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Part D Technical Specifications - Service Requirements (SR) 

1. INTRODUCTION 

 

This document is part of the PE/FINS-FMS19 Tender Specifications and contains a detailed 

description of the modalities for the execution of the services foreseen in the framework contract. 

 

During the life of the framework contract, the European Parliament may propose changes in the SR 

in order to clarify or help the execution of the framework contract. Upon agreement of both parties, 

the changes will be integrated into an updated SR, which will be incorporated into the framework 

contract by way of written amendment. 

 

2. ORDERING PROCESSES 

Services shall be provided on the basis of three different types of orders: 

 

− Time and means specific contracts/order forms which correspond to the order of a number of 

days performed at the European Parliament’s premises. 

 

− Fixed price specific contracts/order forms which correspond to the order of a number of 

deliverables, corresponding to the work to be delivered within a specified deadline. 

 

− Quoted time and means specific contracts/order forms which correspond to the order of a 

number of days for defined sub-tasks. 

 

The three different types of orders can be combined in a single specific contract. 

 

The ordering process is initiated by the European Parliament via a Request for offer (RFO - see model 

appended to this document) and associated contract statement of work (CSOW - see models appended 

to this document) sent to the contractor describing the requested services. 

 

As specified and detailed in the framework contract, the contractor must confirm its intention to make 

an offer within a time limit of 3 working days after dispatch of the request. Then, within a period to 

be defined in the RFO, ranging from 5 to 20 working days after dispatch of the request, either decline 

the request or make an offer to the European Parliament for the execution of the request. This 

maximum time limit for submission after dispatch of the request will be defined by the European 

Parliament for each RFO according to the complexity of the case. The process completes with the 

signature of a specific contract (i.e. an order) or an order form (i.e. an order), or with the withdrawal 

of the RFO. 

 

The European Parliament may use order forms for simplified requests for offer. References to specific 

contracts in this document should be understood as specific contracts or order forms. 

 

The chosen contractor must have the capacity to carry out in parallel several individual orders. The 

contractor must be capable of providing the services ordered rapidly and with a high degree of quality. 
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2.1 Time and means orders (TM) 

Time and means orders are executed on the European Parliament’s premises i.e. “on-site”. In a time 

and means order the European Parliament requests profiles, specifies the workload (e.g. person-days) 

and its specific needs for requested profiles. 

 

The following conditions apply to Time and means orders: 

 

− Ordering 

 

a. the contractor must submit an offer meeting the requirements as specified in the RFO and in the 

associated CSOW. The contractor’s proposed persons must match the requested profile 

description and the specific needs indicated in the RFO. The RFO can combine different profiles, 

specifying the requested quantity for each profile and the workload for each person; 

 

b. the contractor must be able to propose per requested profile at least two and a maximum of four 

qualified persons to choose from, unless more CVs are requested in RFO; 

 

c. each CV submitted by the contractor, when replying to a RFO, must be accompanied by the copy 

of the certificate(s) of attendance proving that each proposed person has attended the relevant 

required professional trainings in the range of 2-5 days during a period of one year prior to the 

date of the submission of the offer for a specific contract. The exact amount of the training days 

may be specified in the RFO. European Parliament reserves the right not to accept the 

certificate(s) of attendance provided by the contractor for online trainings or for an in-house 

trainings; 

 

d. pre-defined CV forms (appended to this document) must be used. All information indicated in 

the CV has to be correct, truthful, validated and up-to-date; 

 

e. persons proposed must be available for interviews at the European Parliament’s premises 

(interviews can exceptionally be performed through visio-conference); 

 

f. exceptionally, in the event the persons proposed are not engaged by the contractor at the time the 

contractor submits its offer, the contractor shall join in its offer a letter of engagement or 

equivalent document whereby the contractor confirms that the persons proposed will be engaged 

by the contractor at the latest at the start date of the contract; 

 

g. persons proposed must be available at the start date indicated in the specific contract; 

 

h. when a selected person is no longer available before the start of a new contract, the contractor is 

obliged to inform the European Parliament immediately. The contractor is not authorised to 

propose new persons. However, the European Parliament may decide to select another person 

initially proposed by the contractor in its offer and who is available at the envisaged start of the 

assignment, but in the case where none of the persons proposed in the offer are deemed as 

suitable, then the cascade mechanism will be activated. 

 

− Replacement 

 

a. on the European Parliament's demand, the contractor must replace within 5 working days 

personnel who prove incapable of carrying out the specified tasks to the required standards; 
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b. on the European Parliament’s demand, during holidays or other periods of planned absence of 

the person employed, the contractor will be requested to provide an adequate replacement within 

5 working days as from the European Parliament’s notification; 

 

c. the contractor shall give at least one month’s (minimum 20 working days) notice to the European 

Parliament of any personnel changes in the team. The prior agreement of the European 

Parliament must be obtained to perform the change and the replacement persons must be 

proposed within 5 working days as from the contractor’s notification. In case the European 

Parliament cannot give its agreement to the proposed replacement, the contract can be terminated, 

and the cascade system activated based on a new RFO which may cover a different period and 

tasks that those foreseen in the terminated contract. The termination date of the contract will be 

communicated by the European Parliament to the contractor; 

 

d. in case of force majeure, if the original person is no longer able to carry out the work, the 

contractor is obliged to immediately inform the European Parliament and to provide within 5 

working days as from the contractor’s notification competent candidates for replacement as 

provided for under point g; 

 

e. in all cases, the replacement must be incorporated in the concerned specific contract by way of 

written agreement (formal amendment or exchange of letters); 

 

f. in all cases of replacement, the handover period (where both persons work in parallel) must be 

at least 10 working days, free of charge for the European Parliament. If no handover is possible, 

at least 15 working days (free of charge for the European Parliament) must be performed by the 

replacement person. The days free of charge will be the first working days of the replacement 

person; 

 

g. in all cases of replacement, the contractor must propose a minimum of two and a maximum of 

four persons with the required qualifications and experience as indicated in the initial RFO; 

 

h. in all cases of replacement, the necessary training and information to guarantee the continuity of 

service have to be carried out at the contractor’s expense. 

 

− Invoicing 

 

a. every day during which services are provided, the contractor or its staff shall record the time 

worked. The records shall be set up in the manner defined by the European Parliament's technical 

representative named in the specific contract. At the end of each month, the contractor or its staff 

shall complete and sign the form provided in the Time Sheet (see model appended to this 

document) and forward it to the European Parliament's technical representative who shall be in 

charge of checking the consistency between the daily records and the monthly attendance sheet; 

 

b. the invoicing is based on the number of days performed according to the quality indicators 

defined in point 4.1 of Part E to the Technical Specifications “Service Level Agreement”; 

 

c. the monthly activity report (see model appended to this document) defined in point 4.2 of Part 

E to the Technical Specifications “Service Level Agreement” (or an equivalent supporting 

document defined by the European Parliament, the content of which corresponds to the 

information requested in the monthly activity report appended to this document), together with 

the Time Sheet Form(s) (see model appended to this document) duly completed and signed will 

be attached to the invoice for the relevant period. The European Parliament will make payment 

of the invoice only upon its approval of both above-mentioned documents. 
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2.2 Fixed price orders (FP) 

 

Fixed price orders are executed on the European Parliament’s premises (on-site) or outside the 

premises of the European Parliament (off-site). 

 

In a Fixed price order, the European Parliament specifies the deliverables corresponding to the work 

to be delivered within specified deadlines.  

 

The following conditions apply to Fixed price orders: 

 

−  Ordering 

 

a. the European Parliament specifies in the RFO and associated CSOW the different deliverables 

to be provided within a given time with the related requirements and deliverable acceptance 

criteria; 

 

b. a deliverable is any measurable, tangible, verifiable outcome, result or item that must be 

produced; 

 

c. the contractor must submit an offer meeting the requirements specified in the RFO and associated 

CSOW (specifications, work packages, deliverables, deadlines, etc.); 

 

d. the offer must include a plan. It has to indicate the proposed activities, the team structure and the 

complete list of profiles, including, names and CVs of the proposed team members, roles, 

responsibilities and individual workload (person-days) of the different team members. Pre-

defined CV forms (appended to this document) must be used.  

 

e. the European Parliament may request the replacement of one or several proposed CVs with no 

obligation to reject the offer; 

 

f. each CV submitted by the contractor, when replying to a RFO, must be accompanied by the copy 

of the certificate(s) of attendance proving that each proposed person has attended the relevant 

professional trainings (if required) in the range of 2-5 days during a period of one year prior to 

the date of the submission of the offer for a specific contract. The exact amount of the training 

days may be specified in the RFO. European Parliament reserves the right not to accept the 

certificate(s) of attendance provided by the contractor for online trainings or for an in-house 

trainings; 

 

g. the contractor must provide the methodology used for the calculation of the workload for the 

different tasks and activities to produce the defined deliverables. The resulting financial offer is 

based on an estimation of the number of days for each profile. 

 

− Delivery 

 

a. the delivery process covers the period from the signature of a specific contract to the final 

acceptance of the deliverables; 

 

b. when the tasks are performed off-site, the contractor shall provide all necessary infrastructure on 

its premises for the successful execution of the work; 
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c. project meetings are typically held in the Institutions' sites. Deliverables have to be formally 

remitted at these locations. Travel to and accommodation costs at the places of delivery are not 

reimbursed. If appropriate and technically feasible, video-conference could be organised on the 

European Parliament's demand. The travel time will not be counted as working hours for the 

European Parliament and cannot be invoiced to the European Parliament; 

 

d. deliverables must be timely delivered and conform to the specifications as described in the 

specific contract and be measurable against a set of predefined acceptance criteria indicated in 

the CSOW; 

 

e. the contractor shall maintain a list of all deliverables mentioning at least: 

 

i.   deliverable reference and description; 

ii.  current status (planned, started, draft, under review, delivered, approved...); 

iii. initial planned delivery date; 

iv. current planned delivery date; 

v.  remarks; 

 

f. meetings with members of the team at the location of delivery including acceptance process will 

be required without any additional cost by the European Parliament. 

 

− Replacement 

 

In case of change in the team proposed in the course of the execution of a specific contract, the 

replacement must be agreed upon by both parties in writing (formal amendment or exchange of 

letters). 

 

− Invoicing 

 

a. invoicing is based on the acceptance of the deliverables by the European Parliament, 

independently of the actual workload (person-days dedicated to the completion of deliverables);  

 

b. the contractor will be allowed to invoice 100% of the cost of the deliverable after the formal 

acceptance of the deliverable by the European Parliament;  

 

c. exceptionally, where the subject matter of the contract so permits interim payment may be 

accepted by the European Parliament. The amount and the conditions of acceptance of such 

interim payment will be describe in the CSOW; 

 

2.3 Quoted time and means orders (QTM) 

Quoted time and means orders are executed on the European Parliament’s premises (on-site) or 

outside the premises of the European Parliament (off-site). 

 

In a Quoted time and means mode, the European Parliament specifies the different tasks and sub-

tasks (see Sub-task Form appended to this document) to be executed as indicated under “Delivery” 

below. 

 

The following conditions apply to Quoted time and means orders: 

 

− - Ordering 
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a. the European Parliament shall specify in the RFO and associated CSOW the tasks that will be 

executed later in subsequent sub-tasks as indicated in ”Delivery” below. 

 

b. the European Parliament shall define in the CSOW the required scope of composition of the 

specific contract by giving : 

 

i.   a detailed description of the first sub-task to be executed and its final delivery date; 

 

ii. for the other sub-tasks either an outline of the typology of the different sub-tasks to be 

potentially executed, or an estimate of the number of sub-tasks of the same nature to be potentially 

executed under the contract and/or an indicative list of potential sub-tasks of another nature to 

cover the same tasks; 

 

c. the European Parliament may also define in the RFO and associated CSOW the profiles required, 

the number of persons per profile and their maximum workload expected during the execution of 

the specific contract, the total maximum number of days or the maximum total amount allocated 

to the specific contract; 

 

d. the contractor must submit an offer meeting the requirements as specified in the RFO and 

associated CSOW (e.g. technical annex with description of tasks, sub-tasks, etc.); 

 

e. the offer must include a technical proposal based on the requirements, the profiles including names 

and CVs of the proposed team members, roles, responsibilities, place of work and individual 

workloads. The financial proposal has to be based on the profiles and their estimated workload. 

Pre-defined CV forms (appended to this document) must be used; 

 

f. the European Parliament may request the replacement of one or several proposed CVs with no 

obligation to reject the offer; 

 

g. each CV submitted by the contractor, when replying to a RFO, must be accompanied by the copy 

of the certificate(s) of attendance proving that each proposed person has attended the relevant 

professional trainings (if required) in the range of 2-5 days during a period of one year prior to the 

date of the submission of the offer for a specific contract. The exact amount of the training days 

may be specified in the RFO. European Parliament reserves the right not to accept the certificate(s) 

of attendance provided by the contractor for online trainings or for an in-house trainings. 

 

− Delivery 
 

a. the delivery process covers the period from the signature of a specific contract to the acceptance 

of the deliverables; 

 

b. the work is divided into various sub-tasks that will be performed during the execution of the 

specific contract. By using the standard sub-task form, the European Parliament will provide the 

contractor with a detailed description of each sub-task and their final delivery date during the 

execution of the specific contract, based on the requirements globally specified in the RFO and 

associated CSOW and complemented in each sub-task form. The contractor will send the European 

Parliament a proposal by means of the sub-task form for the execution of each sub-task (including 

the workload and time schedule which shall be within the final delivery date indicated by the 

European Parliament in the RFO) on the basis of a number of person-days with the requested 

profile(s). When the European Parliament has accepted the offer, the sub-task form is signed by 

both parties. Only agreed costs for the specified sub-tasks can be invoiced, after acceptance of the 

delivery of the sub-task by the European Parliament; 
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c. technical and financial proposals remain indicative until an order becomes effective and binding 

via an agreed and signed sub-task form, prior to the execution of the sub-task and registered in an 

auditable and traceable way; 

 

d. when the tasks are performed off-site, the contractor shall provide all necessary infrastructure on 

its premises for the successful execution of the work. The location of the European Parliament's 

premises to which off-site services refer will be specifically defined in each case; 

 

e. meetings in the context of the execution of the specific contract are typically held in the 

Institutions' sites. Deliverables have to be formally remitted at these locations. Travel to and 

accommodation costs at the places of delivery are not reimbursed. If appropriate and technically 

feasible, video-conference could be organised on the European Parliament's demand. The travel 

time will not be counted as working hours for the European Parliament and cannot be invoiced to 

the European Parliament; 

 

f. the sub-tasks must be delivered on time, and conform to the specifications as described in the 

specific contract and be measurable against a set of predefined acceptance criteria indicated in the 

CSOW. The contractor shall provide for each sub-task all deliverables in the form and format 

specified in the order and shall guarantee their integration into the concerned Institution's 

informatics environment; 

 

g. meetings with members of the team at the location of delivery including acceptance process can 

be required without any additional cost by the European Parliament. 

 

− Replacement 

 

In case of change in the team proposed in the course of the execution of a sub-task, the replacement 

must be agreed upon by both parties in writing (formal amendment or exchange of letters). 

 

− Invoicing 

 

The invoicing is based on the acceptance of the sub-tasks by the European Parliament (and not on the 

effective workload). In the event that the estimated days initially agreed for the performance of a 

specific contract have not been ordered via signed sub-tasks form, the European Parliament shall not 

be obliged either to use or to pay for the days not worked and the contractor shall not be entitled to 

claim compensation for them. 

 

 

 

 

3. DELIVERY FOR ALL TYPES OF ORDERS 

 

3.1. Languages 

 

The required services must be provided in English. French knowledge may be required in some 

exceptional circumstances. 
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3.2. Place of work 

 

For all purposes related to this contract, the expressions "normal locations of delivery/European 

Parliament premises" are to be considered as all the European Parliament’s premises located in 

Brussels, Luxembourg and Strasbourg. Data Centres located in the proximity of the cities of Brussels 

and Luxembourg are to be considered as part of the European Parliament premises to which they are 

linked, thus integral part of them. 

 

Depending on the RFO, work can be executed on the European Parliament’s premises (so-called on-

site work) or on the contractor’s premises (so-called off-site work).  

 

The European Parliament indicates in the RFO where the work has to be delivered as well as, if 

necessary, the times of presence required at each place of delivery. Both elements, however, could 

eventually be adapted to the needs of the service during contract execution. No expenses can be 

invoiced by the contractor for the travelling time between the three normal locations of delivery 

(Brussels, Luxembourg, Strasbourg). Travel, accommodation and subsistence expenses incurred 

within and between the normal locations of delivery shall not be reimbursed. 

 

In the case of on-site work, the execution of the contract must be performed at European Parliament’s 

premises as required in Brussels, Luxembourg and Strasbourg. The infrastructure will be provided by 

the European Parliament. 

 

The personnel working at the Institution’s premises and using the Institution’s infrastructure 

(computer, network, Wi-Fi connection, etc.) must respect the rules of usage stated by the Institution. 

Exceptions to the standard rules are subject to a prior written authorisation of the Institution. 

 

In the case of off-site work, the execution of the contract will be performed primarily at the 

contractor's premises. 

 

Project meetings are typically held in the locations of delivery mentioned above. Deliverables have 

to be formally remitted at these locations. Travel to and accommodation costs at the place of delivery 

are not reimbursed. If appropriate and technically feasible, video-conference could be organised on 

the European Parliament's demand. The travel time will not be counted as working hours for the 

European Parliament and cannot be invoiced to the European Parliament. 

 

3.3. Travels outside the normal locations of delivery 

 

As an exception, the European Parliament may request delivery of services outside of the normal 

locations of delivery, e.g. in the European Parliament’s liaison offices abroad. 

 

Where travel is necessary for service delivery outside the normal locations of delivery, travel costs 

and subsistence expenses will be reimbursed following the terms set up in Annex IV of the 

framework contract “Reimbursable Expenses”. The travel time will not be counted as working hours 

for the European Parliament and cannot be invoiced to the European Parliament. 

 

3.4. Work periods 

 

For all purposes derived from the implementation of this framework contract and the related specific 

contracts: 
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− normal working hours are between 8.00 and 20.00. Specific normal working hours may 

exceptionally be applicable; 

− a full normal working day includes eight normal working hours; 

 

− normal working days are defined as the European Parliament's effective working days 

(Monday till Friday), excluding Saturdays and Sundays as well as European Parliament's 

public holidays and European Parliament's office closing days; 

 

− one full year corresponds normally to an effective workload of +/- 220 normal working days, 

i.e. +/- 1760 normal working hours. 

 

The European Parliament may request delivery of services outside the normal working times. 

 

The European Parliament indicates, if necessary, in the RFO and/or its annexes the times of presence 

required at each place of delivery, which could, however, be adapted to the needs of the service during 

contract execution. 

 

The maximum working time per consultant per day shall be compliant with the applicable national 

labour legislation. 

 

3.5. Acceptance of work 

 

For orders, official acceptance of the work (see templates appended to this document) carried out will 

take place at milestones during and at the end of each order execution by means of a procedure agreed 

upon in the specific contract. Invoices may be issued only for executed orders and tasks that have 

been completed and duly accepted by the Institution. More detailed explanations are provided in 

Annex III to the framework contract "Invoicing procedures" and in Part E to the Technical 

specifications "Service Level Agreement". 

 

3.6. Training 

 

As a rule, the European Parliament will not take charge of the training of the contractor’s staff. The 

contractor must see that its staff follows informatics training courses outside the European 

Parliament’s premises so as to maintain an adequate level of knowledge in the relevant domain. 

 

In cases where the correct execution of the contract so requires (e.g. if the training course is not 

provided externally) and on special request of the European Parliament, staff working under a specific 

contract may follow an informatics training course organised by the European Parliament. However, 

the training hours are not paid to the contractor by the European Parliament. 

 

The contractor shall plan 2-5 training days per year for its staff and be able to provide a proof thereof 

upon request of the European Parliament. 

 

In the context of Time and means contracts, if the European Parliament requests the contractor’s staff 

to follow a non-IT training course related to their work at the European Parliament (e.g. Business 

procedures or application functionalities), it is considered as a normal working day paid by the 

European Parliament. 
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3.7. Security verification 

 

See Articles II.1.3 and II.19bis of the framework contract. 

 
The European Parliament along with other EU Institutions have signed a Memorandum of 

Understanding on October 18, 2016 with the Belgian Government on Security Verifications for 

employees of external contractors requiring access to the EU Institutions. 

 

For the time being, these security verifications concern only employees of external contractors or 

employees of their possible subcontractors working on-site on the European Parliament’s premises 

in Brussels, but they are likely to be extended in a later stage also to Luxembourg and France. 

 

On the contractual level, the future contractor will be required prior to the signature of any specific 

contract, to provide the European Parliament’s Directorate general for Security and Safety (DG 

SAFE) with an Excel file (appended to the RFO) completed by the contractor with personal data for 

each employee, including possible subcontractors’ employees, who will be working on the European 

Parliament’s premises in Brussels and to request each such employee to sign a Notification Form 

(also appended to the RFO) consenting to the security verification. 

 

According to current practise, if the result of the security verification is not available when contract 

execution starts, the European Parliament may grant access to external personnel on a temporary basis 

provided that the employee signs the Notification Form. 

 

The procedure related to the security verification is appended to this document. 

 

 

4. ANNEXES 

 

Templates 

 

1. Request for Offer Form - RFO 

 

2. Subcontracting Request Form 

 

3. Model Acceptance Sheet 

 

4. Model Time Sheet 

 

5. CV Template 

 

6. Structure of a Contract Statement of Work - CSOW (TM, FP, QTM) 

 

7. Sub-task Form 
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ANNEX 1 

 

FMS19 - REQUEST FOR OFFER FORM 

 

 

Request for offer unique identifier: 
 

Specific contract identifier:  
 

Estimated starting date:  

 

Estimated end date / Duration:  
 

Estimated budget (where applicable):  

 

Type of specific contract: Fixed Price / Quoted Times & Means / Times & Means 

 

Planned work outside normal working hours: Yes / No 

 

Normal places of delivery: Brussels, Luxembourg, Strasbourg 

 

Subcontracting allowed: In case of subcontractor(s) not declared in the framework contract offer, 

please fill in subcontracting request form 

 

Place of delivery (not including occasional missions to other places):  

 

 On-site Off-site 

Luxembourg  On contractor premises 

Brussels  On contractor premises 

Strasbourg  On contractor premises 

Other: .....................  On contractor premises 

 

Administrative contact point: ................@ep.europa.eu 

 

Technical contact point: ........................@ep.europa.eu 

 

In accordance with the provisions of FMS19, please indicate within a period of 3 working days 

following the dispatch of the request whether you intend to make an offer for the Contract 

Statement of Work in question. 

 

If yes, the offer must be submitted to the European Parliament within [from 5 to 20 working days] 

following the dispatch of this request. 

Your signed and dated offer shall be sent by E-Mail to xxx@ep.europa.eu. 
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ANNEX 2 
 

FMS19 - SUBCONTRACTING REQUEST FORM 
 

(Please use one form per subcontractor) 
 

Sample to be used only during contract execution 
 

I hereby would like to ask the Institution the authorization to subcontract [part of the / all tasks] 

related to the execution of the below identified specific contract. 
 

REQUEST FOR OFFER REFERENCE: ....................................................................................... 
 

SPECIFIC CONTRACT REFERENCE: ....................................................................................... 
 

DETAILS OF THE TASKS TO BE SUBCONTRACTED AND REASON(S): 

................................................................................................................................................................ 

................................................................................................................................................................ 

................................................................................................................................................................ 

................................................................................................................................................................ 
 

ESTIMATED VALUE OF THE SUBCONTRACTED TASKS: ...................................................  
 

SUBCONTRACTOR's DETAILS: 
 

Name and surname (if applicable) 

 

 

Company name (if applicable 

 

 

Company registration / VAT number 

 

 

Address 

 

 

 

 

 

 

 

I also enclose the subcontractor's declaration on honour regarding the exclusion criteria and a letter 

of intent from the subcontractor to perform the tasks. 
 

Name of authorised signatory Date of request Signature 

 

 

 

  

 

AUTHORIZATION FROM THE EUROPEAN PARLIAMENT: 
 

Name of authorised signatory Date of authorisation or 

reason to reject it 

Signature 
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ANNEX 3 
 

FMS19 - ACCEPTANCE SHEET 

 

 

Duly signed acceptance sheet form to be attached to the invoice in Fixed price contracts 
 

SPECIFIC CONTRACT REFERENCE: ..................................................................... 

 

DELIVERY NOTE REFERENCE: .............................................................................. 

 

PLANNED DELIVERY DATE: .................................................................................... 

 

DELIVERY OF WORK 
 

To be filled in by the contractor and the European Parliament: 

 

 Contractor European Parliament 

 

Actual delivery date: 

 

  

 

Person responsible for 

checking: 

 

  

 

Comments: 

 

 

 

 

 

 

 

  

 

Date and signature 

 

  

 

ACCEPTANCE OF WORK 
 

To be filled in by the European Parliament: 

 

 

Official responsible for acceptance (certified 

correct): 

 

 

 

Date and signature: 
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ANNEX 4 
 

FMS19 - TIME SHEET MODEL 

 

Duly signed time sheet form to be attached to the invoice in Times & Means contracts 

 

 

Specific contract reference: ……………………………............................................... 

 

Period (month/year): ……………………………......................................................... 

 

Name of person: ……………………………................................................................ 

 

Profile: ……………………………............................................................................... 

 

Seniority level …………………………….................................................................... 

 

Day Tasks Number of 

hours on 

normal 

working days 

during normal 

working 

hours 

Number of 

hours on 

normal 

working days 

outside normal 

working hours 

(*) 

Number of 

hours outside 

normal 

working days 

(Saturdays) (*) 

Number of 

hours outside 

Normal working 

days 

- (Sundays - EP 

holidays)(*) 

Number of 

Non invoiceable 

hours (*) 

1       

2       

3       

4       

5       

6       

7       

8       

9       

10       

11       

12       

13       

14       

15       

16       

17       

18       

19       

20       

21       

22       

23       

24       

25       

26       
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27       

28       

29       

30       

31       

 TOTAL 0,0 0,0 0,0 0,0 0,0 

 
(*) Please attach justification. 

 

Comments and signature (to be filled in by the contractor): 

 

Additional comments: 

 

 

 

Date and signature: 

 

 

 

Certified correct (to be filled in by the Institution): 

 

Official responsible for acceptance: 

 

 

 

Date and signature: 
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ANNEX 5 
 

FMS19 - CV TEMPLATE 

 

CV n° ........... 
 

 

SURNAME, 

Name 

 

Date of birth (dd/mm/yyyy) 

Contract 

information 

 

Employer: 

Date of recruitment: (dd/mm/yyyy): 

Current function (indicate the function in the company) 

 

Profile and Role 

for which 

employee is 

offered 

 

 

Profile:                                                          Role: 

 

Offer reference1: 

 

Seniority level 2 

 

       

      Standard 

 

       Senior 

 

     Not applicable 

Highest relevant 

educational 

qualification 

Tick  the appropriate:  

 Secondary School 

 Bachelor 

 Master 

 

Certificate and/or 

diploma obtained: 

Institute: 

Date: mm/yyyy 

Languages3 

 

 

English: 

French: 

German: 

Other(s): 

Spoken Understood Written Read 

 

 

 

Date IT career  

started 

(mm/yyyy) 

Specialised 

expertise 

 

 

 

 

                                                 
1 During the tendering process, please, insert the Lot number. At a later stage, during contract execution, this field will be filled-in with 

the specific contract reference. 
2 For corresponding seniority level see Part B to the Technical specifications “Profiles”. 
3 Please use the Common European Framework of Reference (CEP) level. 
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Summary (use this area to briefly indicate the major facts which should be known about this 

employee): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CV training page 

 

TRAININGS in 2016-2017 

 Training name: Company/instit

ute organising 

the training: 

Training duration in 

days: 

Exams or certificates4: 

1.    

 

  

2.    

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                 
4 For each training, please append a copy of the certificate of attendance. 
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CV software expertise page 

 

Software expertise 

 Tool (precise 

manufacturer, 

product name and 

version(s)) 

Competence (5 -1) 

(5-over 5 years 

experience with a tool, 

4-between 4 and 5 years 

experience, etc.)5 

Description (e.g. give relevant entries 

under  “professional experience”) 

   

 

 

   

 

 

    

    

 

CV professional experience page 

 

PROJECT EXPERIENCE  - #6 

Project name:  

Employer:  

Dates: Start: (mm/yyyy)         End: (mm/yyyy)                                                                    

Effective number of man days worked on the project7:  

Client:  

Project size 

(man/days for the 

whole duration of 

project declared): 

 

Project description : 

 

 

 

Employee’s Roles & Responsibilities in the project: 

 

 

 

Technologies and methodologies  used by the employee in the project: 

 

 

 

 

Date of last update of this experience (dd/mm/yyyy): .................................................... 

 

                                                 
5 For technologies between 0 and 1 year, please, leave the cell blank. 
6 Numbered from the most recent to the oldest. 
7 Total resulting from adding all man days declared for the whole duration of the project. 
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ANNEX 6 
 

FMS19 - CONTRACT STATEMENT OF WORKS - TM 

 

 

 

 

1. SERVICE OVERVIEW 

 

1.1. SUBJECT 

 

1.2. TASKS 

 

1.3. AREA OF EXPERTISE 

 

2. SCOPE 

 

2.1. REQUIRED PROFILES OF THE LOT 

 

2.2. INDICATIVE AVAILABILITY OF THE PROFILE 

 

2.3. WORKING PLACE 

 

2.4. PROFESSIONAL EXPERIENCE 

 

3. AMOUNT OF HOURS PER PROFILE 

 

3.1. REQUESTED QUANTITY FOR EACH PROFILE AND THE WORKLOAD FOR EACH 

PERSON 

 

3.2. NUMBER OF CV’s PER REQUESTED PROFILE 

 

4. ANNEXES - IF ANY  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



European Parliament  Page 22 of 26 

 

 

 

 

 

 
 

FMS19 - CONTRACT STATEMENT OF WORKS - FP 

 

 

 

1. TYPE OF SPECIFIC CONTRACT 

 

The present specific contract will be executed under the provisions of a Fixed price supply of 

services 

 

2. CONTEXT and OBJECTIVES 

 

3. DESCRIPTION OF TASKS and ACTIVITIES 

 

4. LIST OF PROFILES 

 

5. DELIVERABLES (with schedule) 

 

6. ACCEPTANCE CRITERIA 

 

7. DESCRIPTION OF THE WORKING METHOD FOR ACCEPTING EACH      

DELIVERABLE 

 

8. SUMMARY OF ACTIVITIES and DELIVERABLES 

 

9. INPUT and DOCUMENTATION 

 

10. OTHER PRECISIONS and CONSTRAINTS 

 

11. PLANNING 

 

12. ANNEXES - IF ANY 
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FMS19 - CONTRACT STATEMENT OF WORKS - QTM 

 

 

1. SERVICE OVERVIEW 

 

1.1. SUBJECT 

 

1.2. OBJECTIVES 

 

1.3. KEY-PERSONS 

 

2. SCOPE 

 

2.1. REQUIRED SERVICES AND SUB-TASKS 

 

2.2. REQUIRED PROFILES OF THE LOT 

 

3. SUB-TASKS AND DELIVERABLES 

 

4. ACCEPTANCE PLAN 

 

4.1. SUB-TASK AND DELIVERABLE RECEPTION 

 

4.2. DOCUMENTATION REVIEW 

 

4.3. KEY PERFORMANCE INDICATORS (KPI’S) 

 

5. INVOICING AND PAYMENT 

 

5.1. INVOICING 

 

5.2. PAYMENT 

 

6. PLANNING 

 

7. ANNEXES - IF ANY 
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ANNEX 7 
 

FMS19 - SUB-TASK FORM 

 

To be used for Quoted time and means Orders during contract execution. 
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NB: Near site is not applicable to this call for tender. 
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