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1 INTRODUCTION
These specifications are an integral part of the documents drawn up for the invitation to tender for the contract referred to. The documents relating to the invitation to tender comprise:
· the contract notice;
· a letter of invitation to tender;
· conditions for submitting a tender ;
· specifications and the annexes thereto;
· and a model contract and the annexes thereto.
These specifications are supplemented by the following annexes, which are an integral part thereof:
Annex I: 	Price schedule
Annex II: 	The European Parliament's environmental policy
Annex III: 	Declaration on the tenderer's honour concerning the exclusion and the selection criteria
Annex IV: 	Financial identification form - supplier
Annex V: 	Information sheet concerning groups of economic operators
Annex VI: 	Declaration concerning subcontractors
Annex VII: Label to be affixed to the outer and inner envelopes when a tender is sent
Annex VIII: 	Case study
Annex IX: Consistent communication guidelines

	

PART I – GENERAL INFORMATION
2 SUBJECT OF THE CONTRACT
In accordance with the provisions of Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on the financial rules applicable to the general budget of the European Union, the European Parliament has decided to issue this invitation to tender for the provision of support services for the organisation of communication and information activities of the European Parliament Liaison Offices (EPLOs). This contract concerns the activities carried out by the EPLO in Italy.
3 DESCRIPTION, PURPOSE AND ESTIMATED VALUE OF THE CONTRACT
The purpose of the contract is to provide support and technical assistance in the organisation of communication and information activities of the EPLOs addressed to stakeholders, media and general public that often have high political and strategic importance and require complex logistics. In general terms, the contractor will perform two major functions:
· Strategic advice, consultancy and support services in the field of communication and information;
· Management of associated tasks, through contracting and coordination of third party providers, notably in relation to the organisation of events.
3.1 Context for the organisation of communication and information activities
At national level, the European Parliament Liaison Offices (EPLO) are responsible for implementing the EP’s information and communication strategy in the Member States. As part of the EP’s Directorate-General for Communication (DG COMM), they help build the reputation of the European Union by showcasing its democratic legitimacy, embodied in the European Parliament.

3.1.1 [bookmark: _Toc447717312][bookmark: _Toc448405372]Mission of the Directorate-General for Communication
We build the reputation of the European Union,
by showcasing its democratic legitimacy,
which is embodied in the European Parliament.
3.1.2 European Parliament consistent communication 
The contractor should be aware that the institutional communication department of the EP developed a consistent communication strategy, which streamlines all institutional communication efforts in a consistent way (Annex IX).
All communication efforts undertaken by the European Parliament as an institution shall be as consistent as possible. This means that any communication must be rooted in the three pillars that determine the European Parliament's identity, in terms of both its narrative tone and visual style. The tenderer should, therefore, take note of these three pillars and ensure that they guide the conception of the offer and are fully embedded in its execution: 
1. The European Parliament as wielder of democratic power and influence
The European Parliament has two different, but equally important, sources of power:
The formal power such as the legislative and budgetary power as well as the power of scrutiny stems from the treaties. 
The informal power - that is the informal influence exercised by the Institution - stems from the moral authority of the European Parliament. The European Parliament can influence the political landscape through various means, e.g. it can raise awareness by placing topics on the political, media and social agenda and debating them, by awarding prizes such as the Sakharov Prize for Freedom of Thought, etc.
2. The European Parliament as a young and open institution
It is open: Democracy and debate are the foundations of the European Parliament. This means that as an institution it is willing, and indeed required by its very nature, to be open on all fronts. It is more than just a physical body; it is a forum where people get together to debate, compromise and work things out. 
It is young: Most national parliaments in Europe have a long history and a strong democratic tradition and legitimacy that nobody will question. In contrast, the European Parliament is young and still developing its role and powers, a process that will take time. Its role is not always universally understood and embraced.
3. The European Parliament as a power for and of the people of Europe.
As the EU's single directly elected institution, the European Parliament and specifically its Members represent the citizens of the EU. Indeed, the citizens are at the starting point (elections) and the end point (legislation) of Parliament's work. Maintaining contact with the citizens is a core task for the European Parliament in a way that applies to no other EU institution. What differentiates it from national parliaments is that the European Parliament is the place where the diversity not only of different political factions but also of 28 Member States is heard and exchanged. 
Together, the three pillars represent the elements that are unique to the European Parliament and distinguish it from other EU institutions, national actors and political bodies. They are omnipresent in every aspect of the Parliament's day-to-day work; either individually, in tandem or altogether.
3.1.3 European Parliament core communication principles
We plan all our communication through the OASIS framework
We view all our communication output in the context of a wider campaign, i.e. what do we want to achieve and where does it fit in? We thus ensure that all our work links to a clear objective and that we can evaluate the impact of everything we do. 
We consider campaigns to be any planned sequence of communications and interactions that uses a compelling narrative to deliver a defined and measurable outcome. OASIS (Objectives - Audience insight - Strategy/Idea - Implementation - Scoring/evaluation) is a series of steps that brings order and clarity to planning campaigns, which can sometimes be a complicated and challenging process. We therefore apply this framework rigorously to professionalise our approach to communication and to make the planning process simpler and easier to remember.
We employ an audience driven approach to our communication
The European Parliament communicates to a number of different audiences across 28 different national contexts. We thus strive to see things from the point of view of our audiences, and not our institution. This means that we must first have a clear idea of who our audience is (we never use the term “general audience”), what is important to them, how they consume media and what makes them tick. Knowledge of our audiences isn’t based on personal opinion, but on robust data and intelligence.
We understand that building trust and creating real engagement is a process that takes time and dedication.
We value distribution over production
We never develop products without first having a clear distribution plan for them. Our budgetary focus is making sure we spread our messages, not on developing content for the sake of content. 
We place data, intelligence and evaluation at the heart of our work
A sound evidence based approach allows us to speak truth to power. We thus ensure that our work is based on audience insight and a data driven approach to how we define and evaluate our communication output. This means that we base our decisions on rigorous analysis of evidence, about audiences and channels as well as about the efficiency and impact of our work. 
In practice this means that we research on our target groups to gain insight on their behaviour, what drives their engagement, their communication habits, etc. We collect data and evaluate the satisfaction of our interlocutors through feedback surveys. We monitor media coverage and social media engagement. We evaluate all our communication actions against the specific objectives established and always strive to improve cost-efficiency. We do not renew budget to recurring actions that have not been rigorously evaluated with satisfactory result. A selection of the data we collect is also fed into a system of Key Performance Indicators, which help visualize our over-all efficiency over time, and provides evidence for strategic decisions. 
Above all, we always question what we do and how we do it; we seek to constantly improve our work and upgrade our output. 
3.1.4 Our channels and communication techniques 
The Directorate-General for Communication pursues its mission (as set out in point 3.1) through five key channels or techniques, which help us engage with our target audience either directly or indirectly.
1. Media 
Media are key opinion multipliers; they have an enormous impact on shaping people’s worldviews and influencing their priorities. Supporting media with information, tools and facilities to encourage and help them cover the European Parliament is therefore a primary aspect of our work. We do so both centrally (in Brussels and Strasbourg) as well as locally (in Member States and regions, via the EPLOs). We understand that nurturing media relations is a long-term process that requires a proactive approach. We prioritise our time, efforts and resources by focusing on media with the greatest impact towards our target audiences.
2. Digital Communication
Digital communication via online and social media channels represents one of the most efficient ways of engaging with people remotely. Social media is particularly important in terms of engaging with young audiences and monitoring their views and habits. 
Smart use of digital communication allows us to reach very specific target groups across a wide range of countries at relatively low cost. We understand that digital communication evolves ceaselessly and thus requires us to adapt and innovate constantly. It also means we need accept some degree of loss of control. 
In DG COMM, we engage on social media both through our central and national social media and online platforms. 
3. Campaigns 
A campaign brings together all the tools and channels of the DG in a single focussed communication actions aimed at achieving a precise result: increasing awareness, call for a specific action, etc. All campaigns serve to underpin the broad mission of DG COMM.  They feature a mixture of own, paid and earned media and are planned following the OASIS framework to ensure clarity and efficiency. 
Whereas centrally led campaigns may be steered by a specific unit or directorate, they are a cross-DG action supported by all required in-house tools and distribution channels.   
4. Visitors offer & events
The European Parliament’s doors are always open to citizens, because it belongs to them. For this reason we don’t just provide tours of the Institution, but have an extensive visitors offer, both centrally and in the Member States. We understand that while media and digital communication offer wide impact due to the size of their audience, it is direct interaction with the European Parliament (via our visitors offer or events) that provides the highest degree of intensity for our audience and the best qualitative contact. 
We capitalise on this approach not only by offering our audiences a memorable “experience”, but by maintaining contact with them after it’s over. Our ultimate goal is to mobilise them as the European Parliament’s ambassadors and - when the time comes - active promoters of the democratic power of citizens in the lead up to the elections. 
5. Strategic engagement 
Engaging with stakeholders and other multipliers has a two-fold role:
· it helps us reach a wider audience by relying on partners and allies to help spread our messages further
· it ensures that our messages reach their final audience via a source they know and trust, thus providing them with greater credibility.
When done right, strategic engagement - undertaken both by central services and the EP Liaison Offices - doesn’t just broaden our reach, it also helps build our reputation. Our key targets in this field are pro-European and institutional partners, civil society groups or networks and sectorial stakeholders. 

For the purposes of this contract, the operational responsibility, in particular the definition of activities and daily contacts with the contractor, lies with the EPLO. The conclusion of contracts and payment of invoices are mainly handled by the EP’s central services, located in Brussels.
3.2 Types of activities to be carried out
In the context ofthe European elections 2019, most activities will be directly linked to corresponding campaigns and messages. This includes the identification and activation of networks and multipliers at national, regional and local level.
To achieve the EP’s communication objectives, the Liaison Office carries out a range of activities directed at its various target audience. By way of example, activities to be carried out by the contractor can include:
· Assistance and support with public relations activities and media relations & strategy: assistance in defining the detailed concept, programme and scenario of events following guidance by the EPLO, adapting existing communication material, organisation and implementation of events, proposing and engaging target groups, partners, experts, moderators - and coordination of the event, preparatory actions, distribution of leaflets and posters, registration management, sending invitations by post etc. Assistance with developing a communications plan, media relations, including social media monitoring and covering placement (including costs) of post for social networks, and subsequent assistance with evaluation of the media impact.
· Presence if required during the events/ implementation of tasks - a company representative of the successful tenderer is expected to be present at the venue throughout the whole duration of the event or implementation of specific task mentioned in price list.  He/ she shall together with representatives of the EPLO, oversee the smooth running of the whole event including liaison with venue operators, proper catering setup, staff coordination, and timing of event and dismantling.
· Logistical implementation of the event: logistical support and assistance on the day of the event, leasing of technical equipment which might be required for the event (audio-visual equipment - e.g. sound systems, projectors, screens, etc.); suggestion and renting of a suitable venue with adequate seating tables etc. normally required for information events; completion of specific products (exhibition banners, exhibition stands, photo reportage, etc.); 
· Implementation of any logistic tasks - delivery of PR/ printed materials; charges incurred for the logistics 
· Preparation of communication material - graphic design and editing, adapting existing communications material, printing. The themes, texts and basic visuals will be delivered by the EPLO. European Parliament logos shall appear in all productions and will be provided by the European Parliament. EP logos used, shall be consistent with the institutional graphic guide of the European Parliament. Final proofs of designs shall be subject to the approval of the EPLO.
· Photographic services - provision of the services of a professional photographer. The photographer is to take pictures of an event and provide them in high-resolution digital format immediately after the event.  All images shall become property of the European Parliament.
· Catering services: coffee breaks, light snacks, buffets, receptions, etc. Provision of pre-event refreshments and/or coffee breaks and/or post-event light lunch or dinner for participants.
· Organisation of exhibitions: leasing of material, installations, assembly and disassembly.
The different types of events organised by the EPLO include, for instance:
· Specialised seminar-debates/workshops/roundtables:
Such small or medium scale meetings can take place in the premises of the EPLO or in the form of town-hall meetings at other locations. They usually have a focus on a specific legislative topic linked to a specific time frame and a well-defined target audience (stakeholders, civil society, local actors, interested citizens). Especially the town-hall type events aim for a broad media and social media coverage.
· RDF/Cross-border activities: 
The main objective of a Regional Discussion Forum (RDF) is to highlight the impact of Parliament's decisions and its political influence in regions where communication about a specific topic is of particular relevance at a specific time. Targeted audiences are reached with a tailor-made message and the outreach increased with the help of multipliers (media, civil society organisations, etc.). 
A Regional Discussion Forum can be organised in cooperation with the European Commission Representation, local governments, NGOs, universities, Europe Direct Centres and, in the case of cross-border forums, with the Liaison Offices of the EP from neighbouring countries. It consists of a series of integrated communication activities (usually combining political debate with other events), often over more than one day and a focus on a particular region away from capital cities or antennae sites ("go local" approach).
· Interactive (“Re-Act style”) events in capital or region :
Typically, such events cover a half-day programme with 2-3 speakers and a journalist-moderator. Live streaming and interaction on the social media guarantee a wide impact. The programme goes beyond the usual “talking heads”, with a strong impact in particular of the first speaker and a good mix of speeches, debates and networking activities.  Emotional impact should mobilise the audience through powerful imagery (innovative, thought-provoking, ‘out of the box’) other suitable audio-visual content.
· Events on values: Seminars or debates in the framework of European Parliament campaigns 
The objective of these campaigns is to raise awareness of the values that the European Parliament embodies and fights for. The Parliament has always focused its activities on defending citizens’ interests, from the defence of human rights to the protection of cultural diversity. Through various communication tools, including campaigns, events, prizes, etc., these campaigns are aimed at showing that Members of Parliament — and through them, citizens — are the key players for shaping the political vision for Europe. As part of these centrally organised campaigns, the EPLO and their European public spaces in particular may play a crucial role.
The Parliament will conduct major communication campaigns centrally and in the Member States at least once a year, highlighting:
- human rights issues, particularly the awarding of the Sakharov Prize
- cultural diversity, particularly the awarding of the LUX Prize
- gender equality and non-discrimination, in particular, International Women’s Day
- any other basic value among those defended by the EP, as expressed for example in the themes of the European Year or the awarding of the Citizens Prize
3.3 Services to be provided by the contractor
With regard to the significant diversity of activities to be organised under this contract, the price schedule (Annex I) includes three types of services:
A - Consultancy and support services (hourly rates)
Listed in part A of the price schedule, these hourly rates are indicated for basic service to be provided directly by the contractor. This includes in particular communication planning advice and technical support.
B - Production services (flat-rate prices)
For a number of specific goods and services to be provided directly by the contractor, tenderers need to indicate a flat-rate price that is "all inclusive", i.e. it must cover the price of the services and deliveries of goods as well as any fees and management costs of the contractor.
C - Management fees / Payment to third-party suppliers
The nature, scope and detailed specification of a number of communication activities cannot be described in sufficient detail at this stage. What is more, the contractor cannot be expected to be able to directly provide all types of services and products needed for these. It will therefore be necessary to subcontract a number of services, such as rental of venues, catering services, innovative communication tools, etc. from third-party suppliers. 
Management fees cover the contractor’s efforts for market prospection and management of subcontractors. This will involve in particular searching for local third-party suppliers to offer the services and supplies at the best price, and providing the required number of estimates to the EPLO (see 3.4). The actual costs for such external supplies and services are not part of these management fees. The services provided by third-party suppliers will be paid additionally by the contractor and subsequently reimbursed to them on the basis of his final invoice to the European Parliament.
3.4 Implementing the framework contract, performance of tasks and relations with the European Parliament 
The framework contract is performed through order forms. The system is as follows: 
Request for service and draft offer
The specific tasks to be performed as part of the event will be subject to a written request for services from the EPLO. The place of service and the specific features will be defined for each task. Unless otherwise specified in the request for services, the contractor will have a maximum of 14 calendar days to submit a detailed offer drawn up on the basis of the price schedule, by using either individual items from its sections A, B and C, or a combination of these. 
Depending on the location, type, specific features and estimated value of the event, the contractor will obtain estimates from various third-party suppliers, for each of the goods and services in question:
· third-party supply value <=€15 000: between one and three estimates, as specified in the  request for services
· third-party supply value between €15 000 and €60 000: three estimates
· third-party supply value between €60 000 and €135 000: five estimates
Where, exceptionally, the contractor is unable to provide the required number of estimates from third-party suppliers for a requested good or service, the reasons for this must be indicated to the contracting authority. 
These estimates must represent the most advantageous solution in economic and qualitative terms for the Contracting Authority. These offers from third-party suppliers must be annexed to the contractor's offer. All the costs from third-party suppliers must be real market prices for the goods and services concerned. Reductions or any discounts from third-party suppliers must benefit only the European Parliament and by no means the contractor. The contractor cannot benefit from any additional commercial margin, other than its fees as set out in Annex 1 "Price schedule".
The amount of the final offer is the sum of costs from the proposed third party supplier and the management fee from the contractor. These costs must be specified and detailed in the financial offer, separately from the contractor's fees, to be reimbursed at the invoicing and final payment stage. 
This offer, and particular all suggested third-party supplies included, are subject to revision according to feedback and instructions from the European Parliament, who will have to approve in advance any order of third-party services.
Order form
Based on the final offer provided by the contractor, an order form will be drawn up and signed by the contracting authority. This signed order form represents acceptance of the offer and constitutes a contract. From this stage on, and depending on needs, preparatory or coordination meetings may be held between the EPLO and the contractor to organise the activity. 
Following the signature of the order form, the contractor, via the event coordinator, must keep the EPLO informed of the state of progress during the preparatory phase of the event.  
Evaluation
Evaluation and reporting on the results of evaluations should be an integral part of individual tasks, in accordance with the terms of the individual order forms. Throughout the assignment, the contractor should use a clear evaluation methodology to measure the quality, results and impact of these activities (before and after) at national, regional and/or local level (performance measurement system). The performance measurement system will be based on the EP’s evaluation guidelines and standard indicators (KPIs).
Final report and invoice
After completion of an assignment, the contractor will submit the invoice together with a final report.
The report will provide a summary of the activities carried out, the lessons learnt in terms of managing these activities, as well as any recommendations for future similar activities. In addition it will include details on the evaluation carried out as specified above.
The report must be drafted using the same structure as the offer and must indicate separately the services and management costs of the contractor and the payments to third-party companies and must be accompanied by a copy of the invoices or any other supporting document (e.g. invoice for room rental, invoice for interpreters, catering invoice, etc.) from third-party suppliers, so that these can be reimbursed to the contractor by the European Parliament.
Order process / time schedule 
· Request for services made by the Liaison Office at least four weeks before the date of the event (in exceptional cases, this deadline may be shorter). 
· Contractor replies or sends the Liaison Office a draft offer within a maximum of 14 calendar days, unless otherwise indicated by the Liaison Office. Where applicable, it is based on the estimates received from third party suppliers, which are annexed to the offer
· Following any comments or requests for adjustments from the Liaison Office, the contractor submits a final offer.
· The European Parliament draws up the order form within ten calendar days of receipt of the offer (in exceptional cases, there may be a longer deadline). 
· Coordination meetings and/or preparatory meetings convened by the Liaison Office (where necessary). 
· Performance of the work requested and compliance with the given deadlines. 
· Final report from the Contractor about the activities carried out and results achieved.
· Debriefing meeting organised by the Liaison Office (where necessary). 
· Payment of the invoice within 30 calendar days after receipt and acceptance by the competent departments of the European Parliament.
3.5 Duration and maximum amount of the contract
The total duration of the contract shall be 12 months, renewable 3 times. Performance of the contract shall not begin until the framework contract is signed. Any renewal of the contract shall take place in accordance with the terms laid down in the contract.
The total maximum value of the contract is 1.600.000EUR.
4 PARTICIPATION IN THE TENDER PROCEDURE
Participation in this invitation-to-tender procedure is open on the same terms to all natural or legal persons and public entities in a European Union Member State and to all natural and legal persons and public entities of a third country which has concluded a specific public-procurement agreement with the European Union giving them access to the contract which is the subject of this invitation to tender and on the terms laid down by that agreement.
In order to ascertain the eligibility of tenderers, they must indicate in their tenders the country in which they have their registered office or in which they are domiciled. They must also submit the evidence required under their national law or other, equivalent proof enabling the European Parliament to check where they come from.
5 GROUPS OF ECONOMIC OPERATORS 
If the tender is submitted by a group of economic operators, Annex V must be completed and included with it.
Groups of economic operators may submit a tender. The European Parliament reserves the right to require the group selected to have a given legal form if this is necessary for the proper performance of the contract. This requirement may be communicated by the European Parliament at any time during the contract award procedure, but at all events before the contract is signed.
The group of economic operators shall provide proof of its legal form by the time the contract - if awarded to it - is signed. This may take one of the following forms:
· an entity with legal personality recognised by a Member State;
· an entity without legal personality but offering sufficient protection of the European Parliament's contractual interests (depending on the Member State concerned, this may be, for example, a consortium or a temporary partnership);
· the signature by all the partners of a type of ‘power of attorney’ or equivalent document confirming a form of cooperation.
The group’s actual status shall be established by any document or agreement signed by the members of the group, which shall be appended to the tender.
Those documents or agreements may exceptionally be modified and/or submitted after the time limit for submission of a tender, but under no circumstances after the outcome of the invitation to tender has been communicated to the tenderers concerned. The European Parliament reserves the right to reject a tender if the terms of agreements between the members of a group are modified during the procedure, if those terms make no provision for the joint and several liability of the group's members or if no agreement with legal force has been submitted with the tender.
The European Parliament may accept other legal forms not referred to above, provided that they ensure the parties' joint and several liability and are compatible with performance of the contract. At all events, it should be noted that, in the contract to be signed with the group, the European Parliament will refer expressly to the existence of such joint and several liability. In addition, it reserves the right to require, contractually, the appointment of an authorised representative who may represent the members and who is empowered, inter alia, to issue invoices on behalf of the other members.
Tenders from groups of economic operators must specify the role, qualifications and experience of each of the members of the group. The tender shall be submitted jointly by the economic operators, who shall also assume joint and several liability for the tender submission.
In the case of a group of economic operators, each member shall furnish proof of right of access to the contract (eligibility), as well as proof concerning compliance with the exclusion and selection criteria. With regard to the selection criteria, the European Parliament may rely on the capacity of the other members of the group in order to establish whether the tenderer will have the resources needed to perform the contract. In this case an undertaking shall be required from those members stating that they will make available to the other members the resources needed to perform the contract.
6 SUBCONTRACTING
Subcontracting is permitted.
If the tenderer uses subcontractors, Annex VI must be completed and included with the tender.
The tender shall give details, as far as possible, of that part of the contract which the tenderer proposes to subcontract and the identity of the subcontractors. During the contract award procedure or performance of the contract the European Parliament reserves the right to require tenderers to supply information about the financial, economic, technical and professional capacity of the proposed subcontractor(s). Likewise, the European Parliament may demand the requisite proof to establish whether the subcontractors comply with the requisite exclusion criteria. Tenderers are hereby informed that proposed subcontractors may not be in one of the situations described in Articles 106 and 107 of the Financial Regulation, which entail exclusion from participation in a contract issued by the European Union.
The European Parliament shall verify whether the envisaged subcontractors, when subcontracting represents a significant part of the contract, fulfil the relevant selection criteria.
The European Parliament is entitled to reject any subcontractor who does not comply with the exclusion and/or selection criteria (see points 13 and 14 respectively).
Furthermore, the European Parliament must be informed by the Contractor of any subsequent use of subcontracting not provided for in the tender. The authorising officer responsible reserves the right to accept or reject the proposed subcontractor. In order to do so he may demand the requisite proof to establish whether the subcontractor(s) complies/comply with the requisite criteria. The European Parliament’s authorisation will always be granted in writing. 
If the contract is awarded to a tenderer who proposes a subcontractor in his tender, this equates to giving consent for the subcontracting.
7 VARIANTS
Variants are not permitted.
8 PRICES
Prices shall be revised in accordance with the terms set out in the contract.
Pursuant to Article 3 of the Protocol on the privileges and immunities of the European Union, the price quotation shall be submitted excluding VAT and other equivalent indirect taxes. 
The price quoted must be all-inclusive and expressed in euros, including for countries which are not part of the euro zone. For tenderers in those countries, the amount of the tender may not be revised in line with exchange rate movements. It is for the tenderer to select an exchange rate and accept the risks or the benefits deriving from any variation.
Furthermore performance of the contract may give rise to reimbursement of cost from third parties e.g. for rental of venues, etc. which will be reimbursed on the basis of the presentation of the original supporting document (e.g. invoice) excluding VAT. Any amount of VAT paid by the contractor to third parties will have to be recovered by the contractor through the regular VAT recovery process according to national legislation.
If the supporting documents for the reimbursements are issued in another currency than the euro, conversion shall be made according to the daily euro exchange rate published in the Official Journal of the European Union, applicable on the day on which the supporting document has been issued.
All reimbursable expenses are subject to prior approval of the EP.
9 FINANCIAL GUARANTEES
Not applicable.
10 ENVIRONMENTAL ASPECTS
The European Parliament's environmental policy
Tenderers shall undertake to comply with the environmental legislation in force in the field of the contract, should it be awarded to them. It should be noted in this connection that the European Parliament applies the EMAS environmental management system in accordance with Regulation (EC) No 1221/2009 of the European Parliament and of the Council of 25 November 2009. Information about EMAS is provided by the authorising department in Annex II to these specifications. The successful tenderer will be required to ensure that the information provided by the European Parliament on the EMAS programme in general, and more specifically on the implementation of environmental measures in practice, is known by all his staff working for the European Parliament. At the European Parliament's request the successful tenderer may be required to certify that anyone assigned to work under the contract has received the appropriate professional training required (technical, safety and environmental training) concerning compliance with safety rules and correct handling of the equipment and products to be used, including action to be taken in the event of incorrect handling or any other incidents.
Tenderers will put in place appropriate policies and methods to ensure proper respect of environmental considerations throughout all stages of the service provision, for instance regarding printing services, catering at events, provision of re-usable or one-way products and materials, or waste management. This includes appropriate measures for ensuring compliance by third-party service providers.
11 POLICY ON THE PROMOTION OF EQUAL OPPORTUNITIES
Tenderers shall undertake to observe a policy on the promotion of equality and diversity in the performance of the contract, should it be awarded to them, by applying the principles of non-discrimination and equality set out in the Community Treaties in full and in their entirety. More particularly, the tenderer awarded the contract shall undertake to establish, maintain and promote an open and inclusive working environment which respects human dignity and the principles of equal opportunities, based on three main elements:
· equality between men and women;
· employment and integration of disabled persons;
· the removal of all obstacles to recruitment and all potential discrimination based on sex, race or ethnic origin, religion or convictions, disability, age or sexual orientation.
12 PERFORMANCE OF FRAMEWORK CONTRACTS
Not applicable


PART II – EXCLUSION, SELECTION AND AWARD CRITERIA
13 EXCLUSION CRITERIA 
The full texts of Articles 106, 107 and 108 of the Financial Regulation on exclusion criteria and their application are available in the Official Journal of the European Union, N° L-286 published on 30th October 2015, pages 1-29.
Article 106 of the Financial Regulation (extracts): only sections 1, 4, 7 and 8 are reproduced hereafter.
1.	The contracting authority shall exclude an economic operator from participating in procurement procedures governed by this Regulation where:
a)	the economic operator is bankrupt, subject to insolvency or winding‑up procedures, where its assets are being administered by a liquidator or by a court, where it is in an arrangement with creditors, where its business activities are suspended, or where it is in any analogous situation arising from a similar procedure provided for under national laws or regulations;
b)	it has been established by a final judgment or a final administrative decision that the economic operator is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the law of the country in which it is established, with those of the country in which the contracting authority is located or those of the country of the performance of the contract;
c)	it has been established by a final judgment or a final administrative decision that the economic operator is guilty of grave professional misconduct by having violated applicable laws or regulations or ethical standards of the profession to which the economic operator belongs, or by having engaged in any wrongful conduct which has an impact on its professional credibility where such conduct denotes wrongful intent or gross negligence, including, in particular, any of the following:
i)	fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of selection criteria or in the performance of a contract;
ii)	entering into agreement with other economic operators with the aim of distorting competition;
iii)	violating intellectual property rights; 
iv)	attempting to influence the decision-making process of the contracting authority during the procurement procedure;
v)	attempting to obtain confidential information that may confer upon it undue advantages in the procurement procedure;

d)	it has been established by a final judgment that the economic operator is guilty of any of the following:
i)	fraud, within the meaning of Article 1 of the Convention on the protection of the European Communities' financial interests, drawn up by the Council Act of 26 July 1995;
ii)	corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union, drawn up by the Council Act of 26 May 1997, and in Article 2(1) of Council Framework Decision 2003/568/JHA, as well as corruption as defined in the law of the country where the contracting authority is located, the country in which the economic operator is established or the country of the performance of the contract;
iii)	participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA;
iv)	money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council;
v)	terrorist-related offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA, respectively, or inciting, aiding, abetting or attempting to commit such offences, as referred to in Article 4 of that Decision; 
vi)	child labour or other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council;
e)	the economic operator has shown significant deficiencies in complying with main obligations in the performance of a contract financed by the budget, which has led to its early termination or to the application of liquidated damages or other contractual penalties, or which has been discovered following checks, audits or investigations by an authorising officer, OLAF or the Court of Auditors;

f)	it has been established by a final judgment or final administrative decision that the economic operator has committed an irregularity within the meaning of Article 1(2) of Council Regulation (EC, Euratom) No 2988/95.
4. 	The contracting authority shall also exclude the economic operator where a person who is a member of the administrative, management or supervisory body of that economic operator, or who has powers of representation, decision or control with regard to that economic operator, is in one or more of the situations referred to in points (c) to (f) of paragraph 1. The contracting authority shall also exclude the economic operator where a natural or legal person that assumes unlimited liability for the debts of that economic operator is in one or more of the situations referred to in point (a) or (b) of paragraph 1.
7. 	The contracting authority, (..), shall not exclude an economic operator from participating in a procurement procedure where:
a)	the economic operator has taken remedial measures specified in paragraph 8 of this Article, thus demonstrating its reliability. This point shall not apply in the case referred to in point (d) of paragraph 1 of this Article;
b)	it is indispensable to ensure the continuity of service, for a limited duration and pending the adoption of remedial measures specified in paragraph 8 of Article 106;
c)	such an exclusion would be disproportionate (…).
In addition, point (a) of paragraph 1 of this Article shall not apply in the case of the purchase of supplies on particularly advantageous terms from either a supplier which is definitively winding up its business activities or the liquidators in an insolvency procedure, an arrangement with creditors, or a similar procedure under national law.
(…)

8.	The measures referred to in paragraph 7, which remedy the exclusion situation may include, in particular:
a)	measures to identify the origin of the situations giving rise to exclusion and concrete technical, organisational and personnel measures within the relevant business area of the economic operator, appropriate to correct the conduct and prevent its further occurrence;
b)	proof that the economic operator has undertaken measures to compensate or redress the damage or harm caused to the Union's financial interests by the underlying facts giving rise to the exclusion situation;
c)	proof that the economic operator has paid or secured the payment of any fine imposed by the competent authority or of any taxes or social security contributions referred to in point (b) of paragraph 1.

Article 107 of the Financial Regulation (extracts): only sections 1 and 2 are reproduced hereafter. 
Rejection from a given procurement procedure
1.	The contracting authority shall not award a contract for a given procurement procedure to an economic operator who:
a)	is in an exclusion situation established in accordance with Article 106;

b)	has misrepresented the information required as a condition for participating in the procedure or has failed to supply that information;

c)	was previously involved in the preparation of procurement documents where this entails a distortion of competition that cannot be remedied otherwise.
2.	Before taking a decision to reject an economic operator from a given procurement procedure, the contracting authority shall give the economic operator the opportunity to submit its observations, unless the rejection has been justified in accordance with point (a) of paragraph 1 by an exclusion decision taken with regard to the economic operator, following an examination of its observations.

The candidate/tenderer is invited to complete the Annex III where the exclusion criteria are mentioned. 

Evaluation of the exclusion criteria
1. All tenderers must submit the declaration on the tenderer’s honour, duly dated and signed, which is set out in Annex III. 
2. The tenderer to whom the contract is to be awarded will be required, within 14 calendar days of the date of notification of the provisional award of the contract and before the contract is signed, to supply the following documentary evidence:
· a recent extract from the judicial record or, failing that, a recent equivalent document issued by a judicial or administrative authority in its country of establishment showing that the economic operator to whom the contract is to be awarded is not in one of the situations referred to in Article 106(1)(a), (c), (d) or (f) of the Financial Regulation;, the same shall apply to persons listed in Article 106 (4) of the Financial Regulation;
· a recent certificate issued by the competent authority of the State concerned proving that the tenderer is not in the situation referred to in Article 106(1)(a) and (b) of the Financial Regulation;
· 
where the documents or certificates referred to above are not issued in the country concerned, and in respect of the other exclusion situations referred to in Article 106 of the Financial Regulation, they may be replaced by a sworn or, failing that, a solemn statement made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in his country of establishment.
3. The tenderer to whom the contract is to be awarded shall be exempt from the requirement to submit the documentary evidence referred to in paragraph 2 in case of international organisations acting as tenderer, if the contracting authority can access documentary evidence on a national database free of charge or if such evidence has already been submitted to it for the purposes of another procurement procedure and provided that the issuing date of the documents does not exceed one year and they are still valid. In such cases, the tenderer shall attest on his honour that the supporting documents have already been provided in a previous procurement procedure, which he shall identify, and that no changes in its situation have occurred. 
14 SELECTION CRITERIA
14.1 Legal and regulatory capacity
The tenderer is required to fulfil at least one of the following conditions:
(a) be enrolled in a relevant professional or trade register, except for international organisations;
(b) hold a particular authorisation proving that it is authorised to perform the contract in its country of establishment or be a member of a specific professional organisation.
14.2 Financial and economic capacity
Tenderers shall have sufficient economic and financial resources to enable them to perform the contract in compliance with the contractual provisions, given the value and scope thereof. If, on the basis of the information supplied by the tenderer, the European Parliament has doubts about a tenderer's financial resources, or if these are insufficient for performance of the contract, the tender may be rejected without the tenderer being entitled to claim any financial compensation.
In respect of the contract which is the subject of this invitation to tender, the European Parliament furthermore requires tenderers to have a minimum financial and economic capacity, which will be assessed on the basis of the following information:
· minimum turnover of 320.000 EUR in the area covered by the contract for each of the last two years for which accounts are closed;
Financial and economic capacity will be assessed on the basis of the information included in the following documents, to be supplied by tenderers:
· Profit and loss account for the last two years or tax declaration for natural persons;
· Proof of professional risk indemnity insurance.

If the tenderer is unable to provide the references requested, he may prove his economic and financial capacity by any other document which the European Parliament considers appropriate. 
The tenderer may also rely on the capacity of other entities, irrespective of the legal nature of the links between him and those entities. In that case, he must prove to the European Parliament that he will have the resources needed to perform the contract, for instance by providing an assurance of the undertaking by those entities to make them available to him. In that case the European Parliament is entitled to refuse the application or the tender submitted if it has doubts about the undertaking by the third party or about that party’s financial capacity. Parliament may require the tenderer and those other entities to be jointly liable for performance of the contract.
On the same basis, a consortium of economic operators may rely on the capacity of members of the group or of other entities.
Tenderers may also rely on the economic capacities of one or more subcontractors in so far as they undertake to take part in the process of performing the contract. In such instances, the European Parliament will assess the capacities of the subcontractor(s) in the light of the extent to which the latter is/are involved in performing the contract.
14.3 Technical and professional capacity
Tenderers must have sufficient technical and professional capacity to enable them to perform the contract in compliance with the contractual provisions, taking into account its value and scale. If, in the light of the information supplied by the tenderer, the European Parliament has doubts about a tenderer's technical and professional capacity, or if it is clearly insufficient for performance of the contract, the tender may be rejected without the tenderer being able to claim any financial compensation.
In respect of the contract which is the subject of this invitation to tender the European Parliament requires tenderers to have the following technical and professional capacity:
· To have the necessary professional competences to perform the services in question with at least three years' experience in services/deliveries similar to those required by the contract concerned.
· Evidence to be provided: a list of the principal services provided and supplies delivered in the past three years, with the sums, dates and clients, public or private.
· The team proposed for the provision of services should consist of at least a project leader and two project assistants. The project leader must have five years' proven experience in in the field of events organisation and communication consultancy; the other members of the team will have at least three years' experience. All team members must have excellent written and spoken knowledge of the language(s) in which the EPLO operates.
· Evidence to be provided: The CVs of the project leader and team members appointed by the tenderer to carry out the services in question and a declaration indicating the annual average manpower and the number of managerial staff of the tenderer in the last three years.
In case the composition of the successful tenderer’s team changes subsequently, the tenderer is required to maintain the above minimum requirements at all times.
The tenderer or candidate may also rely on the capacity of other entities, irrespective of the legal nature of the links between himself and those entities. In that case, he must prove to the European Parliament that he will have the resources needed to perform the contract, for instance by providing a commitment by those entities to that effect. In that case the European Parliament is entitled to refuse the application or the tender submitted if it has doubts about the undertaking by the third party or about that party’s professional and/or technical capacity.
At all events, tenderers may always rely on the technical and professional capacities of one or more subcontractors in so far as they undertake to take part in the process of performing the contract. In such instances, the European Parliament will assess the capacities of the subcontractor(s) in the light of the extent to which the latter is/are involved in performing the contract.
If it establishes that a tenderer faces a conflict of interest which could affect the performance of the contract, the European Parliament may conclude that the tenderer is not of the calibre required to perform the contract. 
15 AWARD CRITERIA
The contract will be awarded to the tender offering best value for money. 
To determine the tender offering best value for money, tenders will be assessed on the basis of the criteria below.
Qualitative criteria
In the qualitative assessment of tender, a maximum of 100 points can be obtained.
		Qualitative criterion



	Explanation

	Quality of working methods, project management and allocation of resources
(20 points)
	· Tenderers must describe the proposed approach concerning the day-to-day management structure and the organisation of the team, in order to ensure maximum efficiency in terms of cost, rapidity, resourcefulness and flexibility. Furthermore, tenderers must explain how they plan to establish the working relationship with the Liaison Office. They must describe the procedures envisaged for ensuring effective cooperation.

	Quality and consistency of the tender in respect of the services requested
(20 points)
	· Quality of the approach proposed to attain the Liaison Office’s objectives and to provide the services requested. 
· Quality and consistency, in relation to the Contract’s objectives, of the provision of services and the technical specifications of the equipment proposed for performance of the Contract on the basis of the price schedule. 
· Methodology proposed for the development of communication activity under the different tasks.

	Organisation of third-party suppliers
(20 points)
	· Tenderers must show how they plan to rapidly mobilise a network of third-party suppliers. They must describe how they plan to work with local suppliers, as well as the mechanisms envisaged to determine who will provide the services and how the best conditions, particularly in terms of value for money, will be guaranteed. Moreover, tenderers will have to describe the provisions for addressing any shortcomings on the part of one or more local suppliers in order to ensure the continuity of the service.

	Quality of proposed environmental policies and methods
(10 points)
	· Tenderers must describe which policies and methods they intend to put in place to ensure proper respect of environmental considerations, in particular the EP’s environmental management system (EMAS), throughout all stages of the service provision. This includes appropriate measures for ensuring compliance by third-party service providers.

	Quality of the assessment of the impact of the action taken
(10 points)
	· Approach proposed to optimise and evaluate the impact of the action taken, particularly in terms of cost effectiveness, both in general terms (methodology, indicators) and in specific terms (application to the services requested).

	Quality of the case study
(20 points)
	· Professional quality and coherence of the study. Clarity of actions proposed and of responsibilities of the different players. Appropriate degree of detail of the study. Identification and taking account of particular challenges in the specific case.
· Quality of reasoned approach for achieving the specific objectives of the case study.
· Quality of resource allocation, in particular personnel. Allocation of an appropriate volume of resources.



To be admitted to the next stage of the evaluation procedure, tenders must obtain a minimum score of:
· 50% of each individual quality criterion set out above;
· 60% of the overall score for all these criteria.
Price criterion 
The price schedule components are subject to weightings (see Annex I). These weightings are based on an estimate of the services that it could be possible to perform over a certain period of time, on the basis of the Framework Contract to be concluded. However, they have no influence whatsoever on the actual use to which this Framework Contract is put. 
In order to obtain the "price component" of the tender, each price will be multiplied by the relevant weighting coefficient. The total price to be taken into account will be determined as follows:
Sum of weighted prices for A1 * 20% + sum of weighted prices for A2 * 20% + sum of weighted prices for B1 * 15% + sum of weighted prices for B2 * 5% + sum of weighted prices for C * 40% 
Tenderers' attention is drawn to the fact that the price schedule is to provide a fair, non-discriminatory basis for assessing the financial tenders and at the end, the price schedule will constitute a pricelist reference to be used under the Framework Contract concluded with the successful tenderer. This price schedule cannot under any circumstances be considered to constitute a commitment on the part of the Contracting Authority to issue Orders for services for the related services and quantities, and cannot give rise to any right or legitimate expectation on the part of the Contractor.
[bookmark: _Toc424822969]Award of the Contract
The Contract will be awarded to the most economically advantageous tender. This will be determined in the light of the total tender price and the quality of the tender (see above).
The most economically advantageous tender will be determined by weighting the technical proposal 60% and the financial proposal 40% using the following formula:
Score for tender X = (lowest price / price of tenderer X) * 100 * 40 % + total quality score of tender X * 60 % 
The Contract will be awarded to the highest scoring tenderer.

Annex I: Price schedule

Price schedule (non-exhaustive list)
Any form that is incomplete or has been amended will disqualify the tender:
Tenderers must fill in all the empty boxes in the price schedule. A service which the tenderer intends to provide free of charge must be marked “€0”. The descriptions of work must not be amended or deleted.
The price schedule needs to be duly signed and dated by the tenderer. 
In quoting the prices please note in particular:
The unit prices will be fixed and will include all costs and all expenses. Prices of deliverables are therefore prices that include all tasks (including the establishment of estimates and reports) necessary to carry them out. Prices include all costs (project management, coordination, quality control, training of contractor's staff, support resources, etc.) and expenses (company management, secretariat, social security, wages, travel costs, etc.) directly or indirectly incurred by the contractor in providing the services that can be assigned to them.
A - Consultancy and support services (hourly rates)
A1 - Communication planning advice
	
	Description
	Unit
	Price in €
	Weighting

	1
	Assistance to communication planning - Senior consultant
	hour
	
	27

	2
	Assistance to communication planning - Junior consultant
	hour
	
	37

	3
	Assistance to communication planning - Project manager
	hour
	
	48

	4
	Assistant/secretary
	hour
	
	36



A2 - Technical support
	
	Description
	Unit
	Price in €
	Weighting

	5
	Web/Social media consultant/advisor
	hour
	
	15

	6
	Social networks and online platforms administrator/moderator
	hour
	
	26

	7
	Hostess/steward
	hour
	
	58

	8
	Interpreter, national language(s) and EU working languages (EN, FR, DE), simultaneous
	hour
	
	20

	9
	IT/audiovisual technician
	hour
	
	18

	10
	Photographer / Camera operator
	hour
	
	15



B - Production services - flat-rate prices
B1 - Conference material for events 
	
	Description
	Unit
	Price in €
	Weighting

	
	Prints / photocopies in black and white (1-100 pages)
	per page
	
	1200

	
	Prints / photocopies in black and white (100-500 pages)
	per page
	
	1000

	
	Prints / photocopies in black and white (+500 pages)
	per page
	
	1000

	
	Rental of flipcharts + 3 markers + paper
	per unit
	
	8

	
	Recording of discussions (audio), delivery by electronic file
	per day
	
	3

	
	Rental of laptop computer or desktop PC, with access to Internet
	piece/day
	
	25

	
	Rental of a 50-inch LCD screen 
	piece/day
	
	10

	
	Rental of a projection screen
	piece/day
	
	3

	
	Rental of a video projector
	piece/day
	
	3

	
	Rental of interpretation booths and related equipment, including technical installation for simultaneous interpretation in accordance with standard ISO 4043-1998
	piece/day
	
	3

	
	Rental of indoor sound system with amplifier and 2 speakers, for room up to 150m²
	piece/day
	
	3

	
	Rental of microphone (any type)
	piece/day
	
	20

	
	Rental of headphones/infra-red receivers
	piece/day
	
	300

	
	Design, production and delivery of identification badges and cord for event participants
	piece
	
	400



B2 - Other production services 
	
	Description
	Unit
	Price in €
	Weighting

	
	Editing / Copywriting
	per page 
(1 500 characters  without spaces)
	
	60

	
	Management of contact list: Search for new contacts, delivery of complete file
	per 10 contacts
	
	40

	
	Management of contact list: Maintenance, verification of contact details, updating
	per 10 contacts
	
	15



C - Management fees
Management fees related to the provision of any communication service not listed above. Includes in particular market prospection and management of third-party suppliers (excluding any actual production costs, room rental, equipment, catering services etc. - reimbursable upon presentation of an invoice)
	
	Description
	Unit
	Price in €
	Weighting

	
	Market prospection and management 
(total third-party supply value <=€5000)
	per service order
	
	25

	
	Market prospection and management 
(total third-party supply value between €5000 and €15000)
	per service order
	
	5

	
	Market prospection and management 
(total third-party supply value >€15000)
	per service order
	
	2




Date, signature of tenderer’s representative: ________________________________________


 
Annex III: Declaration on the tenderer’s honour concerning the exclusion and selection criteria 

The undersigned [insert name of the signatory of this form], representing:
	(only for natural persons) himself or herself
	(only for legal persons) the following legal person: 


	ID or passport number: 

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

(‘the person’)


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

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

	(b) it has been established by a final judgement or a final administrative decision that the person is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the law of the country in which it is established, with those of the country in which the contracting authority is located or those of the country of the performance of the contract;
	[bookmark: Check1]|_|
	|_|

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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


II – Situations of exclusion concerning natural or legal persons with power of representation, decision-making or control over the legal person
Not applicable to natural persons, Member States and local authorities
	(2) declares that a natural or legal person who is a member of the administrative, management or supervisory body of the above-mentioned legal person, or who has powers of representation, decision or control with regard to the above-mentioned legal person (this covers company directors, members of management or supervisory bodies, and cases where one natural person holds a majority of shares) is in one of the following situations: 
	YES
	NO
	N/A

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

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

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

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


III – Situations of exclusion concerning natural or legal persons assuming unlimited liability for the debts of the legal person
	(3)  declares that a natural or legal person that assumes unlimited liability for the debts of the above-mentioned legal person is in one of the following situations: 
	YES
	NO
	N/A

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

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


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

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


V – Remedial measures
If the person declares one of the situations of exclusion listed above, it must indicate measures it has taken to remedy the exclusion situation, thus demonstrating its reliability. This may include e.g. technical, organisational and personnel measures to prevent further occurrence, compensation of damage or payment of fines. The relevant documentary evidence which illustrates the remedial measures taken must be provided in annex to this declaration. This does not apply for situations referred in point (d) of this declaration.
VI – Evidence upon request
Upon request and within the time limit set by the contracting authority the person must provide information on the persons that are members of the administrative, management or supervisory body. It must also provide the following evidence concerning the person itself and concerning the natural or legal persons which assume unlimited liability for the debt of the person:
For situations described in (a), (c), (d) or (f), production of a recent extract from the judicial record is required or, failing that, an equivalent document recently issued by a judicial or administrative authority in the country of establishment of the person showing that those requirements are satisfied. 
For the situation described in point (a) or (b), production of recent certificates issued by the competent authorities of the State concerned are required. These documents must provide evidence covering all taxes and social security contributions for which the person is liable, including for example, VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions. Where any document described above is not issued in the country concerned, it may be replaced by a sworn statement made before a judicial authority or notary or, failing that, a solemn statement made before an administrative authority or a qualified professional body in its country of establishment.
The person is not required to submit the evidence if it has already been submitted for another procurement procedure. The documents must have been issued no more than one year before the date of their request by the contracting authority and must still be valid at that date. 
The signatory declares that the person has already provided the documentary evidence for a previous procedure and confirms that there has been no change in its situation: 
	Document
	Full reference to previous procedure

	Insert as many lines as necessary.
	


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

	(a) It has the legal and regulatory capacity to pursue the professional activity needed for performing the contract as required in section 3 of the tender specifications;
	|_|
	|_|
	|_|

	(b) It fulfills the applicable economic and financial criteria indicated in section 14.2 of the tender specifications;
	|_|
	|_|
	|_|

	(c) It fulfills the applicable technical and professional criteria indicated in section 14.3 of the tender specifications.
	|_|
	|_|
	|_|




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

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


VIII – Evidence for selection
The signatory declares that the above-mentioned person is able to provide the necessary supporting documents listed in the relevant sections of the tender specifications and which are not available electronically upon request and without delay.
The person is not required to submit the evidence if it has already been submitted for another procurement procedure. The documents must have been issued no more than one year before the date of their request by the contracting authority and must still be valid at that date. 
The signatory declares that the person has already provided the documentary evidence for a previous procedure and confirms that there has been no change in its situation: 
	Document
	Full reference to previous procedure

	Insert as many lines as necessary.
	



The above-mentioned person may be subject to rejection from this procedure and to administrative sanctions (exclusion or financial penalty) if any of the declarations or information provided as a condition for participating in this procedure prove to be false.

Full name	Date	Signature
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Annex V: Information sheet concerning groups of economic operators 


Official name of the member authorised by the group[footnoteRef:2]:
................................................................................................................................................... [2: 	State the name and address of the member authorised by the other members of the group to represent it. If no authorisation has been given, all consortium members must sign this declaration.] 


Official address:
............................................................................................................................................................................................................................................................................................................

Legal form of the group[footnoteRef:3]: ...................................................................................................................................................................................................................................................................................................... [3: 	To be indicated if a precise form has been chosen by the group members. If that is not the case, leave blank.] 



I, the undersigned, Mr/Ms ........................................., representing the authorised representative of the group of operators submitting this tender, hereby declare that I have noted the conditions laid down by the European Parliament for submission of a tender by a group and that the submission of a tender and the signing of this declaration imply acceptance of those conditions:

‘The group of economic operators shall furnish proof of its legal form in the tender. This may take one of the following forms:

-	an entity with legal personality recognised by a Member State;
-	an entity without legal personality but offering sufficient protection of the European Parliament’s contractual interests (depending on the Member State concerned, this may be, for example, a group or a temporary association);
-	the signature by all the partners of a type of 'power of attorney' or equivalent document confirming a form of cooperation. 

The document supplied must prove the group's actual status. In that document or in an annex thereto, the economic operators making up the group shall undertake, as tenderers, to bear joint and several liability during performance of the contract, should it be awarded to them.

The European Parliament may accept other legal forms not referred to above, provided that they ensure the parties’ joint and several liability and are compatible with performance of the contract. However, in the contract to be signed with the consortium the European Parliament will refer expressly to the existence of such joint and several liability. In addition, it reserves the right to require, contractually, the appointment of an authorised representative who may represent the members and who is empowered, inter alia, to issue invoices on behalf of the other members.’





	
Information on members of group


	
Name of member of group
	
Address of member of group


	
Name of member’s representative
	
Description of technical, professional and economic capacities[footnoteRef:4] [4: 	Should such a description already have been provided in the tender, reference may be made to precisely where that description appears.] 



	
	
	
	

	
	
	
	

	
	
	
	




Date: ............................                                  Signature: ...............................................



Annex VI: Declaration concerning subcontractors


Name of the tenderer:


I, the undersigned, Mr/Ms .............................................., in my capacity as representative of the above-mentioned tenderer, hereby declare that, in the event that the contract, or one or more lots thereof, is awarded to the tenderer, the following economic operators will act as subcontractors:

	
Details of subcontracting


	Name & address of subcontractor
	Description of the subcontracted part of the contract 
	Value of subcontracted part of contract (in EUR and as a percentage of estimated total amount of contract)

	
	
	

	
	
	

	
	
	

	
	
	



I acknowledge that the European Parliament reserves the right to request information on the financial, economic, technical and professional resources of the proposed subcontractor(s) and that the European Parliament may demand the requisite proof to establish whether the subcontractors comply with the exclusion criteria applying to tenderers. 

In this context, the European Parliament reserves the right to reject any proposed subcontractor not complying with the exclusion and/or selection criteria.

Furthermore, the European Parliament must be informed by the Contractor of any subsequent use of subcontracting not provided for in the tender. The European Parliament therefore reserves the right to accept or reject any subcontractor proposed during the performance of the contract. Accordingly, it may demand the requisite proof to establish whether a subcontractor complies with the requisite criteria. The European Parliament’s authorisation will always be granted in writing. 
If the contract is awarded to a tenderer who proposes a subcontractor in his tender, this equates to giving consent for the subcontracting.

Date: ............................                                  Signature: ...............................................



Annex VII: Label to be affixed to the outer and inner envelopes when a tender is sent

To be used and completed to help ensure that the tender is sent to the relevant department at the European Parliament








EUROPEAN PARLIAMENT
Liaison Office in Italy
Via IV Novembre, 149
00187 ROMA
INVITATION TO TENDER - COMM/DG/AWD/2018/157

NOT TO BE OPENED BY THE MAIL UNIT OR ANY UNAUTHORISED PERSON






In the case of several packages or envelopes: make copies of the label and repeat the operation





















Annex IX: Consistent communication guidelines

(in electronic format only)
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