrated into their products and services.

The offer provides a clear description of the IT platform or website for those with no expert knowledge of such systems. The tenderer provides detailed information on the measures they intend to take to ensure confidentiality of information. The tenderer's IT system is user-friendly and effective in terms of issue of questionnaires, storage, production time, transmission of reports and monitoring completion rates, issue of reminders and effective delivery of questionnaires and reports to intended recipients.

The offer includes a comprehensive and well structured schedule. The tenderer's plan ensures an effective exercise. The timeline for the planning, organising and implementation of the pilot and first multi-source feedback exercise is realistic. The tenderer explains how the number of managers and reviewers involved and the need for a service in English and French have influenced their logistics and allocation of resources.
	15 - 23

	Unsatisfactory
	The description of how to design, set up and implement a quality multi-source feedback mechanism is unclear for those with no expert knowledge of such mechanisms. The offer gives insufficient information concerning the methodology used to design questionnaires, so it is difficult to judge if reliability and validity are adequately considered. The offer includes a sample of questions not aligned or insufficiently aligned with GSC ambitions. The offer identifies few sources of error and biases and does not adequately address the principles the tenderer uses to construct a quality mechanism. The offer is insufficiently substantiated by references to theory, research and/or experience.

The description of the IT platform or website is unclear for non experts in this field. The tenderer provides insufficient information on the measures in place to ensure confidentiality of information. The tenderer's system is not sufficiently user-friendly or effective enough in terms of one or more of the following: issue of questionnaires, storage, production time, transmission of reports and monitoring completion rates, issue of reminders and effective delivery of questionnaires and reports to intended recipients.

The timetable proposed is not sufficiently detailed, structured or omits contingency planning. The offer does not address adequately how the number of managers and reviewers involved and the need for a service in English and French have influenced their logistics and allocation of resources.
	0 - 14



0. [bookmark: _Toc505153129]Scoring method for Criterion 3: Quality of material supplied (max. 10 points)

	LEVELS
	ASSESSMENT
	SCORE

	Outstanding
	Communication material
The offer offers comprehensive, clear and practical information and valuable advice. The tenderer explains, in detail, how they prepare managers and reviewers for a multi-source feedback exercise to maximise return on investment. The tenderer provides concrete examples of material, in both English and French, that are of a very high quality.

Individual feedback report
The tenderer provides a very good example of a model feedback report in both English and French. The report gives a very clear presentation of the scored data. It offers both a narrative and graphic display of scores for ease of understanding. The language is very clear and the content is very easy to understand for those with no prior knowledge due to comparative, highlighting and/or other strategies. It is considered to be easy to use as a basis for setting goals for change, for those with no prior knowledge of multi-source feedback exercises.

Aggregate feedback report
The tenderer provides a very good example of a model aggregate report in English. The report gives a very clear presentation of the collated data, using both narrative and graphic displays. The language is very clear and the content is very easy to understand. It is a very good basis for setting goals and supporting further management development and a common GSC management culture.

Personal Development Plan
The tenderer provides a template for a Personal Development Plan, in English and in French, with a logical layout that facilitates completion. It is also comprehensive and fosters accountability.
	8 - 10

	Good
	Communication material
The offer provides good quality information and advice. The tenderer explains adequately how they prepare managers and reviewers for a multi-source feedback exercise to maximise return on investment. The tenderer provides concrete examples of material, in both English and French, that are of a high quality.

Individual feedback report
The tenderer provides an example of a model feedback report in both English and French. The report gives a clear presentation of the scored data. It offers both a narrative and graphic display of scores for ease of understanding. The language is clear and the content is easy to understand due to comparative, highlighting and/or other strategies. It is considered to be quite easy to use as a basis for setting goals for change, for those with no prior knowledge of multi-source feedback exercises.

Aggregate feedback report
The tenderer provides a good example of a model aggregate report in English. The report gives a clear presentation of the collated data, using narrative and graphic displays. The language is clear and the content is easy to understand. It is a good basis for setting goals and supporting further management development.

Personal Development Plan
The tenderer provides a template for a Personal Development Plan, in English and in French, that is comprehensive, has a logical layout and is easy to complete.
	5 - 7

	Unsatisfactory
	Communication material
The information and advice proposed in the offer is insufficiently comprehensive and/or clear and falls below the standard of quality required. The tenderer's description of how they prepare managers and reviewers for a multi-source feedback exercise is lacking. The material provided by the tenderer is below the standard required.

Individual feedback report
The tenderer provides an example of a feedback report in both English and French. Although the report offers both a narrative and a graphic display of scores, it is not easy to read for those with no prior experience with multi-source feedback reviews. There is insufficient use of strategies such as comparison, highlighting, etc. to help the reader understand the results. 

Aggregate feedback report
The tenderer provides an example of an aggregate report in English. The content of the report is lacking in terms of content and/or clarity and as a result is an inadequate basis for goal setting in order to further management development. 

Personal Development Plan
The tenderer provides a template for a Personal Development Plan which is not adequate for GSC needs.
	0 - 4



0. [bookmark: _Toc505153130]Scoring method for Criterion 4: Quality of coaching service (max. 39 points)

	LEVELS
	ASSESSMENT
	SCORE

	Outstanding
	The tenderer clearly explains their vision of coaching and describes how it can support the GSC achieve its ambitions. The philosophy is an excellent match for the needs of the GSC.

The offer provides a complete and convincing description of a multi-source feedback debrief and the support given to create and finalise a Personal Development Plan. The offer addresses very well the question of how coaches handle common negative reactions from their coachees. The offer mentions several methods used to heighten the likelihood that the coachee will gain acceptance of the results and be motivated to take action on them.

The offer describes, in detail, follow-up coaching sessions and includes the structure, content, methodology and models which would be used during the sessions for effective and focused support. The tenderer indicated the ideal spread of these sessions over time.

The tenderer addresses the question of differing approaches to accompanying middle and senior managers and explains and justifies their approach.
	27-39

	Good
	The tenderer explains their vision of coaching and describes how it can support the GSC achieve its ambitions. The philosophy is a very good fit for the needs of the GSC.

The offer gives a good overview of a multi-source feedback debrief and describes the support given to create and finalise a Personal Development Plan. The offer addresses adequately the question of how coaches handle common negative reactions from their coachees. The offer mentions some methods used to heighten the likelihood that the coachee will gain acceptance of the results and be motivated to take action on them.

The offer describes follow-up coaching sessions and includes the structure, content, methodology and models which would be used during the sessions for effective and focused support. The tenderer indicated the ideal spread of these sessions over time.

The tenderer addressed the question of differing approaches to accompanying middle and senior managers and explained and justified their approach.
	14-26

	Unsatisfactory
	The tenderer explains their vision of coaching but it is an inadequate fit for the GSC at this juncture.

The offer provides a description of a multi-source feedback debrief session and/or coaching sessions which is not sufficiently clear, structured or results-oriented. 
The offer does not adequately address some or all of the following points: how coaches handle common negative reactions from their coachees, how coaching sessions should be spread over time for optimum effect and whether the tenderer intends to offer different approaches when accompanying senior and middle managers.
	0-13



0. [bookmark: _Toc505153131]Scoring method for Criterion 5: Quality Management Plan (max. 16 points)

	LEVELS
	ASSESSMENT
	SCORE

	Outstanding
	The tenderer's Quality Management Plan describes, in detail, the processes for maintaining client satisfaction and creates confidence, through the indicators the tenderer has established and intends to track, that services will remain consistently at a very high level. The tenderer includes contingency plans to ensure fast reactions to unforeseen changes and guarantee continuity of service. The procedure for managing complaints is clear and efficient.

The tender describes in detail the measures that will be used to ensure confidentiality of information and the system for ensuring that reports are sent to the intended recipient and only to them. The measures the tenderer intends to use are of a very high quality.

The process described for the selection, accreditation, preparation, development and performance monitoring of the Executive Coaches is comprehensive and creates confidence that the service provided will be of a very high standard. The tenderer's plan to maintain an adequately sized pool of Executive Coaches is very assuring.

The tenderer's personnel management policy creates confidence that the service provided will guarantee continuity of service and remain consistently at a very high level.

The invoicing process is adapted to GSC standards, i.e. registration to E-prior and invoices will contain references and detailed information on delivered services, and justifying documents. Deadlines and details on corrective measures for disputed invoices are provided.
	




11-16

	Good
	The tenderer's Quality Management Plan describes adequately the processes for maintaining client satisfaction and creates confidence, through the indicators established and tracked, that services will remain consistently at a very high level. 

The tenderer includes contingency plans to ensure fast reactions to unforeseen changes and to guarantee continuity of service. The procedure for managing complaints is clear and efficient.

The tender adequately describes the measures that will be used to ensure confidentiality of information and the system for ensuring that reports are sent to the intended recipient and only to them. The measures the tenderer intends to use are of a high quality.

The process described for the selection, accreditation, preparation, development and performance monitoring of the Executive Coaches is adequate and creates confidence that the service provided will be of a very high standard. The tenderer's plan to maintain an adequately sized pool of Executive Coaches is acceptable.

The tenderer's personnel management policy creates reasonable confidence that the service provided will guarantee continuity and remain consistently at a very high level.

The invoicing process is adapted to GSC standards, i.e. registration to E-prior and invoices will contain references and detailed information on delivered services, and justifying documents. Deadlines and details on corrective measures for disputed invoices are provided. 
	6-10

	Unsatisfactory
	The tenderer's Quality Management Plan is too generic and describes inadequately the processes for maintaining client satisfaction, thus not creating confidence that services will remain consistently at a very high level. There is insufficient information provided concerning contingency planning. The procedure for managing complaints is unclear and/or inefficient.

The tenderer's description of the measures that will be used to ensure confidentiality of information and the system for ensuring that reports are sent to the intended recipient and only to them does not provide adequate reassurance.

The process described for the selection, accreditation, preparation, development and performance monitoring of the Executive Coaches is incomplete and does not create sufficient confidence that the service provided will be of the high standard required. The tender's plan to maintain an adequately sized pool of Executive Coaches does not offer sufficient reassurance.

The tenderer's personnel management policy does not convince sufficiently that the service provided will remain consistently at a very high level or offer sufficient guarantees of continuity of service.

The invoicing process is ill-adapted to GSC standards, i.e. registration to E-prior and invoices containing references and detailed information on delivered services, and justifying documents, are not ensured. Deadlines and details on corrective measures for disputed invoices are not provided or are insufficient. 
	0-5




The total quality score of the offer (with a maximum of 100 points) will be calculated as the sum of the quality scores obtained for each of the Criteria 1-4

[bookmark: _Toc442082132][bookmark: _Toc505153132]IV.4	FINANCIAL EVALUATION

Tenderers must submit their financial offer on the form provided in Annex IV. 
The price that will be considered for the evaluation will be the grand total resulting from the cost-calculation model set out in Annex IV. 
The grand total = ∑ (estimated volumes x unit price)
The cost-calculation model will be used for the purpose of comparing the financial offers and will not under any circumstances constitute a contractual obligation on the part of the contracting authority. 

Tenderers may not modify the financial form.

Prices must be quoted in euro, exclusive of VAT and all taxes and other charges.

For the financial evaluation, the tender offering the lowest figure for the calculated cost will be awarded maximum points. The other tenders will be awarded an inversely proportional score.

The financial score will therefore be calculated as follows:

Financial score for tender X = [  ]

[bookmark: _Toc442082133][bookmark: _Toc505153133]IV.5	AWARD OF THE CONTRACT

[bookmark: _Toc442082134]The contract will be awarded to the tenderer offering the best quality/price ratio, with a 70/30 weighting between technical quality and price.
[bookmark: _Toc442082135]This will be calculated by multiplying:
[bookmark: _Toc442082136]-	the result of the technical evaluation (number of points) by 0.70
[bookmark: _Toc442082137]-	the result of the financial evaluation (number of points) by 0.30
[bookmark: _Toc442082138]The two results will be added together and the contract will be awarded to the tenderer obtaining the highest score at the end of this process.

					Final score: Quality score tender X * 0.70 + Financial score tender X * 0.30 

The scores will be calculated to 2 decimal places. If offers obtain the same score, the tenderer offering the lowest price will be awarded the contract. 
								

[bookmark: _Toc505153134]V.	LIST OF ANNEXES

The documents listed below are annexed to the tender specifications:

Annex I:		Declaration on honour on exclusion criteria and selection criteria

Annex II:	Questionnaire for completion: Demonstration of conformity with the tender specifications - minimum requirements

Annex III:	Form for completion: Index to documents provided for the technical evaluation

Annex IV:	Form for completion: Financial Offer

Annex V:	Calendars of GSC holidays and European Council meetings

Annex VI:	Horizontal Managers' Profile

Annex VII: Declaration on the list of pre-existing rights


CONTENT OF TENDERS

[bookmark: _Toc505153135]VI.	CONTENT OF TENDER

Administrative information									Reference to tender specifications

1. Cover letter	 Invitation to tender

2. Legal entity form & supporting evidence	Administrative part point II.2.1

3. Financial identification form
& supporting evidence 	Administrative part point II.2.2

4. (if applicable) Documents required in case of joint offers / groupings / consortia and subcontracting …………………………………………….	Administrative part points II.2.3 & 4


Exclusion and selection criteria

5. Declaration signed by legal representative	Evaluation part, point III.3/Annex I
6. Proof of compliance with the selection criteria	Selection criteria, point III.3.2

Technical Offer
7. Completed questionnaire: Demonstration of conformity 
with the tender specifications - minimum requirements 	Annex II
8. Documents required for the technical evaluation	Evaluation part, point III
and completed form 'Index to documents provided 
for the technical evaluation'	Annex III

Financial offer
9. Completed form 'Prices and other	Award criteria, point IV
financial conditions'	Annex IV

_____________________________

image1.jpeg




