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 INTRODUCTION

[bookmark: _Toc312157908][bookmark: _Toc313540108][bookmark: _Toc5368429]Presentation of Eurostat
Eurostat is a Directorate-General of the European Commission (“Commission”). Its mission is to provide the European Union with a high quality statistical information service.
Together with the national statistical offices, Eurostat is responsible for the European statistical system: see Regulation (EC) No 223/2009 of the European Parliament and of the Council of 11 March 2009 on European statistics (OJ L 87/164, 31.3.2009). Eurostat implements standards, methods and classifications for the production of comparable, reliable and relevant data. Users of Eurostat’s output include the Commission and other institutions of the European Union, national governments of the Member States, international organisations, businesses, universities and a wide range of other users. Eurostat also supports non-member countries, including the candidate countries, in adapting their statistical systems.
More information can be found on the Eurostat's website:
http://ec.europa.eu/eurostat
Eurostat carries out some of its activities by awarding contracts for the provision of services relating to the various fields of the European statistical programme.

[bookmark: _Toc199755426][bookmark: _Toc312157909][bookmark: _Toc313540109][bookmark: _Toc5368430]Subject of the contract
This invitation to tender covers activities related to enlargement, neighbourhood and development cooperation. 
The statistical services forming the subject of this invitation to tender are divided into the following lots:
Lot 1: Seminars, workshops and working groups for the ENP South countries
Lot 2: Data collection, validation and dissemination for the enlargement and ENP countries
Lot 3: Training programme in the ENP South countries
Lot 4: High level seminars for senior management of the ECCAA countries

Each lot is the subject of a separate contract. Tenderers may submit a tender for any number of lots, but not for parts of lots.

[bookmark: _Toc312157910][bookmark: _Toc313540110][bookmark: _Toc5368431]Glossary 
Central Asia	Kazakhstan, Kyrgyzstan, Tajikistan, Turkmenistan, Uzbekistan
Comext	Commerce extérieur, Eurostat's reference database holding detailed data on international trade in goods statistics
Commission 	European Commission
DG ESTAT	Eurostat, a Directorate-General in the European Commission, responsible for statistics
DG NEAR	Directorate-General for Neighbourhood Policy and Enlargement Negotiations (a department of the European Commission)
EECCA  	Eastern Europe, Caucasus and Central Asian countries (Armenia, Azerbaijan, Belarus, Georgia, Kazakhstan, Kyrgyzstan, Moldova, Tajikistan, Turkmenistan, Ukraine, and Uzbekistan)
EMIS	Explanatory Metadata Information System
ENP	European Neighbourhood Policy
ENP-East	Armenia, Azerbaijan, Belarus, Georgia, Moldova and Ukraine
ENP-South	Algeria, Egypt, Israel, Jordan, Libya, Morocco, Palestine, Syria[footnoteRef:1], Tunisia [1:  Cooperation with Syria is currently suspended, but depending on political developments, it may resume during the lifetime of this contract.] 

ESS	European Statistical System
ESCoP	European Statistics Code of Practice (ESCoP)
EU	European Union
EUROBASE	Eurostat's on-line reference database for statistical data, accessible free of charge on Eurostat's website
GDP	Gross Domestic Product
HLS 	High Level Seminar
ICP	International Comparison Program
MEDSTAT	An EU programme for support to countries to the south and east of the Mediterranean Sea. The country coverage is equivalent to ENP-South.
NSA 	National Statistical Authority, i.e. the NSI or other Competent National Authorities (CNA) responsible for collecting official statistics
NSI	National Statistical Institute (equals National Statistical Office)
OECD	Organisation for Economic Co-operation and Development
PLI	Price Level Index
PNC	Principal National Coordinator
PPP	Purchasing Power Parities
PPS	Purchasing Power Standard
SDMX 	Statistical Data and Metadata Exchange 
SE	Statistics Explained (Eurostat's wiki-type articles on statistical topics)
VBA	Visual Basic for Applications, the application edition of Microsoft's Visual Basic programming language


[bookmark: _Toc5368432]TECHNICAL INFORMATION ON LOTS

[bookmark: _Toc5368433]LOT 1: 	SEMINARS, WORKSHOPS AND WORKING GROUPS FOR THE ENP SOUTH COUNTRIES
[bookmark: _Toc5368434]General information and objectives
Eurostat pursues statistical cooperation with the Mediterranean countries covered by the European Neighbourhood Policy, the ENP-South. The ENP-South covers Algeria, Egypt, Israel, Jordan, Lebanon, Libya, Morocco, Palestine, Syria[footnoteRef:2], and Tunisia. The main objective of this cooperation is to help these countries to meet European and international standards in statistics and to set up a process of statistical harmonisation enabling their gradual convergence towards harmonised and comparable economic and social data.  [2:  Cooperation with Syria is currently suspended, but depending on political developments, it may resume during the lifetime of this contract.] 

As part of this co-operation, Eurostat provides technical assistance on statistical matters to the National Statistical Systems of the ENP-South countries. The aim of the technical assistance is to build capacity so as to improve the availability, quality and comparability of statistics in the ENP-South countries, to share and learn from experiences and best practice, and to encourage a coordinated approach to common problems.
As part of this technical assistance, a number of working groups have been set up on different statistical topics: Business registers and business statistics, Energy, Labour market, Migration, Trade and Transport. Each working group is led by one or more of the ENP-South countries. In addition, a Working Group on Quality led by Eurostat has also been set up.
Cooperation in the field of statistics between Eurostat and the ENP-South countries is steered by the Forum of Euro-Mediterranean Statisticians. The Forum is a high-level decision-making body whose role is to give strategic guidance for statistical cooperation between Eurostat and the National Statistical Systems of the ENP-South countries. The work of the Forum is supported by Principal National Coordinators (PNCs). The PNCs are nominated for each country, and they help prepare the agenda of the Forum and ensure the coordination and follow-up of the cooperation. As part of the cooperation with the ENP-South countries Eurostat has also supported the participation of the countries in the Conference on Quality in Statistics organised by Eurostat and an EU Member State every two years.
Eurostat intends to organise a total of 8 meetings in 2020 and 2021. These cover 2 two-day meetings of the Forum of Euro-Mediterranean Statisticians, 2 one-day meetings of the Principal National Coordinators and 4 two-day Working Group meetings on capacity building in statistics, 2 in 2020 and 2 in 2021. Each Working Group meeting includes a one-day workshop on a related topic. The contractor is expected to provide an expert to support the lead country (where relevant), the contractor and Eurostat in the organisation of the meeting. Furthermore, Eurostat will suppport the participation of the ENP-South countries in the next Conference on Quality in Statistics, which will take place on 9 – 12 June 2020 in Budapest, Hungary. This support covers also ENP-South countries’ participation in a one-day training course related to the Conference, which normally takes place the day before the Conference starts.
The present call for tenders seeks assistance from external contractors to organise these 9 events, as described in sections 2.2 and 2.3 below.
[bookmark: _Toc5368435]Volume of the contract
The contract will cover 9 different events in 2020-2021:
a) 2 meetings of the Forum of Euro-Mediterranean Statisticians, one in 2020 and one in 2021
Each meeting of the Forum of Euro-Mediterranean Statisticians will last for 2 days and will normally take place in the second quarter of each year. Each Forum will be attended by two persons per ENP-South National Statistical Institute (NSI) and the representatives of relevant Working Groups reporting to the Forum.
(maximum 24 ENP-South participants per meeting).
b) 2 meetings of the Principal National Coordinators (PNCs), one in 2020 and one in 2021
Each Principal National Coordinators’ meeting will last for one day and will take place at least two months before the Forum meeting. It may be arranged back to back with other events in which the participation of the PNCs would be useful, with the exception of the Forum, as the PNC prepares the Forum meeting.
(maximum 9 ENP-South participants per meeting).
c) 4 Working Group meetings, including workshops (2 in second half of 2020 and 2 in second half of 2021)
Four 2-day Working Group (WG) meetings on a statistical topic of interest for the ENP-South will take place, 2 in 2020 and 2 in 2021. Eurostat will decide on the topic for each meeting. The second day of the WG will take the form of a workshop on the same topic. The contractor will provide one expert in the agreed topic to support and assist the leader of the WG (where relevant), the contractor and Eurostat in the planning, content and running of the WG meeting. 
(maximum 9 ENP-South participants plus one expert per meeting).
d) Eurostat Conference on Quality in Statistics 2020 (June 2020)
The 2020 Conference on Quality in Statistics (Q2020) will take place in Budapest, Hungary, on 9-12 June 2020, preceded by a training day normally on the day before the Conference starts. The participation of one person per ENP-South country in the Conference, including in the one-day training course, will be organised and financed by the contractor.  This includes the conference and training fees, travel and accommodation costs, and payment of per diems for six days per participant. 
The Conference fees are not yet known, but in 2018 the conference fees were € 350. Late registrations cost more. The contractor has to ensure registration in time, so that late registrations can be avoided. Late registrations will only be approved by Eurostat on exceptional and well-justified cases. The fee for the one-day training course was €60 in 2018.
(maximum 9 ENP-South participants)  

The dates for the events in points (a), (b) and (c) will be decided by Eurostat and communicated to the contractor 3 months before each event, with the exception of the 1st PNC meeting, for which the date will be communicated at least two months before the event. The location will be decided by Eurostat in consultation with the contractor, who will propose possible venues for Eurostat’s approval. The events may take place in any EU Member State. Exceptionally, an event may also be held in an ENP-South country, at a location with convenient access for all the participants and which offers an appropriate logistical infrastructure. The location must be easy to reach by the majority of participants.
The contractor is to provide a fixed price for the organisation of all the events. For events (a), (b) and (c), this includes assistance for their intellectual content (including the work of the experts for event (c)), meeting venues and facilities, interpretation during the events, catering, travel, accommodation and per diems for the participants from the ENP-South countries. For event (d), this covers conference and training fees, travel, accommodation and per diems.
The total volume of the work for the entire contract period is estimated to cover around 120 person days.
The estimated total value is EUR 250,000 for the entire duration of the contract (24 months).
[bookmark: _Toc5368436]Tasks and expected results
Task 1 – Venue and facilities for events (a), (b) and (c) 
The aim of this task is to provide meeting a venue and facilities for events (a), (b) and (c). These include:
· Meeting room suitable to accommodate up to 40 people for the Forum, up to 20 people for the PNC meetings and up to 30 for the Working Group meetings. The meeting room should preferably be at the hotel where the participants are accommodated. In addition to the ENP-South participants specified in section 2.2 above, the meetings rooms are meant to accommodate also experts, Commission participants and other invited participants, such as Member States’ and relevant international organisations’ representatives. The rooms should have a president's table, a podium for speakers and tables and seating for all participants, set out in a U shape;
· Interpreter cabin equipped according to ISO standard ISO/DIS 4043 or equivalent for two interpreters;
· Equipment for transmission and reception of simultaneous interpretation (microphones and headphones for the participants) and the possibility to listen to both languages;
· One video beamer (Barco or equivalent), 1 screen (minimum 3 x 2 m), 1 PC connected to the beamer for presentations;
· Facilities for participants to have direct access to fax, internet and e-mail connections (at least two available computers with internet and email access);
· Photocopy facilities, including photocopy paper and toner;
· Country name plates; 
· Water (preferably in glass bottles) at the tables;
· The assistance of a competent technician in support of the interpretation system and of other technical equipment and tools, so as to ensure their smooth functioning.
The expected deliverable for this task is: 
· D1 - Provision of a suitable meeting venue and facilities for events (a), (b) and (c)
Task 2 – Catering for events (a), (b) and (c) 
The contractor will provide coffee, tea, water (preferably in glass bottles) and biscuits for morning and afternoon coffee breaks for events (a), (b) and (c), as well as a formal sit-down dinner for all participants in the first evening of event (a) - the Forum. The coffee break catering for event (a) will cover up to 40 participants, for event (b) up to 20 participants and for event (c) up to 30 participants.
The expected deliverable for this task is:
· D2 - Catering services for morning and afternoon coffee breaks for events (a), (b) and (c) as specified above as well as a formal dinner for up to 40 participants for event (a), the Forum
Task 3 – Providing general, logistical and secretarial support before and during the events – all events
The invitations to each event will be prepared by the contractor for Eurostat’s approval and will be sent out by the contractor, unless otherwise determined by Eurostat. All subsequent communication with the participants concerning all logistics of participation in the events (travel, hotels, etc., including timely updates on changes, answering questions, and resolving any arising problems) will be the responsibility of the contractor. The contractor shall prepare a meeting evaluation questionnaire in English and French and a draft participants list for each event. The questionnaire will include questions to measure satisfaction on both the content and the organisational and logistical aspects of the event.
With the exception of the Quality Conference 2020, the contractor shall provide the following assistance at the event venue throughout the duration of each event:
· A welcome desk able to work in English and French; 
· Registration of participants: The contractor will circulate the final participants list it has prepared before each event (names, official addresses, position in organisation, and contact details, in so far as the participants have agreed to their distribution); 
· Photocopying and distribution of any documents tabled at the event - this includes adding a cover page to any new documents brought to the seminar for discussion;
· Distributing and collecting event evaluation questionnaires;
· Taking notes, so as to be able to prepare the Forum and the PNC conclusions;
· General assistance to ensure the smooth running of all events. 
The expected deliverable for this task is:
· D3 - Draft and final participants lists and evaluation questionnaires, EN and FR speaking welcome desk, room documents photocopied and distributed and evaluation questionnaires distributed and collected for events (a), (b) and (c); detailed notes taken at events (a) and (b) and delivery of conclusions to Eurostat for (a) and (b) within three weeks after the event.

Task 4– Visibility – events (a), (b) and (c) 
The aim of this task is to ensure Eurostat's visibility in the events. 
For each seminar, the contractor has to prepare and distribute to participants visibility kits consisting of the following material:
· 1 eco-friendly pen;
· 1 eco-friendly notepad;
· 1 eco-friendly badge indicating the name of the participant and his/her organisation, and the title, date and location of the seminar. 
· 1 USB flash drive of at least 4 GB containing the presentations, papers and the agenda of the event.
The contractor has to prepare 150 visibility kits. Eurostat's logo has to be present in each item of the kit (Eurostat will provide the contractor with a digital copy of the logo).
Any material, such as documents, leaflets, etc. should mention that the activity is funded by the EU and should respect the Eurostat graphical style guide and the EU visibility guidelines: https://ec.europa.eu/europeaid/sites/devco/files/communication-visibility-requirements-2018_en.pdf.
The digital sample of the items in the visibility kit has to be sent to Eurostat for approval as soon as possible after the start of the execution of the work, so that the kits for participants are available at the first event. 
In case of comments by Eurostat, revisions have to be sent within 5 working days. After Eurostat’s approval, within 5 working days, the visibility kits can go into production.
The expected deliverable for this task is:
· D4 - Visibility kits that are prepared as specified above and that respect the Eurostat graphical style guide and the EU visibility guidelines: https://ec.europa.eu/europeaid/sites/devco/files/communication-visibility-requirements-2018_en.pdf 
The deliverable has also to be documented with pictures of the visibility kits, to be included in relevant technical implementation reports (see Section 2.7).

Task 5 – Simultaneous interpretation for events (a), (b) and (c) 
The aim of this task is to provide simultaneous English-French interpretation for events (a), (b) and (c). Two interpreters must be provided per event. If this work will be sub-contracted by the principal contractor, the name of the sub-contractor must be submitted with the initial offer. 
The interpreters must have at least three years experience in simultaneous interpretation with the above language combination and for at least three events that required knowledge of terminology in statistics or economics. The CVs of the interpreters must be submitted to Eurostat for approval at least six weeks in advance of each event. If Eurostat does not approve of the CVs, alternative CVs must be sent within 10 working days.
The expected deliverable for this task is:
· D5 - Provision of high quality simultaneous English-French interpretation by two qualified interpreters for the duration of the events
The quality of the interpretation will be assessed by the participants in the evaluation questionnaire.
[bookmark: _Toc235436879][bookmark: _Toc259803041][bookmark: _Toc352172139][bookmark: _Toc355094174][bookmark: _Toc235436882][bookmark: _Toc259803044][bookmark: _Toc352172144][bookmark: _Toc355094179]Task 6 Travel Arrangements - all events
The aim of this task is to organise and provide travel to and from the events. For all events, travel arrangements shall be made for confirmed NSI participants, up to the maximum number of participants indicated in Section 2.2 above, and for the experts provided by the contractor for event (c) – Working Groups, including Workshops. The contractor will be responsible for all aspects of travel arrangements, in direct contact with the participants. As a general rule, travel shall be arranged so that participants arrive the day before the event and depart no more than one day after the event. Where participants depart on the actual day of the event there will be a corresponding reduction in the costs under Task 7.
1. [bookmark: _Toc352172145][bookmark: _Toc355094180]Booking, purchase and delivery of tickets
a. Air tickets: The contractor has to purchase and provide electronic economy return tickets for participants indicated in section 2.2 above and must cover all normal charges, such as airport tax. 
b. Rail tickets: Where more appropriate (for distances not exceeding 400 km and not including a sea crossing which can only be made by boat), travel may be arranged by rail (first class for international journeys) rather than air. 
c. Car: If a participant wishes to travel to an event by car, he or she will be refunded the cost of a rail ticket for the equivalent journey (first class for international journeys). If several participants travel by the same car, only one reimbursement will be authorised. Evidence of the journey by car must be requested from the participants. In case of any accidents, any and all claims are the sole responsibility of the person or persons taking the journey. No claims can be made on Eurostat or the contractor.
d. Changes and cancellations: The contractor must provide participants with the necessary assistance whenever changes have to be made to the tickets. Any additional outlay occasioned by negligence attributable to the contractor will be borne by the contractor.
The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.

2. [bookmark: _Toc358546503][bookmark: _Toc452544716][bookmark: _Toc5368437]Help with obtaining visas in time
The contractor must assist participants to obtain in due time any visas they may need in order to travel to the event venue. Such help will consist of providing all the information and documentation (for example, administrative forms) that participants need to obtain the necessary visas. 
The costs of visas should be reimbursed to the participants on the basis of supporting documents: presentation of the original passport, endorsed with the appropriate tax stamps and official stamps, and/or of the official receipt issued by the appropriate consular department. The cost of the trip to another city or country to get the visa, if needed, will not be reimbursed. Normally travel insurance is required before visas are granted. The contractor will reimburse the cost of such insurance. The contractor has to keep the supporting documents and provide copies to Eurostat in relevant technical implementation reports.

The expected deliverables for this task are:
· D6 - Travel tickets, as described above, booked, purchased and delivered to participants 
· D7 - Required visas for participants in good time, with costs of visas and travel insurance reimbursed, according to the conditions set out above
[bookmark: _Toc355094182]Task 7 – Hotel Reservations for event participants - all events 
The aim of this task is to provide hotel accommodation for the duration of the events. The quality of the hotel should be suitable for the participants (e.g. 4-star hotel or equivalent) and should be of sufficient size, so that all the participants as specified in section 2.3, Task 1 can be accommodated at the same hotel. For all events, the contractor will reserve and provide hotel accommodation for the confirmed ENP-South participants, up to the maximum number of participants indicated in section 2.2 above, and for the experts provided by the contractor. One room with en-suite bathroom per person, breakfast included, must be foreseen. Accommodation must be provided from the evening before the start of each event to the morning after the end of the event. 
The expected deliverables for this task are:
· D8 - Provision of one hotel room with en-suite bathroom, breakfast included, per participant and expert, from the evening before the start of each event to the morning after the end of each event 
[bookmark: _Toc235436885][bookmark: _Toc259803047][bookmark: _Toc352172150][bookmark: _Toc355094184]The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.
Task 8 – Paying of per diems - all events 
For each event, per diems for the entire stay at the event location, according to the European Commission’s official per diem rates, should be paid to the eligible participants from the ENP-South countries as well as to the eligible experts. One per diem is paid for each overnight stay under Task 7 above. The official per diem rates can be found at: http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm

The per diem is intended to cover accommodation, meals, local travel within the place of mission and sundry expenses. The hotel costs and the cost of any meals paid directly by the contractor (except the formal dinner on the first evening of the Forum meeting) shall be deducted from the per diem. The Quality Conference 2020 fees will normally cover lunches and at least one dinner, and the per diems should be reduced accordingly. The residual per diems should be paid to participants upon their arrival at the event for registration. 
It should be noted that, because of travel difficulties, participants from Palestine and Libya will normally require additional travel time and possibly overnight stays respectively in Jordan and Tunisia (for which the per diem rate for Jordan and Tunisia will be paid) before and after each event. 
The expected deliverables for this task are:
· D9 - Payment of one adjusted per diem per participant for each overnight stay of each event 
The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.
Task 9 – Provision of technical expertise for event (c) – Working Groups, including workshops
The aim of this task is to assist in the intellectual content of the events. The Working Groups, including workshops in 2020 and 2021 will be on statistical topics of interest for the ENP-South. Eurostat will decide the topics. The contractor will propose a draft agenda within four weeks of notification of the topic by Eurostat. Eurostat may send comments and request changes to the proposed agenda within two weeks of reception of the draft agenda. 
The contractor will propose, at least three months before each Working Group meeting, one expert to assist the lead country (where applicable) and the contractor and Eurostat in preparing the Working Group meetings, including the workshops. The expert will also contribute to the discussions in the meetings through the provision of expertise and presentations. The proposals must be accompanied by evidence that the expert has at least two years experience related to the topic. The expert should be aware of the latest developments and best practices in the EU or internationally in the specific topic of the meeting and preferably have experience working in an EU or EFTA National Statistical Office. Fluency in spoken English or French (Level C1 of the Common European Framework of Reference for Languages) is mandatory for all proposed speakers.
Eurostat will either approve the proposed experts or ask the contractor to provide alternative experts within 5 working days after reception of the proposals. Alternative experts must be proposed within 5 working days.
The expected deliverables for this task are:
· D10 - Agendas for Working Group meetings, including the workshops 
· D11 - One expert for each of the 4 Working Group meetings, including the Workshops 
[bookmark: _Toc289676363]Task 10 – Reporting activity - events (a), (b) and (c) 
Within one month of each event, the contractor shall provide an analysis of the evaluation questionnaires and, if necessary, make recommendations for improvements. 
The deliverables results for this task are:
· D12 - Analysis of the evaluation questionnaires and, if needed, recommendations for improvement 
Task 11 – Paying Quality conference 2020 fees - event (d) 
The contractor is expected to register the ENP-South participants specified in section 2.2 (d) and pay the related fees. The fees for the Quality conference 2020 and the related one-day training course for the participants (maximum of 9 persons) from the ENP-South countries will be paid by the contractor within the normal registration period. This is expected to be of the order of €410 per person (€60 for the training course, and €350 for conference fees). Late registrations cost more. The contractor has to ensure registration in time, so that late registrations can be avoided. Late registrations will only be approved by Eurostat on exceptional and well-justified cases.
The expected deliverables for this task are:
· D13 - Payment of Quality conference 2020 and the related  training course fees 
The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.
[bookmark: _Toc5368438]Meetings and missions
A kick-off meeting, maximum duration 1 day will be organised in Luxembourg soon after the signature of the contract. One progress meeting (maximum duration 1 day) with Eurostat staff will be organised after one year of contract implementation. The contract manager will participate in the progress meeting. The progress meeting can be done by video conference. For these meetings the contractor will prepare a draft agenda to be sent to Eurostat at least three working days prior to the meetings. The minutes of each meeting will be prepared by the contractor and sent to Eurostat at the latest 7 days after the meeting for approval. Additional video or phone meetings may be organised upon the request of Eurostat or the contractor.
Travel expenses for such meetings should be included in the financial proposal of the tender.

[bookmark: _Toc5368439]Duration and timetable
The contract is expected to be signed in the fourth quarter of 2019.
Execution of the tasks is to start on 2 January 2020. The maximal overall duration of the work will be 24 months.
The overall indicative timetable is the following:
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Legend:
· M – month of project lifetime
· x – task's lifetime
· D – deliverables (expected results, see item 2.3 above)
A detailed timetable should be provided by the tenderer in the tender.

[bookmark: _Toc5368440]Minimum requirements
Tenders deviating from the requirements or not covering all minimum requirements described below may be rejected on the basis of non-compliance with the tender specifications and will not be further evaluated.
- the contractor will organise 9 events according to the process defined in these specifications and within the time frame of the project;
- the contractor shall provide event venues and facilities for the events (a), (b) and (c);
- the contractor shall cover the costs for travel, accommodation and per diem for the participants set out in point 2.2;
- for the per diem provided to participants, the contractor applies the official European Commission rates
- the kick-off meeting must be held in Luxembourg
Furthermore, the tender shall comply with applicable environmental, social and labour legislation established under Union legislation, national legislation, collective agreements or the applicable international social and environmental conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:3]. [3:  OJ L 94 of 28.03.2014, p. 65] 

[bookmark: _Toc5368441]Technical implementation reports
The work carried out by the contractor under the contract will be the subject of the following technical implementation reports, which must be sent to Eurostat by the contractor both in hard copy and electronic format. Annexes to those reports might be sent only in electronic format.
- 12 months after the starting date of the execution of the tasks referred to in Article I.3 of the contract, the contractor shall provide, after completion of the tasks referred to in 2.3 of this tender specification and as soon as possible after this date, an interim technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract. 
- 24 months after the starting date of the execution of the tasks referred to in Article I.3 of the contract, the contractor shall provide, as soon as possible and within sixty days of completion of the tasks referred to in 2.3 of this tender specification, a final technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract.
These technical implementation reports shall accompany the corresponding invoices.

[bookmark: _Toc5368442]Assessment of results
Evaluation of the results will be based on the following criteria:
· organisational quality of the events and logistical arrangements: how well the events were planned, organised and implemented, including the reviews received in the meeting evaluation questionnaires;
· respect of deadlines;
· quality of the reports: depth, clarity and consistency with the tasks and objectives as set out in the present tender specifications; overall quality of the reports and the analyses
· quality of experts and interpreters provided by the contractor.
[bookmark: _Toc5368443]Specific conditions
- Resources made available by Eurostat
Eurostat will provide all the information available that is relevant for the execution of the tasks as well as guidance and orientation where needed. 
All work under this contract will be carried out in close collaboration with Eurostat.
- Specific conditions for the execution of the contract
In the execution of the contract, the contractor is expected to follow EU/Eurostat visibility guidelines.
In the execution of the contract, the contractor is expected to maximise positive environmental impacts and minimise potentially negative ones, by following the Guidelines on organizing sustainable meetings and events available here: 
http://ec.europa.eu/environment/emas/pdf/other/EC_Guide_Sustainable_Meetings_and_Events.pdf
The contractor is expected to put in place adequate procedures to protect the participants' and experts' sensitive information during the treatment and processing of their personal information such as passports, bank accounts,  and addresses according to the "Regulation (EU) 2016/678 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation)" available here: http://ec.europa.eu/justice/data-protection/reform/files/regulation_oj_en.pdf
The contractor is responsible for the protection of the participants' and experts' sensitive information.


[bookmark: _Toc3895771][bookmark: _Toc5368444]LOT 2:     DATA COLLECTION, VALIDATION AND DISSEMINATION FOR THE ENLARGEMENT AND ENP COUNTRIES
0. [bookmark: _Toc3895772][bookmark: _Toc5368445]General information and objectives
Eurostat regularly collects and disseminates data from enlargement countries[footnoteRef:4] and from European Neighbourhood Policy (ENP) countries, taking into account the needs of the EU institutions, national governments, private organisations and the individual citizens. A very important aspect of that activity is data quality, which includes relevance, accuracy, timeliness and punctuality, accessibility and clarity, comparability and coherence.  [4:  Albania, Bosnia and Herzegovina, Kosovo, Montenegro, North Macedonia, Serbia and Turkey] 

As of 2019, there are seven enlargement countries, six ENP-East countries[footnoteRef:5] and ten ENP-South countries[footnoteRef:6]. The term "country" should in this context be interpreted in practical terms (existence of an NSI) and does not prejudge that all "countries" are recognised as such by all EU Member States. [5:  Armenia, Azerbaijan, Belarus, Georgia, Moldova and Ukraine]  [6:  Algeria, Egypt, Israel, Jordan, Lebanon, Morocco, Palestine, Tunisia. No data is currently collected from Syria and only very few data are collected from Libya, though that might change during the duration of the contract. The designation "Palestine" shall not be construed as recognition of a State of Palestine and is without prejudice to the individual positions of the Member States on this issue.] 

Metadata and several hundred statistical indicators are collected from each of the enlargement and ENP-East countries covering the following statistical areas: Economy and finance; Population and social conditions; Industry, trade and services; Agriculture, forestry and fisheries; International trade; Transport; Environment and energy; and Science, technology and digital society. The data requested are annual data and the vast majority of indicators are collected for the whole territory of each country (very few regional breakdowns). 
Similarly, Eurostat collects annually more than 1000 statistical time series and metadata per country from eight of the ENP-South countries, for the following statistical themes: Agriculture; Economy and finance; Energy; Environment; Population and Social Conditions; Tourism; Transport. The data requested are annual data and are collected for the whole territory of each country (no regional breakdown). This data collection does not include sensitive data as defined under “statistical confidentiality” in regulation 223/2009.
The data are collected via a set of questionnaires sent to the national statistical institutes (NSIs). Once the data are received from the NSIs, validation checks are carried out to assess the quality of the data. If necessary, the countries are asked to provide explanations for the anomalies discovered or to correct data. 
Eurostat uses the data received for various purposes, including for publications, free dissemination via the website and other reports.
The data are made available in Eurobase, Eurostat’s on-line database:
http://ec.europa.eu/eurostat/data/database
under General and regional statistics -> Non EU countries (noneu)
The publications include statistical books, leaflets and Statistics Explained articles. The publications can be found on the Eurostat website: 
 https://ec.europa.eu/eurostat/publications/statistical-books  or
http://ec.europa.eu/eurostat/about/our-partners/cooperation
http://ec.europa.eu/eurostat/statistics-explained/index.php/Main_Page
[bookmark: _Toc261270854][bookmark: _Toc529593595][bookmark: _Toc529615262][bookmark: _Toc529616891][bookmark: _Toc529767312][bookmark: _Toc529782839][bookmark: _Toc529782923][bookmark: _Toc529784821][bookmark: _Toc77751890][bookmark: _Toc136934794][bookmark: _Toc260148912]Eurostat's thematic units also collect and publish data from some enlargement and ENP countries together with data from Member States.
Objectives
The objectives of this tender are to
· Test the revised structures of Eurostat's public database (Eurobase) for the non-EU countries and adaptation of the questionnaires to the revised structures, 
· collect data and populate with them the Eurobase domains for non-EU countries,
· assess the content of the existing Statistics Explained (SE) articles to propose either to delete them, to merge two or more SE articles, or update them with new data,
· add new SE articles and 
· produce factsheets
Tasks 2 to 4 described below are the continuation of the same or similar tasks implemented in the framework of a previous contract. 
[bookmark: _Toc3895773][bookmark: _Toc5368446]Volume of the contract
The total volume of the work for the entire contract period is estimated to cover around 350 days of senior expert, 670 days of assistant and 125 days of IT programmer.
The estimated total value is EUR 575,000 for the entire duration of the contract period (38 months).
[bookmark: _Toc3895774][bookmark: _Toc5368447]Tasks and expected results
Each year the contractor will collect, validate and upload into Eurobase approximately 800 statistical indicators from each of the seven enlargement countries and six ENP-East countries, as well as approximately 1000 statistical indicators from each of the ten ENP-South countries. Note that as of early 2019, due to their internal conflicts, cooperation with two ENP-South countries is in practice suspended (Syria) or very difficult to implement (Libya). This situation may change during the course of the three-year contract period. Metadata are collected together with the indicators and are not counted separately. Data from enlargement countries collected and published by Eurostat's thematic units are not part of the contract.
The contractor will adapt the questionnaires to the revised structures of Eurostat's public database (Eurobase) for the non-EU countries. The questionnaires and the structures might need regular updates.
The contractor will also produce between four and six factsheets every year on topics to be decided by Eurostat.
The contract will assess the existing SE articles, and depending on the outcome of this assessment, produce up to four SE articles on new topics.
Communication during the implementation between the contractor, the Eurostat’s project manager and other Eurostat staff, as notified to the contractor, will be ensured through emails, telephone or videoconferences, as needed. Eurostat's project manager, and additional Eurostat staff, will be in copy of the emails and other communication between the contractor and other actors in the frame of the project, notably the NSIs of the countries concerned.
Task 1 a - Testing of the new Eurobase datasets structures for enlargement and ENP countries and review of the questionnaires
During the first year, the contractor will test the new Eurobase datasets structures for enlargement and ENP countries; it will also review the questionnaires, which will populate the new datasets. 
For each statistical domain and group of countries, Eurostat will prepare new datasets structures in the staging environment ready to be populated with test data. The contractor will produce test datafiles for each new dataset to detect bugs and problems before it is populated with real indicators when new data is received from the countries. These tasks will be done progressively domain by domain. The testing of the datasets and their population will be developed in close contact with Eurostat’s unit B3 “Enlargement, neighbourhood and development cooperation” and unit B5 “Data and metadata services; Standards”. Several meetings between the contractor, unit B3 and unit B5 might be needed until the datasets structures are finalised. The datasets structures should follow harmonized concepts and standards, including the use of existing flags and standard code lists.
The questionnaires used for the data collection should be revised to adapt them to the new datasets structures. The contractor will make a proposal for changes, which will need to be validated and approved by Eurostat. 
For some countries, particularly enlargement countries, information is already collected and disseminated by Eurostat’s production units. In these cases, the non-EU datasets will not be uploaded with the country indicators so as to avoid that the same indicator is disseminated in two different datasets with different values.
At the beginning of the second and third year, the content of the questionnaires should be reassessed as part of task 2 and, following discussion with Eurostat and depending on emerging user needs, be revised if necessary before it is sent to the countries. The structure of the questionnaires is linked to the structure of the dataset that holds validated data and therefore the datasets structures might need to be modified accordingly.
The expected results are the datasets for the non-EU countries ready to be populated with real indicators and a revised set of questionnaires. In addition to these tasks, the content of the questionnaires and the datasets structures may be slightly adapted every year, depending on evolving user needs or fine-tuning resulted from each exercise. Such changes of the content are parts of task 2.
The expected deliverables for this task are:
· D1: Test datafiles for each new dataset to detect bugs and problems before it is populated with real indicators when new data is received from each of the three group of countries, enlargement, ENP-East and ENP-South (year 1)
· D2: Questionnaires adapted to the new datasets structures (year 1)
Task 1 b- Creation of a production environment to store, handle and retrieve collected data (first year only)
The aim of this task is to enable the contractor to receive and treat the data collected under this contract. For that purpose, the contractor will create a production environment for data processing and data management that includes all relevant data and metadata from previous data collection rounds.
The expected results for this task are that the contractor is able to integrate and revise the data collection questionnaires (Microsoft Excel questionnaires pre-filled with data from previous collection rounds provided by Eurostat) as well as the current structure of the metadata into a statistical production environment capable of handling subtasks described in Task 2 below. This task is only foreseen for Year 1 and should be finalised within 4 months from the start of the contact. Some fine-tuning might be needed when the datasets are populated with the real indicators sent by the countries.
The expected deliverable for this task is:
· D3a: Scripts and related explanatory documentation produced by the contractor in the framework of this task.
· D3b: Export of the full database including all data received from the countries.
These deliverables will be handed over to Eurostat every year after the population of the datasets with the real indicators sent by the countries. The deliverables will have a format that is compatible with the Eurostat IT environment. A description of the Eurostat IT environment is provided as an annex to this document.
Task 2 - Data and metadata collection and validation, as well as updating of Eurostat's on-line database (Eurobase) (every year)
The aim of this task is to collect and validate data and metadata from the enlargement countries, the ENP-East countries and the ENP-South countries, and to prepare the files to be sent to Eurobase for on-line dissemination. 
In close cooperation and coordination with Eurostat Unit B3, the contractor will be responsible for the following subtasks:
(1) Organising the annual collection of data and metadata from the NSIs in the concerned countries via the questionnaires and through regular contacts with the countries. The annual data collection exercise consists of two rounds of data collection for enlargement countries and a single round of data collection for ENP countries. The procedure for each round involves sending questionnaires to the NSIs, checking the quality of the data received, and if necessary, asking for explanations of the anomalies discovered or to correct data. Metadata is part of the data collection. The deadline for countries to reply should be six weeks after receiving the questionnaires. If necessary, the contractor will follow up with reminders. Contacts with the countries will be in French for the Maghreb countries and in English for the other ENP-South, ENP-East and enlargement countries. As indicated in task 1 a, the content of the questionnaires and the datasets structures may be slightly adapted every year, depending on evolving user needs or fine-tuning resulted from each exercise.
(2) Carrying out systematic quality checking of the data and metadata, including integrity checks and plausibility tests of the data received; analysing the data and comparing it between countries (as part of the data quality check) as well as requesting additional information from concerned countries when validation rules and other checks indicate unexpected values.
(3) Producing annual validation progress reports presenting the results of the tests mentioned in (2), pointing out deviations from the standard methodology, listing statistical sources used and corrections made to the original data on individual data points provided by countries. The validation progress reports should allow Eurostat to review changes to data points and determine which sources and type of validation rules have been used and implemented throughout the data management process.
(4) If metadata are received in French from some ENP-South countries, translating the metadata into English before loading into Eurobase.
(5) Organising and maintaining a system of regular updating of the relevant domains of Eurobase with the data and metadata collected from the concerned countries. As indicated in task 1 a, for some countries, particularly enlargement countries, information is already collected and disseminated by Eurostat’s production units. In these cases, the non-EU datasets will not be uploaded with the country indicators so as to avoid that the same indicator is disseminated in two different datasets with different values. If the datasets contain information on these countries from previous data collection, the corresponding indicators will be deleted.
(6) Preparation of the annual statistical annexes for enlargement countries. These annexes are required in the context of the Commission’s annual reports to the Council on the enlargement countries. They contain a subset of the indicators collected but may also contain data from those parts of Eurobase that are collected by Eurostat's thematic units from enlargement countries together with data from Member States (and thus not included on the questionnaires, but copied by the contractor from the relevant data set in Eurobase). Past country reports are available on this link:	
http://ec.europa.eu/enlargement/countries/package/index_en.htm
The expected deliverables for this task are:
Task 2 a) For enlargement countries:
· D4: Questionnaires covering the data needed for the statistical annexes sent to enlargement countries for the first round of data collection. If needed the questionnaires might have to be fine-tuned.
· D5: Data from the first round of data collection for enlargement countries received, checked and draft statistical annexes produced
· D6: Full set of questionnaires for the second round of data collection for enlargement countries sent out
· D7: Data from second round of data collection for enlargement countries received and checked. If needed the questionnaires might have to be fine-tuned 
· D8: Validation reports by statistical domain sent to the countries and followed up
· D9: Metadata linked to data collection updated
· D10: Validated data and metadata loaded into Eurobase. If needed the datasets structures might have to be fine-tuned
· D11: Final statistical annexes delivered
Task 2 b) For ENP-East countries:
· D12: Full set of questionnaires sent to ENP-East countries. If needed the questionnaires might have to be fine-tuned 
· D13: Data received and checked; validation reports by statistical domain sent to the countries and followed up
· D14: Metadata linked to data collection updated 
· D15: Validated data and metadata loaded into Eurobase. If needed the datasets structures might have to be fine-tuned
Task 2 c) For ENP-South countries:
· D16: Full set of questionnaires sent to ENP-South countries. If needed the questionnaires might have to be fine-tuned. 
· D17: Data received and checked; validation reports by statistical domain sent to the countries and followed up
· D18: Metadata linked to data collection updated
· D19: Validated data and metadata loaded into Eurobase. If needed the datasets structures might have to be fine-tuned
[bookmark: _Toc199755437][bookmark: _Toc199755436]Task 3 - Preparation of factsheets (every year)
The contractor will prepare between four to six A4 size recto-verso factsheets per year on topics to be decided at the beginning of each contract. The main data sources to be used are the data collection database created and updated in Task 1 b, as well as Eurobase and the Comext database (regarding trade statistics).
A factsheet should contain a short text highlighting key results/indicators (maximum 400 words), graphics, charts and/or infographics, as well as a set of tables with the main indicators of the chosen topic. The contractor will deliver the factsheets in Excel and pdf format according to the Eurostat graphical style guide. 
This task can be broken down as follows: 
· Provide a detailed proposal for the structure of the factsheets such as characteristics, data codes within Eurobase, proposed graphics, charts or static infographics, and tables based on the data available. The topic and the countries to be covered will be agreed with Eurostat before work starts. 
· Extraction, processing and presentation of data and analyses on the enlargement and ENP countries and relevant EU aggregates. Before submission to Eurostat, the draft should be subject to a thorough in-house editorial review by the contractor to ensure a high standard of analysis and language, as well as consistency with the data presented. The text shall be in high quality proofread English. 
· Tables, charts, graphs and static infographics should be carefully checked, designed and following the highest quality standards. At the beginning of each contract, it will be decided whether the contractor or Eurostat will produce the static infographics. In the second case, the contractor will include the static infographics provided by Eurostat in the final version of the factsheet.
· If needed, searching and selecting high quality photos/illustrations from the Shutterstock catalogue. Eurostat will acquire the pictures/illustrations by means of the framework contract signed between it and Shutterstock. The copyright should be specified. The contractor should assure that the pictures are neutral and contain neither publicity nor political, religious or similar messages. 
A tentative timetable for delivery will be agreed between the contractor and Eurostat at the kick-off meeting of each contract. The availability of the data may be low in some cases, depending on the political situation in particular countries. In this case, the contractor will consult the website of the country's statistical service or those of individual ministries as well as other international sources, in order to be able to fill gaps in the tables. Data from secondary sources will be footnoted.
The expected deliverables for this task are:
· D20: Production of four to six draft factsheets per year.
· D21: Production of four to six final factsheets per year.
The content of the deliverables foreseen under this task will be agreed with Eurostat. 
Task 4 - Preparation of WIKI pages for Eurostat's 'Statistics Explained' (every year)
The aim of this task is to prepare web content contributions to Eurostat's 'Statistics Explained' on Eurostat's website. In broad terms, 'Statistics Explained' helps describing the meaning of statistical data, whilst providing links to the most recent data on Eurostat's website, to relevant publications, to ever deeper levels of metadata and to external links. Analysis, relevant tables and articles are often an integral part of the articles found within 'Statistics Explained' (SE).
The contractor must be able to understand the topic, be able to identify the relevant data and to analyse the data in a way that the most relevant conclusions can be identified. The contractor also needs to present the results in a clear, understandable and attractive way, by adding relevant high-quality illustrations supporting the conclusions. In addition, the contractor must be able to make references to EU or national policies as well as to generally agreed social and economic developments. It is important that all text must be neutral and factual and based on numeric evidence or on generally accepted facts, fully respecting the role of Eurostat as an objective and impartial observer. This task also requires an excellent knowledge of the English language.
The content for 'Statistics Explained' is to be prepared directly in the application 'Statistics Explained', according to the guidelines set out in the Statistics Explained tutorial. Rules and tips for editors of statistical articles in Statistics Explained can be found at http://ec.europa.eu/eurostat/statistics-explained/index.php/Tutorial:Help_for_administrators.
Other guidelines will be made available if necessary.
The contractor will carry out the following subtasks:
(1) In year one, the contractor will assess the content of the existing SE articles to propose either to delete them, to merge two or more SE articles or to update them with new data. Depending on the outcome of this assessment, Eurostat may propose up to four SE articles on new topics during the three years of the contract. No more than two new SE articles per year will be proposed. The statistical articles typically have 2,000 to 4,000 words each, with an average length of around 2,700 words.
(2) Update the content of existing articles each year in terms of new data, changes to the text and, where applicable, a small number of new paragraphs in the text to describe new aspects that become relevant due to new EU policy initiatives or due to the analysis of the newly collected data.
(3) Before submission of the draft, the contractor to ensure a common style throughout the publication, a high standard of analysis, high quality proofread English, and consistency between the data presented, should carry out an in-house editorial review.
(4) In close cooperation with Eurostat, the contractor is expected to create/update the content directly in the 'Statistics Explained' on-line application. All associated components (most importantly images/charts) are to be uploaded into the system as well.
(5) All articles are drafted, proofread and submitted in English. If needed, prepare files formatted so that they can be sent to translation into French and German. Eventually, the Commission will provide translation. 
The expected results for this task are:
· D22: During the first year of the contract: draft proposal for the revision of the existing SE articles to delete them, merge two or more of them SE or update them with new data.
· D23: During the first year of the contract: SE articles in final on-line mode after agreement of Eurostat.
· D24: Existing 'Statistics Explained' articles on Enlargement and ENP countries updated and proofread in English in draft mode in years two and three
· D25: Existing 'Statistics Explained' articles on Enlargement and ENP countries updated and proofread in English in final on-line mode in years two and three.
· D26: Production of up to four high-quality English draft 'Statistics Explained' articles on Enlargement and ENP countries. No more than two new SE articles per year will be produced.
· D27: Production of up to four high-quality English final 'Statistics Explained' articles on Enlargement and ENP countries. No more than two new SE articles per year will be produced.
The content of the deliverables foreseen under this task will be agreed with Eurostat. Good/sensible complementarities will be among them and redundancy will be avoided.
General Guidelines for publications
The publications must conform to the Inter-institutional style guide available at: http://publications.europa.eu/code/ and to the Eurostat style guide available at: http://ec.europa.eu/eurostat/web/products-eurostat-news/-/STYLE-GUIDE_2016 
The Eurostat style guide is a complement to the Interinstitutional style guide and describes visual rules and conventions for Eurostat publications such as theme colours, use of colours in graphs, table and graphs layout, font size, and others. 
· Copyright
If specific fonts are used, the contractor is responsible for obtaining all the necessary rights.
If pictures and/or other graphical elements are used, the contractor is responsible for obtaining all the necessary rights. 
EuropAid maintains a database of photographs that can be used subject to the terms of use. See: https://ec.europa.eu/europeaid/search/media/_en?solrsort=ds_created%20desc&f[0]=im_field_media_tags%3A937 
· Language quality and proof-reading
The contractor is responsible for the language quality of the manuscript. The manuscript should be edited and proofread by a person having an excellent knowledge of English and experience in proofreading.
Task 5 – Progress reports
The contractor will prepare progress reports described in this lot following the overall indicative timetable of section 2.5 below. 
· D28: Production of 12 progress reports.

[bookmark: _Toc3895775][bookmark: _Toc5368448]Meetings and missions
A kick-off meeting will be organised in Luxembourg soon after the signature of each contract. Quarterly progress meetings of a maximum duration of one day with Commission staff will be held in Luxembourg, in Commission's premises or by videoconference, if feasible. As indicated above, for these meetings the contractor will prepare progress reports to be sent to Eurostat at least three working days prior to the meetings. The minutes of each meeting will be prepared by the contractor and sent to Eurostat for approval at the latest 5 working days after the meeting. During the first year, up to ten technical meetings to discuss the population of the new datasets structures with Eurostat staff will be held in Luxembourg. The contractor will prepare the conclusions of the meetings and send them to Eurostat for approval at the latest 5 working days after the meeting. Some of these meetings may be held back-to-back with the progress meetings. 
Travel expenses for such meetings should be included in the financial proposal of the tender.
[bookmark: _Toc3895776][bookmark: _Toc5368449]Duration and timetable
The contract is expected to be signed in the 4th quarter of 2019.
Execution of the tasks is to start on 02 May 2020. The maximal overall duration of the work will be 38 months, divided into three contracts (original + up to two optional renewal contracts) covering a work period of 14 months for the first contract and a period of 12 months for each of the optional renewal contracts. Implementation of each contract, whether total or partial, following the initial contract, is subject to budgetary constraints and/or satisfaction with the quality of the services rendered under the previous contract and/or unilateral discretionary decision of the Commission. The tenderer awarded the contract must carry out the contracts following the initial one if the Commission decides to sign these following contracts.
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[bookmark: _Toc3895777][bookmark: _Toc5368450]Minimum requirements
Tenders deviating from the requirements or not covering all minimum requirements described below may be rejected on the basis of non-compliance with the tender specifications and will not be further evaluated.
The contractor has to set up a functioning production system for the collection, validation and loading of data to Eurobase, as well as for the production of the factsheets and articles. The contractor also has to review the datasets structures and the questionnaires.
Each year the contractor has to collect, validate and load into Eurostat’s Eurobase data and metadata from each of the seven enlargement countries and six ENP-East countries, as well as from each of the ten ENP-South countries. 
The contractor has to produce the factsheets and wiki articles as described under 2.3. The language in factsheets and wiki articles is English.
The contractor has to respect rules, formats, specifications and other standards for Eurobase and for Eurostat factsheets and articles.
All deliverables numbered D1 – D28 have to be provided by the contractor on time, according with the timetable agreed between the contractor and Eurostat at the kick-off meeting of each contract.
Furthermore, the tender shall comply with applicable environmental, social and labour legislation established under Union legislation, national legislation, collective agreements or the applicable international social and environmental conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:7]. [7:  OJ L 94 of 28.03.2014, p. 65] 

[bookmark: _Toc3895778][bookmark: _Toc5368451]Technical implementation reports
The work carried out by the contractor under the contract will be the subject of the following technical implementation reports, which must be sent to Eurostat by the contractor in both hard copy and electronic format.
- Seven months after the starting date of the execution of the tasks referred to in Article I.3 of the contract, the contractor shall provide, after completion of the tasks referred to in 2.3 of this tender specification and as soon as possible after this date, an interim technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract.
- Fourteen months after the starting date of the execution of the tasks referred to in Article I.3 of the contract, of the first year, and twelve months after the corresponding starting date of the second and third years, the contractor shall provide, as soon as possible and within sixty days of completion of the tasks referred to in 2.3 of this tender specification, a final technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract.
These technical implementation reports shall accompany the corresponding invoice.
All reporting has to be done in English.
[bookmark: _Toc3895779][bookmark: _Toc5368452]Assessment of results
Evaluation of the results will be based on the following criteria:
· Complete delivery of all expected results
· Respect of deadlines for delivery of products as set-out in the kick-off meeting
· Quality of the products delivered (timely, consistent text and data, freshest data available, correct English terminology used)
· Good communication (response time is adequate, follow-up of requests is assured)
· High quality proof-read English factsheets, WIKI pages and documents 
· The quality of the deliverables as provided by the contractor (number of mistakes, number of needed revisions)
· Timely availability of high quality data in Eurobase, the dissemination database of Eurostat.
· Statistics Explained proofread English articles and factsheets published in high quality and on time. Number of iterations between the contractor and Eurostat in the draft stage.
· Correctness of the provided deliverables (no data sets interchanged, no tables/graphs interchanged in factsheets and articles)
· Number of needed revisions of interim and final technical reports from the contractor, in order to monitor the project progress.
These indicators will allow the monitoring of the successful attainment of the project’s objectives.
[bookmark: _Toc3895780][bookmark: _Toc5368453]Specific conditions
- Resources made available by Eurostat
All work under this contract will be carried out in close collaboration with Eurostat. 
For Task 1:
Eurostat will provide the contractor with the previously used questionnaires and with the contact information necessary to set up a relationship with the partner countries. 
Eurostat will also provide the contractor with all relevant data and metadata information collected during the previous round.
Eurostat will provide access to its own database.
Eurostat will provide the contractor with relevant manuals and documentation in order to allow the contractor to transmit data and prepare metadata in accordance with Eurostat relevant formats (i.e. EMIS Metadata and the format required for Eurobase, Eurostat’s on-line database).
For Tasks 2 - 4:
For all publications, non-confidential data held in Eurostat will be made available to the contractor. This includes, in particular, data on international trade in goods for enlargement as well as ENP countries that is stored in the Comext database.
Any non-confidential data for the EU-27 that is needed for the publications can be downloaded from Eurobase.
For Task 4:
Eurostat will provide access to the 'Statistics Explained' application, with editing rights. Graphs and tables in the articles will be created in Excel by using a special add-in that will be provided by Eurostat.
- Specific conditions for the execution of the contract
None
[bookmark: _Toc5368454][bookmark: _Toc3281943]
LOT 3: TRAINING PROGRAMME IN THE ENP-SOUTH COUNTRIES 

0. [bookmark: _Toc5368455]General information and objectives
Eurostat pursues statistical cooperation with the Mediterranean countries covered by the European Neighbourhood Policy, the ENP-South. The ENP-South covers Algeria, Egypt, Israel, Jordan, Lebanon, Libya, Morocco, Palestine, Syria[footnoteRef:8], and Tunisia. The main objective of this cooperation is to help these countries to meet European and international standards in statistics and to set up a process of statistical harmonisation enabling their gradual convergence towards harmonised and comparable economic and social data.  [8:  Cooperation with Syria is currently suspended, but depending on political developments, it may resume during the lifetime of this contract.] 

The provision of training in statistical concepts and methods, EU methodology, and European and international standards applied in various statistical domains is an important part of this co-operation. Even though progress has been made, most of the statistical offices in the region still lack the internal expertise and resources to provide such training.  
The European Statistical Training Programme (ESTP) provides training for the European Statistical System (ESS). It comprises courses in official statistics, IT applications, research and development and statistical management, with a balanced combination of theory and practice and a variety of approaches (workshops, group discussions, lectures and exercises). As a result, Eurostat now owns a wide range of very relevant training courses created in recent years. Although the courses are co-ordinated by Eurostat, they are given mainly by qualified trainers from the EU and EFTA National Statistical Institutes. Detailed information about the ESTP, including the training catalogue 2019 and training material from the previous years, can be found at: https://ec.europa.eu/eurostat/web/european-statistical-system/training-programme-estp
Because there is generally high demand for ESTP training courses, priority is given to EU Member States and EFTA countries. Moreover, the courses are generally given in English and are held in EU or EFTA countries, with no financial assistance from Eurostat to cover travel and accommodation costs of participants. These factors put the courses out of reach of most of the ENP-South countries. 
The present invitation to tender is aimed at organising 4 training courses for the ENP-South countries on statistical topics, similar to the ESTP courses, but specifically adapted for the statistical offices of these countries. The courses should be given in English or French, with interpretation into the other language and Arabic. The focus will be on capacity-building and on the transfer of practical skills and theoretical knowledge to be applied in the daily practice of data production and dissemination.
The training courses can cover but are not limited to the following broad topics:
• Quality of statistics
• Modernisation and innovation: e.g. SDMX, data revolution/big data, efficiency of statistical production, ICT, SDGs, etc.
• Harmonisation of statistics
• Capacity development in a specific statistical domain
• Visibility, dissemination, communication with users
Eurostat will inform the contractor of the final topics of the training courses. The location and the dates will be decided by Eurostat upon the contractor’s proposal. 
With the present call for tenders, Eurostat is seeking assistance from external contractors to prepare and organise the training courses, including all logistical aspects.
[bookmark: _Toc5368456]Volume of the contract
The present contract will cover the preparation, organisation and delivery of 4 training courses in the broad topics set out in 2.1 above. The maximum duration of a training course can be 4 days, and the total number of training days of the 4 training courses cannot exceed 12. The maximum number of participants per course is 18 participants from the ENP-South countries. The training courses must take place in an EU country. The present contract covers the following:
· supply of a total of 8 trainers, two per training course, to support the contractor in preparing the 4 training courses and to deliver the courses; 
· organisation of the logistics aspects for all 4 training courses; ensuring travel to and from the training courses, hotels, per diems and  the visa costs for 18 participants per training course;
· ensuring the training facilities, i.e. the training rooms and the necessary equipment for the 4 training courses;
· providing 2 coffee breaks during each day of the 4 training courses;
· producing and providing training material for 18 participants for each of the 4 training courses respecting EU/Eurostat visibility guidelines;
· ensuring the translation of documents for each of the 4 training courses (50 pages/each training course are estimated)
· providing maximum 4 interpreters for each of the 4 training courses. 
The total volume of the work for the entire contract period is estimated to cover around 138 person days.
The estimated total value is EUR 250,000 for the entire duration of the contract (24 months).

[bookmark: _Toc5368457]Tasks and expected results
Task 1 - Provision of technical expertise
The aim of this task is to provide qualified experts (thereafter referred to as trainers) to prepare and organise, together with the contractor, and deliver the 4 training courses in the broad topics mentioned in section 2.1 – General information and objectives.
The first training course will be delivered within six (6) months from the start of the execution of the contract. The contractor will propose indicative dates and locations for each training course in the kick-off meeting. Definitive dates and location for each course will be fixed between Eurostat and the contractor at least 3 months before the start of the training course. Eurostat reserves the right to modify the proposed dates and location, when needed.
Within 12 working days after the dates and location of the courses have been agreed between Eurostat and the contractor, the contractor shall provide at least 2 CVs for trainers for each training course. 
The trainers shall have working experience in EU or EFTA National Statistical Institutes or other relevant statistical bodies. The trainers shall help prepare and shall deliver the training courses in a timely and efficient manner. 
The proposed trainers must have:
· a minimum of 3 years working experience in the field(s) for which they are proposed;
· at least one of the proposed trainers must have a minimum of 5 years' experience in giving training courses in statistics;
· fluency in spoken and written English or French (at least level C1 of the Common European Framework of Reference for Languages[footnoteRef:9]). [9:  http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr] 

Advantage will be given to experts working for the national statistical institutes or other national authorities producing official statistics of the ESS.
Eurostat will either approve the proposed trainers or ask the contractor to provide alternative trainers within 5 working days after reception of the proposals. Alternative trainers must be proposed within 5 working days. In case of rejection, the contractor will propose a new trainer within 10 working days.
A total of 8 trainers will be selected by Eurostat, 2 per training course. 
The expected deliverable for this task is:
· D1 - two trainers per each of the 4 training courses proposed and selected as specified above. 

Task 2 – Provision of the training courses
The aim of this task is to design and prepare the 4 training courses, adapting recent or current ESTP courses to the needs of the ENP-South countries, and have the course material prepared in English, and translated into French and Arabic.
Sub-task 2.1 Design and preparation of the training courses
The contractor, together with the trainers, is expected to prepare the training properly, including ensuring that the training course material is appropriate, in adequate quantity and ready in good time. This includes producing the training course material, including course plans, agendas and appropriate high quality teaching material, such as handouts, presentations, and any other documents that may be required for training purposes, for each training course. The training course material and any other documents prepared for the training courses must be prepared in English, must bear the logo of Eurostat (Eurostat will provide the contractor with a digital copy) and respect the Eurostat graphical style guide and the EU visibility guidelines: https://ec.europa.eu/europeaid/sites/devco/files/communication-visibility-requirements-2018_en.pdf.
The course material must be delivered to Eurostat for approval at least eight weeks before the starting date of each training course. Papers and presentations have to be proofread before being submitted to Eurostat. Papers and presentations have to be sent to Eurostat electronically in a format that allows editing.
Within two weeks after the reception of the material, Eurostat will validate the deliverables or ask for modifications. The contractor will provide modified documents within 1 week at the latest.
Sub-task 2.2 Translation of training course material
The contractor must translate the training course material into French and Arabic. Around 100 pages are expected to be translated for each training course. Training material must be translated by qualified translators with accuracy, sensitivity to formal considerations and respect of the original tone and texture. The contractor is responsible for checking and ensuring the quality of the translations.
All course material must be produced in sufficient quantity, in order for all participants to obtain them. All course material and other documents shall remain the property of Eurostat for subsequent use.
[bookmark: _Toc361815706]Sub-task 2.3 Loading training material onto dedicated section of the CIRCABC website 
CIRCABC is an IT platform maintained by the European Commission for storing and sharing documentation. A CIRCABC section dedicated to these ENP-South training courses will be created. The contractor will upload the training material in all three languages on to the CIRCABC site, including all relevant information for each course. When needed, the contractor will assist the participants in creating their CIRCABC profile.

Sub-task 2.4 Simultaneous interpretation
The courses shall be given in English or French, with simultaneous interpretation into the other language and into Arabic with a maximum of two (2) interpreters per language per training course. 

Sub-task 2.5 Delivery of the training courses
The trainers are expected to:
deliver the training courses in such a way that the training objectives are achieved;
clearly explain the training objectives to the participants at the beginning of each course and before the beginning of each new course section;
answer participants' questions clearly and precisely.

The expected deliverables for this task are:
· D2 - each training course, including the training material,  designed and prepared as specified above;
· D3 - course material for each training course translated into French and Arabic as specified above;
· D4 - course material and other relevant information for each training course in English, French and Arabic loaded on to CIRCABC at least two weeks before the course;
· D5 - simultaneous interpretation for each training course provided as specified above ;
· D6 - each training course delivered as specified above.
[bookmark: _Toc361815705]Task 3 – Logistics for the training courses
The aim of this task is to ensure that the training courses are efficiently organised and that a suitable training venue and facilities are provided for all 4 training courses. These will include:
a. training room suitable to accommodate 18 training course participants;
b. one personal desktop computer or laptop per participant and trainer, if the course requires it;
c. one video beamer (Barco or equivalent), 1 screen (minimum 3 x 2 m), 1 PC connected to the beamer for presentations;
d. participants’ and trainers’ computers as well as the projector connected and fully operational at least two hours before the beginning of each training course;
e. other relevant training aids for the training courses, such as flip charts, beamers, training software, if applicable, and other material needed for the conduct and delivery of each training course; 
f. interpreter cabins equipped according to ISO standard ISO/DIS 4043 or equivalent;
g. equipment for transmission and reception of simultaneous interpretation (microphones and headphones for the participants and trainers);
h. assistance of a competent technician in support of the interpretation system and of other technical equipment and tools, so as to ensure their smooth functioning;
i. water (preferably in glass bottles)  at the tables; coffee, tea, water (preferably in glass bottles) and biscuits foreseen for morning and afternoon breaks for all participants, trainers and interpreters, approximately 24 in all per course.

The expected deliverable for this task is:
· D7 - provision of a suitable venue and facilities as specified above for the full duration of each training course. 
[bookmark: _Toc235436881][bookmark: _Toc259803043][bookmark: _Toc361815707]Task 4 – Providing general and secretarial support before and during the training courses 
The aim of this task is to provide general and secretarial support to Eurostat and to the course participants and trainers before and during the courses. In particular:
a. Before the courses: at least 2 months before the course, the contractor will submit to Eurostat for approval draft invitation letters to participants, a description of the course, an agenda and registration form, for sending out by the contractor, unless otherwise determined by Eurostat. It is the responsibility of the contractor to monitor the applications of participants. Eurostat will approve the participants within one week after the receipt of the application forms of the proposed participants. In case a participant is not accepted, Eurostat will ask the country to propose another participant. If a country nominates less than 2 participants, additional participants from another ENP-South country may be admitted to a course, after approval by Eurostat. 
At least 4 weeks before each training course, the contractor will submit to Eurostat a draft participants list. Eurostat shall be immediately informed of any changes to the participants list. Any additional communication with the participants regarding the organisation of the courses will be the responsibility of the contractor.
b. During the courses: a Welcome desk with staff able to work in English and French, and responsible for registration of the participants; ensuring that participants sign the participants list for each day; confirmation of participant details, and signed agreement to the distribution of their contact details to the other participants; general assistance to the course participants and trainers during the courses.
At least one member of the contractor’s team must be present during the entire length of each training course.
[bookmark: _Toc361815708]
The expected deliverables for this task are:
· D8 - provision of general and secretarial support to Eurostat and to the course participants and trainers before the training courses as described above in sub-paragraph a;
· D9 - provision of general and secretarial support and to the course participants and trainers during the training courses as described above in sub-paragraph b.
Task 5 – Visibility 
The aim of this task is to ensure Eurostat's visibility in the training courses. 
For each seminar, the contractor has to prepare and distribute to participants visibility kits consisting of the following material:
· 1 eco-friendly bag;
· 1 eco-friendly pen;
· 1 eco-friendly notepad;
· 1 eco-friendly badge indicating the name of the participant and his/her organisation, and the title, date and location of the seminar. 
· 1 USB flash drive of at least 4 GB containing the training course material.
The contractor has to prepare 72 visibility kits, one for each course participant. Eurostat's logo has to be present in each item of the kit (Eurostat will provide the contractor with a digital copy of the logo).
Any material, such as documents, leaflets, etc. should mention that the activity is funded by the EU and should respect the Eurostat graphical style guide and the EU visibility guidelines: https://ec.europa.eu/europeaid/sites/devco/files/communication-visibility-requirements-2018_en.pdf.
The digital sample of the items in the visibility kit has to be sent to Eurostat for approval at the latest 30 working days before the first event. 
In case of comments by Eurostat, revisions have to be sent within 5 working days. After Eurostat’s approval, within 5 working days, the visibility kits can go into production.
The visibility kits will be provided for the participants upon registration at the Welcome desk.
The expected deliverable for this task is:
· D10 - Visibility kits that are prepared as specified above and that respect the Eurostat graphical style guide and the EU visibility guidelines: https://ec.europa.eu/europeaid/sites/devco/files/communication-visibility-requirements-2018_en.pdf.
The deliverable has also to be documented with pictures of the visibility kits, to be included in relevant technical implementation reports (see Section 2.7).
Task 6 – Travel arrangements for all participants and trainers
The aim of this task is to arrange and pay for the travel of the confirmed participants and the trainers to and from the location of the training courses. As a general rule, there will be 2 participants per ENP-South country and up to a total maximum of 18 participants per course. The contractor shall be responsible for all aspects of travel arrangements to and from the venue of the training course, including direct contacts with participants and trainers. As a general rule, travel shall be arranged so that participants and trainers arrive the evening before the starting date of the course and depart no later than the day after the end of the course. 
[bookmark: _Toc361815709]1 – Booking, purchase and delivery of tickets 
a. Air tickets: The contractor has to purchase and provide electronic economy class return tickets for trainers and participants, as approved by Eurostat, and must cover all normal charges, such as airport tax.
b. Rail tickets: Where more appropriate (for distances not exceeding 400 km and not including a sea crossing which can only be made by boat), travel may be arranged by rail (first class for international journeys) rather than air. 
c. Car: If a participant wishes to travel to an event by car, he/she will be refunded the cost of a rail ticket for the equivalent journey (first class for international journeys). If several participants travel by the same car, only one reimbursement will be authorised. Evidence of the journey by car must be requested from the participants. In case of any accidents, any and all claims are the sole responsibility of the person or persons taking the journey. No claims can be made on Eurostat or the contractor.
d. Changes and cancellations: The contractor must provide participants and trainers with the necessary assistance whenever changes have to be made to the tickets.
The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.

[bookmark: _Toc361815710]2 – Help with obtaining visas in time
The contractor must assist participants, including trainers if relevant, to obtain in due time any visa they may need in order to travel to the training courses. Such help will consist of providing all the information and documentation (for example, administrative forms) that participants and trainers need to obtain the necessary visa. 
The costs of visas shall be reimbursed to the participants on the basis of supporting documents: presentation of the original passport, endorsed with the appropriate tax stamps and official stamps, and/or of the official receipt issued by the appropriate consular department. The cost of the trip to another city or country to get the visa, if needed, will not be reimbursed. Normally travel insurance is required before visas are granted. The contractor will reimburse the cost of such insurance.
The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.

The expected deliverables for this task are:
· D11 - travel tickets booked, purchased and delivered to participants and trainers; participants, including trainers if relevant, obtain required visas in good time; costs of visa and travel insurance are reimbursed, according to the conditions set out above; an electronic copy of the travel tickets as well as an electronic copy of the visa invoices will be provided to Eurostat with the reports.
[bookmark: _Toc235436883][bookmark: _Toc259803045][bookmark: _Toc361815711]Task 7 – Hotel reservations, other assistance and paying per diems to all training course participants and trainers 
1) Hotel accommodation and other assistance
The aim of this task is to provide one hotel room with en-suite bathroom, breakfast included, per confirmed participant and trainer. The hotel should be of sufficient size, so that all the participants and trainers can be accommodated at the same hotel. If the training course does not take place in the same hotel, the hotel should be near the course venue. Accommodation will be provided at the earliest from the evening before the start of each training course to the morning after the end of the course. If the courses are not held in the same hotel, the contractor shall ensure a smooth transfer between the hotel and the training venue.
2) Paying of per diems
For each event, per diems for the entire stay at the event location, according to the European Commission’s official per diem rates, should be paid to the eligible participants from the ENP-South countries as well as to the eligible experts. One per diem is paid for each overnight stay under Task 7(1) above. The official per diem rates can be found at: http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm

The per diem is intended to cover accommodation, meals, local travel within the place of mission and sundry expenses. The hotel costs and the cost of any meals paid directly by the contractor (except the formal dinner on the first evening of the Forum meeting) shall be deducted from the per diem. The residual per diems should be paid to participants upon their arrival at the event for registration. 

It should be noted that, because of travel difficulties, participants from Palestine and Libya will normally require additional travel time and possibly overnight stays respectively in Jordan and Tunisia (for which the per diem rate for Jordan and Tunisia will be paid) before and after each event. 
The expected deliverables for this task are:
· D12 - provision of one hotel room with en-suite bathroom per participant and trainer, from the evening before the start of each course to the morning after the end of each course. A copy of the hotel invoices will be provided to Eurostat together with the relevant technical implementation reports;
· D13 - payment of one adjusted per diem per participant, including trainers, for each overnight stay for each training course. Statements signed by the participants and trainers of having received the allowances shall be provided to Eurostat together with the reports.
[bookmark: _Toc235436886][bookmark: _Toc259803048][bookmark: _Toc361815712]The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.
Task 8 – Evaluation and reports of the courses
The aim of this task is to prepare a standard questionnaire for the participants to evaluate the training courses and the venues and facilities provided. The participants will be asked to complete the questionnaire at the end of each course. The contractor must submit the standard questionnaire for Eurostat’s approval no later than four weeks after the kick-off meeting. Eurostat will provide feedback to the contractor within two weeks at the latest. The minimum content of the evaluation questionnaire covers:
· Overall evaluation of the training
· Course content
· Training methods and training support(s)
· Quality of the interpretation
· Course administration
· Participants' preparation for the course
· Usefulness of the training: knowledge/skills developed and plans for future implementation.
· Final evaluation 
· Additional comments/recommendations
The contractor shall prepare a report, maximum 10 pages, in English on the implementation of each course, including an analysis of the answers by the course participants to the evaluation questionnaire, a summary of any problems encountered and proposals for improvement. The report should be submitted to Eurostat within one month of the end of each training course. The language must be proofread before submission.
The report may be delivered in electronic format only.
Annexed to these reports shall be a copy of all training material provided to the participants before and during the course, in electronic format.
The expected deliverables for this task are:
· D14 - preparation, distribution and collection of a standard evaluation questionnaire as specified above;
· D15 - provision to Eurostat of a report on the implementation of each course in good English as specified above.

[bookmark: _Toc5368458]Meetings and missions
A kick-off meeting, maximum duration 1 day will be organised in Luxembourg soon after the signature of the contract. One progress meeting (maximum duration ½ day) with Eurostat staff will be organised after one year of contract implementation. The contract manager will participate in the progress meeting. The progress meeting can be done by video conference. For these meetings the contractor will prepare a draft agenda to be sent to Eurostat at least three working days prior to the meetings. The minutes of each meeting will be prepared by the contractor and sent to Eurostat at the latest 7 days after the meeting, for approval.
Travel expenses for such meetings should be included in the financial proposal of the tender.

[bookmark: _Toc5368459]Duration and timetable
The contract is expected to be signed in the fourth quarter of 2019.
Performance of the contract is to start on 2 January 2020.
The maximal overall duration of the work will be 24 months.
The overall indicative timetable is the following:
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[bookmark: _GoBack]Legend:
· M – month of project lifetime
· x – task's lifetime
· D – deliverables (expected results, see item 2.3 above)
· The grey indicates the indicative months in which the training courses will be held – final dates will be communicated by Eurostat during the implementation of the contract
A detailed timetable should be provided by the tenderer in the tender.

[bookmark: _Toc5368460]Minimum requirements
Tenders deviating from the requirements or not covering all minimum requirements described below may be rejected on the basis of non-compliance with the tender specifications and will not be further evaluated.
- the contractor will organise 4 training courses according to the process defined in these specifications and within the time frame of the project;
- for each seminar, the contractor should propose a short list including at least 2 CVs of trainers;
- the course material is available in English, French and Arabic;
- the contractor has to cover the costs for travel, accommodation and per diem for the participants and trainers specified in point 2.2;
- for the per diem provided to participants at the training course, the contractor applies the official European Commission rates, 
Furthermore, the tender shall comply with applicable environmental, social and labour legislation established under Union legislation, national legislation, collective agreements or the applicable international social and environmental conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:10]. [10:  OJ L 94 of 28.03.2014, p. 65] 

[bookmark: _Toc5368461]Technical implementation reports
The work carried out by the contractor under the contract will be the subject of the following technical implementation reports, which must be sent to Eurostat by the contractor both in hard copy and in electronic format.
- after completion of the first two courses and the provision of the corresponding reports (Deliverable 12), and as soon as possible after this date, the contractor shall provide an interim technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract.
- Twenty-four months after the starting date of the execution of the tasks referred to in Article 1.3 of the contract, the contractor shall provide, as soon as possible and within sixty days of completion of the tasks referred to in 2.3 of this tender specification, a final technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract.

These technical implementation reports shall accompany the corresponding invoice.

[bookmark: _Toc5368462]Assessment of results
Evaluation of the results will be based on the following criteria:
· clarity and quality of the training material;
· adequacy of training material to meet the objectives of the training; 
· quality of the translations;
· timeliness of the preparation and documentation; ;
· suitability and quality of trainers; 
· quality of the interpretation;
· usefulness of the training for the beneficiary countries, based on their assessment;
· compliance with deadlines foreseen in the contract;
·  completeness of deliverables provided;
·  timely responses to Eurostat’s requests and instructions.

[bookmark: _Toc5368463]Specific conditions
- Resources made available by Eurostat
Detailed information about the ESTP, including the training catalogue 2019 and training material from previous years, is available at:
https://ec.europa.eu/eurostat/web/european-statistical-system/training-programme-estp
Eurostat will provide all the information available that is relevant for the execution of the tasks. 
Eurostat may send out invitations, but unless so determined the contractor will send out invitations together with the agenda and the registration form; all following communication with participants, as well as experts, will be the responsibility of the contractor.
All work under this contract will be carried out in close collaboration with Eurostat.
- Specific conditions for the execution of the contract
In the execution of the contract, the contractor is expected to follow the EU/Eurostat visibility guidelines.
In the course of planning and delivering the training courses, the contractor is expected to maximise the positive environmental impacts and minimise the potential negative ones, by following the Guidelines on organizing sustainable meetings and events available here: 
http://ec.europa.eu/environment/emas/pdf/other/EC_Guide_Sustainable_Meetings_and_Events.pdf

The contractor is expected to put in place adequate procedures to protect the participants' and experts' sensitive information during the treatment and processing of their personal information such as passports, bank accounts,  and addresses according to the "Regulation (EU) 2016/678 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation)" available here: http://ec.europa.eu/justice/data-protection/reform/files/regulation_oj_en.pdf
The contractor is responsible for the protection of the participants' and experts' sensitive information.

[bookmark: _Toc5368464]
LOT 4: HIGH LEVEL SEMINARS (HLS) FOR SENIOR MANAGEMENT OF THE EASTERN EUROPE, CAUCASUS AND CENTRAL ASIAN COUNTRIES (ECCAA) COUNTRIES
0. [bookmark: _Toc3281944][bookmark: _Toc5368465]General information and objectives
As part of its work of providing technical assistance to the countries of Eastern Europe, Caucasus and Central Asia (EECCA), Eurostat organises annual seminars on topics of interest for senior management of the National Statistical Institutes (NSIs) of Armenia, Azerbaijan, Belarus, Georgia, Kazakhstan, Kyrgyzstan, Moldova, Tajikistan, Turkmenistan, Ukraine, and Uzbekistan, hereafter referred to as the participants. 
The role of those seminars is to inform the senior management of the NSIs of the key issues and developments in the field of statistics, especially at the European and international level, as well as their impact on the work of these NSIs. They also provide an opportunity for the management of the NSIs of these regions to discuss issues of common interest and to network. 
In the framework of the statistical cooperation with the EECCA countries, the objective of this call for tender is to assist Eurostat by organising 2 High Level Seminars (HLS), i.e.1 seminar of 3 days per year in 2020 and in 2021.
The activities related to the HLS are based on a three-pillar approach to the technical cooperation with those countries:
-  the first pillar is represented by the promotion of regional cooperation rather than cooperation on country level;
- the second pillar is the sharing of ESS values and initiatives for good governance such as the European Statistics Code of Practice, quality assurance frameworks and modernisation initiatives; and
- the third pillar is dedicated to the development and sharing of statistical methodology and tools. 
Eurostat will inform the contractor of the final topics of the seminars and its decision on the locations and the dates at the latest 16 weeks before the event. Eurostat will also take care of inviting national statistical offices and interested international organisations. 
With the present call for tenders, Eurostat is seeking assistance from external contractors to organize both the intellectual content of the seminars and the logistical aspects.
[bookmark: _Toc3281945][bookmark: _Toc5368466]Volume of the contract
The present contract will cover assistance for 2 three-day HLS for approximately 45[footnoteRef:11]  participants for each seminar organised in an EECCA country, EU Member State, EFTA or enlargement country. [11:  	The total number of participants include 22 representatives of EECCA countries (2 per country), additional representatives from the hosting country if the meeting takes place in an EECCA country, representatives of Eurostat and other relevant Commission services, EU Delegation and interested Member States’ embassies in the hosting country, international organisations, etc.] 

The present contract covers the following:
- organisation of 2 HLS, i.e. 1 HLS of 3 days per year (2020 and 2021);
- setting up a dedicated website for the HLS;
- provision of a venue and facilities for the two HLS;
- provision of visibility kits for each HLS;
- translation (English/Russian) of seminar documentation, approx. 150 pages per HLS;
- interpretation (English/Russian) during the 3 days of each of the HLS (by 2 interpreters per seminar); 
- production of seminar conclusions, minutes and seminar implementation reports including a synthesis of the discussions and of the questions and answers sessions of the seminar and a summary of the evaluations by participants of the two HLS meetings;
- travel arrangements for a maximum of 5 experts from an EU Member State, EFTA or enlargement country per each HLS[footnoteRef:12],  [12:  	The travel arrangements other than for the 5 experts will be covered by other financial instrument and are not a part of this contract.] 

- logistics support for all persons attending the two HLS (maximum of 45 participants per seminar);
- provision of the accommodation and payment of per diem for travelling EECCA participants (up to 22 persons) and maximum 5 experts; 
- provision of two coffee breaks and a lunch per each day of the HLS for all participants;
- organisation of one social event during each HLS;
- two progress reports.
The total volume of the work for the entire contract period is estimated to cover around 68 person days.
The estimated total value is EUR 120,000 for the entire duration of the contract (24 months).
[bookmark: _Toc3281946][bookmark: _Toc5368467]Tasks and expected results
General management of the project
[bookmark: _Toc169508401][bookmark: _Toc169583824]The volume of work covered by this contract is the organisation of 2 HLS on topics related to the management of a statistical office, its institutional environment, the European Statistics Code of Practice (ESCoP), quality of statistics, etc. to be chosen by Eurostat and communicated by e-mail to the contractor at least 16 weeks before the event. The HLS can be held in any EECCA country, EU Member State, EFTA or an enlargement country at a location with convenient access for the participants and which offers appropriate logistical infrastructure. The location will be proposed by the contractor well in advance and approved by Eurostat that will communicate its decision by e-mail to the contractor at least 16 weeks before the event. Eurostat might also propose a venue.
The duration of each HLS will be 3 working days. The first HLS will be organised by the end of the 3rd quarter 2020 at the latest. The exact dates will be selected by Eurostat and communicated by e-mail to the contractor at least 16 weeks before the event. The subsequent   HLS will be held in 2021, on a date agreed by Eurostat, in consultation with the contractor, at least 16 weeks before the event.
A maximum of 45 persons will attend each HLS meeting (See footnote 11). 
The contractor is expected to provide a fixed price for the organisation of the two HLS. 
Further details as regards the volume of the contract are given below in the description of the tasks and services that the contractor will be required to provide.
N.B.: No registration or administration fees may be charged to the participants.
[bookmark: _Toc5368468]Task 1 – Provision of technical expertise
The aim of this task is to assist Eurostat in the intellectual content of each seminar, e.g.:
· Assist Eurostat in preparing the agenda of the seminar;
· Advise Eurostat on choosing appropriate materials and publications to be distributed at the seminar;
· Advise and propose to Eurostat the appropriate experts for the seminar;
· Provision of relevant documentation on the contents of the seminar (conclusions, minutes and seminar implementation report, synthesis, summary of evaluations, etc.).
Eurostat will inform by e-mail the contractor of the topic chosen for each seminar at least 16 weeks before the seminar takes place. The contractor will assist Eurostat in preparing a draft agenda. 
The contractor will propose for Eurostat’s approval a list of minimum 5 experts by e-mail at least 8 weeks before the event takes place. Eurostat will select and approve the experts, ask for alternative experts or provide alternative experts by e-mail within 2 weeks after receiving the contractor’s proposal (for further details see Task 1).
Four weeks after receiving a draft agenda from Eurostat (i.e. at least 8 weeks before the event takes place), the contractor will propose at least 5 available and qualified experts from EU Member States, EFTA or enlargement countries to Eurostat for selection and approval, with an indication of the topic to be covered by their papers/presentations. Those proposals should be accompanied by evidence (CVs or equivalent) of their qualifications and experience related to the topic. Hence the names of the experts should not be included in the initial offer. The essential criteria and general skills for the experts are as follows:
· Specific conditions for the selection of experts
Essential criteria:
The proposed experts should be aware of the latest developments and best practices of the ESS on the specific topic of the seminar. At least 4 of the proposed experts should have at least 5 years’ experience of  working in a NSI of an EU Member State or and EFTA or enlargement country.
General skills:
Experts must be fluent in spoken and written English (level C1 or equivalent[footnoteRef:13]). [13:  	According to the Common European Framework of Reference for Languages: http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr (or equivalent)] 

Based on the qualifications of the proposed experts and their suitability for the topic of the seminar and audience, Eurostat will either approve the proposed experts, ask for other proposals or send to the contractor a list of alternative experts by e-mail at least 6 weeks before the event.
Sub-task 1.1 – Assist Eurostat in preparing the agendas of the seminars
Experts are expected to interact with Eurostat by e-mail and, if needed, videoconference or teleconference. 
Sub-task 1.2 – Prepare papers and presentations for the seminars 
The experts will prepare presentations for the topics that will be assigned to them in the agenda. If requested by Eurostat, they have also to prepare one paper for each presentation, detailing the content of the corresponding presentation.
Papers and presentations have to be proof-read in English before being submitted to Eurostat. Papers and presentations have to be sent to Eurostat electronically in a format that allows editing. Papers should be approximately 5 pages each; presentations should have approximately 10 slides each. Papers and presentations must be submitted to Eurostat within 15 working days of the assignment of the topics to the experts. In case of comments by Eurostat provided within 5 working days, experts must submit revisions within 5 working days.
The participants, other than above-mentioned experts, can also prepare their papers and presentations for specific agenda items. 
All presentations should be made available to the participants in the dedicated website 3 weeks before the seminar. 
Sub-task 1.3 – Presentations at the seminars 
During the meetings, the presentations should be screened in Russian and English on two separate screens simultaneously. Only the electronic version of papers and presentations is required.
Sub-task 1.4
The aim of this task is to prepare a standard questionnaire for the participants to evaluate each seminar, including the venues and facilities provided. The participants will be asked to complete the questionnaire at the end of each seminar. The contractor must submit the standard questionnaire in English for Eurostat’s approval no later than eight weeks before the seminar. Eurostat will provide feedback to the contractor within two weeks at the latest. The minimum content of the evaluation questionnaire covers:
•	Overall evaluation of the seminar
•	Seminar content
•	Quality of the interpretation
		•	Usefulness of the seminar: discussion of key issues and their impact on the work of the NSIs.
•	Final evaluation 
•	Additional comments/recommendations
Sub-task 1.5 – Providing seminar conclusions
Within 5 working days after the end of each seminar, the contractor will send to Eurostat a set of conclusions. The document should not exceed 5 pages each and will be sent electronically in a format that allows editing. Eurostat will send its comments to the contractor, if any, within 5 working days. After this, a revised version must be submitted within 2 working days.
Sub-task 1.6 – Providing minutes and implementation reports
The contractor will prepare seminar minutes to be sent to Eurostat within 20 working days after the end of each seminar. These should not exceed 15 pages. In case of comments, Eurostat will send any comments to the contractor within 15 working days and the contractor has to submit revisions within the subsequent 7 working days. 
In addition to the minutes, the contractor will submit within 8 weeks after the end of each seminar a seminar implementation report. The content of the report should provide a brief summary of the presentations, a synthesis of the discussions and of the questions and answers sessions of the seminar, a summary of the evaluations as well as the lessons learned during the seminar in terms of organisation and content and recommendations for future seminars.
The presentations and papers delivered as well as the evaluation forms filled in by the participants for each seminar will be annexed to the seminar implementation report. The section concerning the evaluation of the seminar will be based on the information provided by participants in the evaluation questionnaires. This section has to include an analysis of the results of the evaluation made by participants. 
The documents have to be in English and sent to Eurostat for approval electronically in a format that allows editing. The structure of those documents will be discussed at the kick-off meeting and approved by Eurostat 2 weeks before the seminars. The documents need to be proofread before being submitted to Eurostat and should be drafted respecting the visibility rules according to EU/Eurostat guidelines.
The expected deliverables for this task are: 
· D1: the shortlists of experts; 
· D2: the papers and presentations for the seminars that respect the visibility rules according to EU/Eurostat guidelines;
· D3: preparation, distribution and collection of a standard evaluation questionnaire, preparation of the seminar conclusions, minutes and summaries of the evaluation reports;
· D4: the seminar implementation reports.
[bookmark: _Toc5368469]Task 2 – Setting up of a dedicated website
The aim of this task is to set up and maintain a document repository/website dedicated to the seminars. 
This can be done either using Eurostat's CIRCABC platform https://circabc.europa.eu or other options, to be discussed and agreed with Eurostat during the kick-off meeting.
The document repository/website will be available in both English and Russian, and will include all relevant information for the seminars, i.e. blank seminar registration forms, hotel registration forms (if needed), information concerning visas and travel, up-to-date seminar papers and presentations, and any other information deemed useful for participants. The website, besides the opening page, will be password-protected and available only for the participants. It should contain all the information related to the seminars. The document repository/website should be available for participants for at least 1 year after the final events have taken place.
The provisions for the protection of personal data should be displayed at the website and applied accordingly.
The expected deliverable for Task 2 is:
· D5: Setup and maintenance of a dedicated document repository/website in both English and Russian, containing all relevant information for the seminars as described above. 
Task 3 – Travel and hotel packages
The aim of this task is to ensure the travel for 5 experts to the venue, and accommodation  for 5 experts and EECCA participants that have registered for the seminar. Eurostat will choose the location of the meeting. 
This task includes the following sub-tasks:
Sub-task 3.1 – Travel package
For each seminar, travel arrangements for up to a maximum of 5 invited experts will be made. The travel of EECCA participants is not a subject of this contract. The contractor will be responsible for all aspects of travel arrangements for the experts. As a rule, travel shall be arranged so that the experts may arrive on the day before the event and depart on the last day of the seminar, and exceptionally no more than 1 day after the event.
a. Air tickets: The contractor has to purchase and provide electronic economy class return tickets. 
b. Rail tickets: Where more appropriate (when travel from or to a location is not exceeding a distance of 400 km from the seminar location and not including a sea crossing which can only be made by boat), travel may be arranged by rail (first class for international journeys).
c. Car: If an expert wishes to travel to the seminar by car, he/she will be refunded the cost of a rail ticket for the equivalent journey (first class for international journeys). If several experts travel by the same car, only 1 reimbursement will be authorised. Evidence of the journey by car must be requested from the experts. In case of any accident, any and all claims are the sole responsibility of the person(s) taking the journey and cannot be made on the Commission or on the contractor under any circumstances. 
d. Changes and cancellations: The contractor must provide experts with the necessary assistance whenever changes have to be made to the tickets. Any additional outlay occasioned by negligence attributable to the contractor will be borne by the contractor.
[bookmark: _Toc355094181][bookmark: _Toc455387350]Visas
a. Visas: The contractor must assist all participants to obtain in due time any visas they may need in order to travel to the seminar venue/country. Such help will consist of providing all the information and documentation (for example, administrative forms) that the participants need in order to obtain the necessary visas. Where a participant encounters problems with obtaining a visa, the contractor must inform Eurostat immediately.
b. Reimbursement of visa costs: The costs of visas should be reimbursed to the participants paid from the contract on the basis of supporting documents: presentation of the original passport, endorsed with the appropriate tax stamps and official stamps, and/or of the official receipt issued by the appropriate consular department. 
Sub-task 3.2 – Hotel package 
For each seminar, the contractor will provide hotel accommodation in the city selected as the seminar venue for travelling EECCA participants and up to 5 invited experts, for the duration of the seminar. As soon as the venue of the seminar is approved, but not later than 8 weeks before the meeting the proposal for the hotels should be made to Eurostat. Eurostat will provide its approval within 7 working days.
1 room with breakfast and an en-suite bathroom per person should be foreseen. The quality of the hotel should be suitable for the participants (e.g. 4-star hotel or equivalent) and should be of sufficient size, so that all the participants/experts including additional participants from the Commission or other international organisations and bodies, approximately 15 persons (who will not be financed by this tender) can be accommodated at the same hotel where the seminar is held.
The expected deliverables for this task are:
· D6: air tickets for up to 5 experts
· D7: hotel packages for travelling EECCA participants and experts provided. 
The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.
Task 4 – Payment of per diems
The aim of this task is to pay per diem to travelling EECCA participants and up to 5 experts for each overnight stay. 
For each seminar up to 4 per diems for the entire stay in each seminar, location, according to the European Commission’s official per diem rates, should be paid to the eligible travelling participants from EECCA countries and up to 5 invited experts upon arrival when they register at the seminar. One per diem is paid for each overnight stay. Given that per diems cover accommodation, meals, local travel within the place of mission and sundry expenses, hotel costs paid directly by the contractor shall be deducted from the per diems. For lunch or any other meal organised and paid for by the contractor, the per diems shall be reduced accordingly.
The EC official per diem rates can be found at: 
http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm
The expected deliverable for this task is:
· D8: Paying of 1 adjusted per diem per travelling EECCA participant and expert for each overnight stay, for a maximum of 4 nights for each seminar at the arrival of the participants against a signature on the proof of payment. 
The contractor has to keep all the supporting documents and provide copies to Eurostat in relevant reports.
Task 5 – Seminar venue
The aim of this task is to ensure that the seminars will be held in suitable venues. This task includes the following sub-tasks:
Sub-task 5.1 – Conference room and equipment
The aim of this task is to provide a seminar room and facilities for each HLS, including:
· Meeting room suitable to accommodate up to 45 people, including president's table, podium for speakers, as well as tables and seating for participants, with paper, pens, pencils and country plates;
· One interpreter cabin, equipped according to ISO standard ISO/DIS 4043 or equivalent, equipped for 2 interpreters;
· Equipment for transmission and reception of simultaneous interpretation (microphones and headphones for the participants) and the possibility to listen to both languages;
· Seminar presentations will be shown in both English and Russian. Therefore, 2 video beamers (Barco or equivalent), 2 screens (minimum 3 X 2 m) and 2 PCs connected to the beamers for PowerPoint presentations will be required;
· Equipment for presentations will have to be fully connected and operational and the tables will have to be fully set up at least 2 hours before the beginning of the seminar;
· Water on the tables, preferably in glass bottles; (for coffee breaks and lunches see Sub-task 5.2);
· Facilities for participants to have direct access to internet and e-mail connections (at least 3 available computers with internet and e-mail access);
· Photocopy facilities, including photocopy paper and toner;
· The assistance of a competent technician in support of the interpretation system and of other technical equipment and tools, so as to ensure their smooth functioning.
The expected deliverable for Task 5.1 is:
· D9: Provision of suitable seminar venue and facilities, including interpretation equipment and 1 competent technician as described above during the 3 days of each seminar.
All the details concerning the conference rooms have to be provided by the contractor together with proposals of hotel packages (see Sub-task 2.2), and will be part of the approval process described in Sub-task 2.2.
Within 10 working days following Eurostat's approval, provided within 7 working days, the contractor shall book the conference rooms. The contractor will be responsible for paying the related invoices directly to the hotels.
Sub-task 5.2 – Coffee break and lunch
For each seminar day, the following have to be provided by the contractor:
· 2 coffee breaks for a maximum of 45 persons  (coffee, tea, mineral water and biscuits)
· 1 lunch for a maximum of 45 persons
The lunch has to be organised by taking into consideration the dietary restrictions mentioned by seminar participants in the registration form that will be sent by Eurostat to the invited countries together with the invitation and the agenda of the seminar.
The expected deliverable of Task 5.2 is:
· D10 : two coffee breaks and one lunch per day of seminar provided 

[bookmark: _Toc5368470]Task 6 – Providing general and secretarial support before and during the seminars 
[bookmark: _Toc5368471]Before each seminar 
The contractor will prepare for Eurostat’s approval a draft invitation letter to the seminar to be sent out by Eurostat by e-mail at least 6 weeks before the event; the contractor will also translate the final version of the invitation into Russian. An information note covering logistics, visas, information on the location and hotel, and any other information deemed useful for participants, shall be prepared by the contractor in English and Russian at least 4 weeks before the event and will be sent out by the contractor.
All communication (including timely updates on changes, answering questions, and resolving arising problems) with the participants on logistics and/or organisation of the seminar will be the responsibility of the contractor. 
A draft list of participants shall be prepared as soon as the contractor receives confirmation of the participation from the EECCA countries. The details to be included in the final participants’ list will be agreed between Eurostat and the contractor via e-mail but should essentially cover the names, positions and e-mail addresses of the participants. Eurostat shall be immediately informed of any changes to the participant list. The draft list of participants including contact details should be made available to Eurostat as soon as possible, at  the latest 4 weeks before the meeting, as it will constitute a basis for travel arrangements of the EECCA participants. The travel arrangements for those participants are not a subject of this contract. 
Name badges must be prepared for all participants and shall bear the Eurostat logo, the seminar title, as well as the name, title and organisation/country of the participant.
Country and international organisations plates must be prepared for the meeting room.
Name badges and country/international organisations name plates must be approved by Eurostat at least 2 weeks before each seminar. 
[bookmark: _Toc5368472]During each seminar 
Throughout the duration of the seminar the contractor will provide assistance at the venue:
a. Welcome desk able to work in English and Russian throughout the seminar so as to be able to provide assistance to the participants;  
b. Registration of participants, including distribution of badges and seminar kits, signature of the participants’ list on each day, confirmation of participant details, and agreement to the distribution of their contact details to the other participants of the seminar;
c. Assistance with presentations, if needed (for example, advancing slides on a PCs);
d. Taking detailed notes at each seminar, in order to prepare seminar conclusions, minutes and implementation reports;
e. Distribution and collection of seminar evaluation questionnaires.
The expected deliverables for Task 6 are:
· D11: (before each seminar) Provision of an invitation letter for Eurostat’s approval to the seminar, registration form and information note; list of participants with contact details; name badges, country name plates as detailed above. 
· D12: (during each seminar) Provision of a Welcome desk throughout the seminar with English and Russian speaking staff; participants registered, badges and seminar kits distributed; assistance with presentations (if needed); detailed notes of the seminar taken in order to prepare seminar conclusions, minutes and implementation reports; seminar evaluation questionnaires distributed and collected.
Task 7 – Visibility 
The aim of this task is to ensure Eurostat's visibility for the seminar. This task includes the following sub-tasks:
Sub-task 7.1 – Visibility kit
For each seminar, the contractor has to prepare and distribute to participants a visibility kit which will include:
· 1 pen;
· 1 notebook;
· 1 eco-friendly badge;
· 1 USB flash drive of at least 4 GB containing the presentations, papers and the agenda of the event.
For each seminar, the contractor has to make available at least 45 visibility kits. Eurostat's logo has to be present in each item of the kit (Eurostat will provide the contractor with a digital copy of the logo). Any visibility materials, documents, leaflets, etc. should mention that the activity is funded by the EU and should respect the EU/Eurostat visibility guidelines.
The digital sample of the pen and USB has to be sent to Eurostat for approval at the latest 40 working days before the first seminar. 
A digital sample of the notebook and badge has to be sent to Eurostat for approval within 30 working days after Eurostat has transmitted the concept note of each seminar to the contractor. 
The notebook and badge may indicate the title, date and location of the seminar. In addition, the badge will include the name of the participant and his/her organisation.
If necessary, Eurostat can ask the contractor to include the logo of a partner organisation on notebook and badge. In this case, Eurostat will provide the contractor with a digital copy of the logo.
In case of comments by Eurostat, provided to the contractor within 7 working days, revisions have to be sent within 7 working days. After Eurostat’s approval, within 5 working days, the visibility kits can go into production.
The visibility kits have to be distributed to participants on registration at the entrance of the seminar venue.
Sub-task 7.2 – Seminar banners
For each seminar, the contractor has to prepare one vertical standing banner. Eurostat's logo (and that of a partner organisation, if necessary), title, date and location of the seminar should have to be included in the banner. The contractor will be provided with digital copies of the logos by Eurostat. The size of the banner has to be: 200 cm x 85 cm.
A digital sample of the banner has to be sent to Eurostat for approval within 30 working days after Eurostat has transmitted the concept note of each seminar to the contractor. In case of comments by Eurostat, provided to the contractor within 7 working days, revisions have to be sent within 7 working days. Within 5 working days following Eurostat’s approval, the banner can go into production.
The expected deliverable of Task 7 is:
· D13: visibility kits and banners that respect the EU/Eurostat visibility guidelines. 
The deliverable has also to be documented with pictures of the visibility kits and banners, to be included in the interim and final technical implementation reports (see Section 2.7).
[bookmark: _Toc235436878][bookmark: _Toc259803040][bookmark: _Toc352172138][bookmark: _Toc355094173][bookmark: _Toc455387342][bookmark: _Toc5368473]Task 8 – Translation and standardisation of seminar documents	
The aim of this task is to translate and standardise the seminars’ documents (e.g. papers, and presentations).
The papers and presentations for the seminars will be prepared by the participants in English and/or Russian. Participants will send their papers and presentations to Eurostat by e-mail at least 4 weeks before the events. Eurostat will check and approve them within 1 week before sending the papers and presentations to the contractor for translation. 
The contractor will standardise the format of papers and presentations. All cover pages must bear the Eurostat logo (Eurostat will provide the contractor with a digital copy), the seminar title, the place and date of the seminar, and the title of the paper. The papers and presentations shall be numbered in the order in which they appear on the agenda. Eurostat will provide the contractor with EU/Eurostat visibility guidelines, which the contractor has to follow.
The contractor will translate the received papers and PowerPoint presentations into the other seminar language within 2 weeks of receiving them from Eurostat. The contractor will make the translations available to the seminar participants at least 1 week before the beginning of each seminar. It is estimated that a maximum of 150 pages of original text per seminar would require translation. In the case where papers exceeding 15 pages are received, only the abstract or executive summary needs to be translated. Translation may also be requested for other relevant seminar documentation, e.g. invitations and agendas.
If this work will be sub-contracted, the name of the sub-contractor shall be submitted in the initial offer.
4 weeks after the approval of the agenda by Eurostat (i.e. at least 8 weeks before the event takes place), the contractor will propose at least 2 available and qualified translators to Eurostat for selection and approval. The proposals should be accompanied by evidence (CVs) of their qualifications and experience. The names of the translators must not be included in the initial offer. The essential criteria and general skills for translators are as follows:
Specific conditions for the selection of translators
Essential criteria:
Translators should have at least 3 years’ experience in the field of translation and be familiar with terminology in statistics/economics.
General skills:
Translators must be fluent in spoken and written English and Russian (level C1 or equivalent – see footnote 13).
Based on the qualifications of the proposed translators, Eurostat will either approve the proposed translators or send to the contractor a request for alternative translators to be proposed to Eurostat, by e-mail at least 6 weeks before the event.
Following the environment protection policy of the Commission the documents to the participants in the seminars will be made available only in the electronic form on the website of the seminars (no paper copies required). The participants will be accordingly informed where and when the documents will be available for them.
The expected deliverables for Task 8 are:
· D14: 2 qualified translators and provision of good quality translated, proofread and standardised (formatted) seminar documents within 2 weeks of receiving them from Eurostat. 
[bookmark: _Toc235436880][bookmark: _Toc259803042][bookmark: _Toc352172140][bookmark: _Toc355094175][bookmark: _Toc455387344][bookmark: _Toc5368474]Task 9 – Providing simultaneous interpretation during the seminars	
The aim of this task is to provide simultaneous English-Russian and Russian-English interpretation for the whole duration of each seminar, with 2 interpreters.
If this work will be sub-contracted, the name of the sub-contractor shall be submitted in the initial offer.
4 weeks after the approval of the agenda by Eurostat (i.e. at least 8 weeks before the event takes place), the contractor will propose at least 4 available and qualified interpreters to Eurostat for selection and approval of 2 interpreters. Those proposals should be accompanied by evidence (CVs) of their qualifications and experience. Hence the names of the interpreters must not be included in the initial offer. The essential criteria and general skills for interpreters are as follows:
Specific conditions for the selection of interpreters
Essential criteria:
Interpreters should have at least 3 years’ experience in the field of interpretation including simultaneous interpretation provided in the field of economics and/or statistics.
General skills:
Interpreters must be fluent in spoken and written English and Russian, (level C1 or equivalent – see footnote 13).
Based on the qualifications of the proposed interpreters, Eurostat will either approve the proposed interpreters or send to the contractor a request for alternative interpreters to be proposed to Eurostat, by e-mail at least 6 weeks before the event.
The expected deliverable for Task 9 is:
· D15: Provision of quality simultaneous English-Russian and Russian-English interpretation for the whole duration of each seminar, with 2 interpreters, and proposal of at least 4 qualified interpreters for Eurostat’s selection and approval. The quality of the interpretation will be assessed by the participants by means of an evaluation questionnaire filled in at the end of the event.
[bookmark: _Toc235436884][bookmark: _Toc259803046][bookmark: _Toc352172149][bookmark: _Toc355094183][bookmark: _Toc455387352][bookmark: _Toc5368475]Task 10 – Social events for each seminar
On the second evening of each seminar (Day 2), the contractor will organise a social event (one social event per seminar). The event will consists of local sightseeing trip and a dinner. The event must be coordinated with and approved by Eurostat at least 1 week before each seminar.
The social event should be provided for all persons attending the seminar (up to 45 persons).
The expected deliverable for task 9 is:
· D16: A social event on the second evening of each seminar. 
Task 11 – Progress reports
In preparation for the progress meetings mentioned in point 2.4. below, the contractor shall prepare a progress report of maximum five pages (not counting annexes, if applicable), in English at least five working days prior to each meeting. The report should provide details in relation to the work carried out in preparation for each of the two seminars. Eurostat will provide comments on each of the reports during the respective progress meeting.
· D17: Two progress reports in English on the organisation of the seminars prepared prior to the progress meetings

[bookmark: _Toc3281947][bookmark: _Toc5368476]Meetings and missions
A kick-off meeting (maximum 1 day) with Commission (Eurostat) staff will be held in Luxembourg within 30 days of the start of the contract (unless otherwise agreed by the parties). 2 additional progress meetings for each seminar (maximum half a day each) with Commission staff may be held on Eurostat’s premises in Luxembourg, or by telephone or videoconference. The minutes of each meeting will be prepared by the contractor in English and sent to Eurostat at the latest five working days after the meeting for approval. Between meetings, work will continue mainly by e-mail. Additional phone/videoconference may be organised if needed.

Travel expenses for such meetings should be included in the financial proposal of the tender.
[bookmark: _Toc3281948][bookmark: _Toc5368477]Duration and timetable
The contract is expected to be signed in the fourth quarter of 2019.
Execution of the tasks is to start on 15 January 2020. 
The maximal overall duration of the work will be 24 months.
The overall indicative timetable is the following:
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Time schedule - the overall indicative timetable is the following:
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· M – month of project lifetime
· x – task's lifetime
· D – deliverables (expected results, see item 2.3 above) in 12-month cycle
A detailed timetable should be provided by the tenderer in the tender.

[bookmark: _Toc3281949][bookmark: _Toc5368478]Minimum requirements
Tenders deviating from the requirements or not covering all minimum requirements described below may be rejected on the basis of non-compliance with the tender specifications and will not be further evaluated.
The minimum requirements for this contract are the following:
- Maximum duration of the execution of the tasks is 24 months;
- 2 High Level Seminars with simultaneous interpretation in English/Russian for maximum 45 persons to be organised (one per year) in fully equipped conference facilities; as well as general and secretarial support before and during the seminars;
- Documents and presentations for the seminars to be made available in English/Russian (approx. 150 pages per seminar);
- logistics for 22 participants and 5 experts (accommodation, visas, per diems) and travel arrangement for 5 experts to be provided per seminar.
- for the per diem provided to participants at the seminar, the contractor applies the official European Commission.
Furthermore, the tender shall comply with applicable environmental, social and labour legislation established under Union legislation, national legislation, collective agreements or the applicable international social and environmental conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:14]. [14:  OJ L 94 of 28.03.2014, p. 65] 

[bookmark: _Toc3281950][bookmark: _Toc5368479]Technical implementation reports
The work carried out by the contractor under the contract will be the subject of the following technical implementation reports, which must be sent to Eurostat by the contractor both in hard copy and electronic format. Annexes to those reports might be sent only in electronic format.
- 12 months after the starting date of the execution of the tasks referred to in Article I.3 of the contract, the contractor shall provide, after completion of the tasks referred to in 2.3 of this tender specification and as soon as possible after this date, an interim technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract. 
- 24 months after the starting date of the execution of the tasks referred to in Article I.3 of the contract, the contractor shall provide, as soon as possible and within sixty days of completion of the tasks referred to in 2.3 of this tender specification, a final technical implementation report relating to the execution of the contract describing the results obtained and the means which were implemented for the execution of the contract.
These technical implementation reports shall accompany the corresponding invoices.
[bookmark: _Toc3281951][bookmark: _Toc5368480]Assessment of results
Evaluation of the results will be based on the following criteria:
Evaluation of the results will be based on the following criteria:
· choice of experts, translators and interpreters proposed by the tenderer;
· organisational quality of seminars and logistics: how well the seminars were planned, organised and implemented;
· quality of the technical documents (conclusions, minutes, implementation reports), the report on the analysis of the satisfaction of the participants with the meeting : depth, clarity and consistency with the tasks and objectives as set out in the present tender specifications; overall quality of the reports and the analyses;
· quality  of translations and interpretations according to the requirements as set out in the present tender specifications;
[bookmark: _Toc3281952][bookmark: _Toc5368481]Specific conditions
- Resources made available by Eurostat
Eurostat will provide all the information available that is relevant for the execution of the tasks as well as guidance and orientation for potentially difficult and sensitive situations. 
All work under this contract will be carried out in close collaboration with Eurostat.
Eurostat will send out invitations together with the agenda and the registration form; all following communication with participants, including participants not paid by the contract (excluding content-related), will be the responsibility of the contractor.
Eurostat will facilitate communication and meetings with relevant Eurostat staff members, as well as access to relevant ESS documentation, if necessary for the implementation of the present contract.
Eurostat will provide the contractor with EU/Eurostat visibility guidelines.
- Specific conditions for the execution of the contract
In the course of planning and delivering the seminars, the contractor is expected to maximise the positive environmental impacts and minimise the potential negative ones, by following the Guidelines on organizing sustainable meetings and events available here: 
http://ec.europa.eu/environment/emas/pdf/other/EC_Guide_Sustainable_Meetings_and_Events.pdf 
The contractor is expected to put in place adequate procedures to protect all the participants' sensitive information during the treatment and processing of their personal information such as passports, bank accounts,  and addresses according to the "Regulation (EU) 2016/678 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation)" available here: http://ec.europa.eu/justice/data-protection/reform/files/regulation_oj_en.pdf
The contractor is responsible for the protection of all the participants' sensitive information.


[bookmark: _Toc312157921][bookmark: _Toc313540120][bookmark: _Toc5368482][bookmark: _Toc134869709][bookmark: _Toc199755442]INFORMATION ON THE CONTRACT
[bookmark: _Toc312157922][bookmark: _Toc313540121][bookmark: _Toc5368483]General information

The submission of the tender implies acceptance of all the terms and conditions set out in the procurement documents (contract notice, invitation to tender, tender specifications, draft contract) and, where appropriate, waiver of the tenderer's own general or specific terms and conditions. The submitted tender is binding on the tenderer to whom the contract is awarded for the duration of the contract.
Once the Commission has opened the tender, the document shall become the property of the Commission and it shall be treated confidentially. 
The Contractor is to carry out the tasks in accordance with:
1. the contract;
2. the technical specifications;
3. the tender.
In the event of conflict between these three documents, their provisions will apply in descending order.
No variants are allowed in relation to the services or the price schedule proposed in accordance with this tender specification 
The place of the work will be the Contractor’s usual workplace, unless stated otherwise in section 2.9 
[bookmark: _Toc312137968][bookmark: _Toc5368484][bookmark: _Toc312157923][bookmark: _Toc313540122]Payments 
Contracts will be expressed in euro. All payments under these contracts will also be made in euro.
Payments under the contract will be made in accordance with Articles I.5 and II.21 of the draft contract in Annex 7.
[bookmark: _Toc312137970][bookmark: _Toc312157924][bookmark: _Toc313540123][bookmark: _Toc5368485]Replacement of persons assigned to carry out the work
The Commission expects the contract to be executed by those persons identified in the tender. Whenever a replacement is necessary, the Contractor must ensure a high degree of stability of the services and an effective transfer of information.
Any replacement must be submitted to the Commission for written approval. The Contractor shall provide a timely replacement with at least equivalent qualifications and experience if:
· for duly justified reasons, a person is unable to continue providing the services;
· any person specified in the contract is found by the Commission to be incompetent in discharging or unsuitable for the performance of his/her duties under the contract or if carrying out his tasks under the contract prejudices the good and timely performance of the contract. Unless otherwise stated, if the Commission requests a replacement in writing, the Contractor must propose a replacement within one month of the receipt of the Commission's request. Failure to make such a proposal within this period will be considered a breach of contract.
Such a replacement will not oblige the Commission to pay any remuneration, fees or costs additional to those laid down in the initial contract. The Contractor must bear any additional costs arising from or incidental to such replacement. Such costs will include the costs of the return journey of the replaced member of staff and his family, the costs of the replacement's training and, if necessary, the expenses arising from the need to maintain simultaneously at the place of work the member of staff to be replaced and his replacement.
[bookmark: _Toc312157925][bookmark: _Toc313540124][bookmark: _Toc5368486]Personal data and intellectual property rights
[bookmark: _Toc313540125][bookmark: _Toc5368487]Personal data
If processing your reply to the invitation to tender involves the recording and processing of personal data (such as your name, address and CV), such data will be processed Regulation (EU) 2018/1725 of 23 October 2018 on the protection of natural persons with regard to the processing of personal data by the Union institutions, bodies, offices and agencies and on the free movement of such data, and repealing Regulation (EC) No 45/2001 and Decision No 1247/2002/EC, OJ L 295/39, 21.11.2018. Unless indicated otherwise, your replies to the questions and any personal data requested are required to evaluate your tender in accordance with the specifications of the invitation to tender and will be processed solely for that purpose by the unit involved. Details concerning the processing of your personal data are available at: 
https://ec.europa.eu/info/departments/data-protection-officer_en
All personal data may be registered in the Early Detection and Exclusion System (EDES) if you are in one of the situations mentioned in Article 136 of the Financial Regulation[footnoteRef:15]. For more information, see the Privacy Statement on  [15:  	REGULATION (EU, Euratom) 2018/1046 OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL of 18 July 2018 on the financial rules applicable to the general budget of the Union, amending Regulations (EU) No 1296/2013, (EU) No 1301/2013, (EU) No 1303/2013, (EU) No 1304/2013, (EU) No 1309/2013, (EU) No 1316/2013, (EU) No 223/2014, (EU) No 283/2014, and Decision No 541/2014/EU and repealing Regulation (EU, Euratom) No 966/2012. https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=OJ:L:2018:193:TOC
] 

http://ec.europa.eu/budget/explained/management/protecting/protect_en.cfm
[bookmark: _Toc313540126][bookmark: _Toc5368488]Intellectual property rights
Your attention is drawn on Article I.10 of the contract's special conditions which contains specific provisions on intellectual property rights related to the results of the contract and their use.
[bookmark: _Toc5368489]E-prior
The execution of the contract between the Commission and the contractors could be automated by the use of the following application: e-Invoicing, e-Catalogue, e-Ordering, e-Request based on an electronic exchange platform (e-Prior). Information on the technical and functional characteristics of the above-mentioned system can be found at: 
https://webgate.ec.europa.eu/fpfis/wikis/x/8pBsAQ
At the request of the Commission, the use of the above applications could be mandatory for contractors during the lifetime of the contract.
The e-Invoicing application may be used for this contract (the decision to use this application can be taken at the start of the contract or during the lifetime of the contract (through an amendment)). Further information on this application are available in the general conditions of the draft contract (Annex 7) in Art II.1 and II.5 and through the link above-mentioned.
If provided for in the special conditions of the contract, the exchange of electronic documents (e-documents) such as invoices between the parties is automated through the use of the e-PRIOR platform. This platform provides two possibilities for such exchanges: either through web services (machine-to-machine connection) or through a web application (the supplier portal). 
Other applications as e-Sourcing and e-Fulfilment, which are currently under development may be implemented on a voluntary basis during the contract execution.
[bookmark: _Toc312157926][bookmark: _Toc313540127][bookmark: _Toc5368490]
 INFORMATION ON THE TENDER PROCEDURE

[bookmark: _Toc312157927][bookmark: _Toc313540128][bookmark: _Toc5368491][bookmark: _Toc134869710][bookmark: _Toc199755443][bookmark: _Toc134869690]General information

The legal basis for EU procurement consists of the relevant articles of the Financial Regulation, i.e.:
– Financial Regulation - REGULATION (EU, Euratom) 2018/1046 OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL of 18 July 2018 on the financial rules applicable to the general budget of the Union, amending Regulations (EU) No 1296/2013, (EU) No 1301/2013, (EU) No 1303/2013, (EU) No 1304/2013, (EU) No 1309/2013, (EU) No 1316/2013, (EU) No 223/2014, (EU) No 283/2014, and Decision No 541/2014/EU and repealing Regulation (EU, Euratom) No 966/2012
– Judgments, mainly of the General Court in procurement cases.
The Financial Regulation incorporates the rules from Directive 2014/24/EU[footnoteRef:16], hereinafter referred to as “the Directive” and Directive 2014/23/EU on concessions[footnoteRef:17]. [16:      OJ L 94, 28.03.2014, p. 65, see 	
http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32014L0024&from=EN]  [17:      OJ L 94, 28.03.2014, p. 1, see 	
http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32014L0023&from=EN] 

This invitation to tender is intended to be competitive. Any attempt by a tenderer to obtain confidential information, enter into unlawful agreements, collude or make arrangements with competitors, canvass or solicit Commission staff or influence the evaluation committee or its individual members in any way during the tendering process will render his or her tender invalid.
The tender must be clear and concise, with continuous page numbering, and assembled so as to constitute a coherent whole (e.g. bound or stapled, etc.). Since tenderers will be judged on the content of their written tenders, these must clearly state that the tenderer is able to meet the requirements of the specifications and is capable of carrying out the work.
Tenders must be written in one of the official languages of the European Union. They must include all the information and documents required by the Commission for the evaluation of tenders on the basis of the exclusion, selection and award criteria, in accordance with these specifications, in the absence of which the Commission may decide to exclude the tender from the award procedure for the contract. For details, see item 4.4 “Structure of the tender”.
[bookmark: _Toc312157928][bookmark: _Toc313540129][bookmark: _Toc5368492]Who may participate in this invitation to tender
Participation in this invitation to tender (including each member of a group of economic operators if applicable) is open on equal terms to all natural and legal persons coming within the scope of the Treaties, as well as to international organisations. 
For British tenderers:
Please be aware that after the UK's withdrawal from the EU, the rules of access to EU procurement procedures of economic operators established in third countries will apply to candidates or tenderers from the UK depending on the outcome of the negotiations. In case such access is not provided by legal provisions in force candidates or tenderers from the UK could be rejected from the procurement procedure.
It is also open to all natural and legal persons established in a third country which:
- has a special agreement with the European Union in the field of public procurement on the conditions laid down in that agreement or,
- has ratified the plurilateral Agreement on Government Procurement (GPA) concluded within the World Trade Organisation (WTO), under the terms of that Agreement.
A service provider may consider submitting a tender as a single entity or decide to collaborate with other service providers to present a tender: either by submitting a joint tender (via a group of economic operators) or through subcontracting. These two approaches may be combined.
In all cases the tender must clearly specify whether the providers involved in the tender are acting as members of the group of economic operators (joint tender) or as subcontractors (this also applies where the companies involved belong to the same group or where one of these companies is the parent company of the others).
A joint tender is a situation where a tender is submitted by a group of economic operators (natural or legal persons). Joint tender may include subcontractors in addition to the members of the group.
In case of joint tender, all members of the group assume joint and several liabilities towards the Contracting Authority for the performance of the contract as a whole, i.e. both financial and operational liability. 
Group members in joint tenders may submit only one tender for a single contract. To this end, a letter signed by each member of the group of economic operators, except the lead partner, giving the authorisation to the lead partner to submit the tender on its behalf has to be provided.
This document must be scanned and included in the tender. The tender must indicate which member ("the leader") will represent the group of economic operators in dealing with the Contracting Authority for administrative and financial aspects as well as operational management of the contract. The tender must describe the form the cooperation is to take in order to achieve the desired results and how technical, administrative and financial aspects will be organised.
If the tender does not mention that all members are jointly and severally liable, all other parties included in the tender than the party signing the tender (tenderer) will be considered subcontractors.
The Contracting Authority will not request consortia to have a given legal form in order to be allowed to submit a tender, but reserves the right to require a grouping to adopt a given legal form before the contract is signed if this change is necessary for proper performance of the contract. This can take the form of an entity with or without legal personality but tendering sufficient protection of the Commission’s contractual interests (depending on the Member State concerned, this may be, for example, a consortium or a temporary association).
After the award, the Contracting Authority will sign the contract either with all members of the group, or with the leader on behalf of all members of the group, authorised by the other members via powers of attorney (Annex 4: for groupings not having formed a common legal entity, model 1 should be used, and for groupings with a legal entity in place model 2.)
The documents required and listed in the present specifications must be supplied by every member of the grouping (see 4.4); the checklist in Annex 9 will help verifying the level of information to be provided according to the role of each entity in the tender.
The Tender Report has to be signed by the joint tender leader (hand or electronic signature, as explained in point 1.2 of the Annex 8 to Tender Specifications: e-Submission application guide).
Partners in a joint tender assume joint and several liability towards the Commission for the performance of the contract as a whole.
Statements, declaring for instance: “that one of the partners of the joint tender will be responsible for part of the contract and another one for the rest”, or “that more than one contract should be signed if the joint tender is successful”, are thus incompatible with the principle of joint and several liability. The Commission will disregard any such statement contained in a joint tender, and reserves the right to reject such tenders without further evaluation, on the grounds that they do not comply with the tendering specifications
Subcontracting is the situation where a contract has been or is to be concluded between the Commission and a contractor and where the contractor, in order to carry out the contract, enters into legal commitments with other legal or natural persons for performing part of the service (in particular, any work performed by an expert who is not an employee of the tenderer will be considered as subcontracted). The Commission has no direct legal relationship with the subcontractor(s).
If certain tasks provided for in the contract are entrusted to subcontractors, the Contractor shall remain bound by its contractual obligations to the Commission under the Contract and shall be solely responsible for the performance of the contract (see Article II. 10 of the draft contract in Annex 7).
During contract performance, the change of any subcontractor identified in the tender or additional subcontracting will be subject to prior written approval of the Contracting Authority.
Tenderers are required to identify all subcontractors.
See Section 4, item 4.4 which information must be provided in case of group of economic operators and subcontracting.


[bookmark: _Toc312157929][bookmark: _Toc313540130][bookmark: _Toc5368493]How to send a tender
[bookmark: _Toc312157930][bookmark: _Toc313540131][bookmark: _Toc5368494]General Information
[bookmark: _Toc312157931][bookmark: _Toc313540132]If you are interested in this contract, you should submit a tender (see structure below described in item 4.4) for each lot concerned.
Tenders must be submitted exclusively via the electronic submission system (e-Submission) available from the below website[footnoteRef:18]. Tenders submitted in any other way (e.g. e-mail or by letter) will be disregarded. [18:  For detailed instructions on how to submit a tender, please consult Annex 8 (e-Submission application guide) in Annexes of the procurement documents and the e-Submission Quick Guide available at: https://webgate.ec.europa.eu/esubmission/assets/documents/manual/quickGuide_en.pdf.  In case of technical problems, please contact the e-Submission Helpdesk (see contact details in the Quick Guide) as soon as possible.
] 

https://etendering.ted.europa.eu/cft/cft-display.html?cftId=4824 
In order to submit a tender using e-Submission, tenderers (each member of the group in the case of a joint tender) will need to register in the European Commission's Funding & tender opportunities (Select “How to participate / Participant Register” from the menu bar) - an online register of organisations participating in EU calls for tenders or proposals. On registering each organisation obtains a Participant Identification Code (PIC, 9-digit number) which acts as its unique identifier in the above register.  Instructions on how to create a PIC can be found in the PIC-management Quick Guide for Economic Operators.
Tenderers already registered in the Participant Register shall reuse their existing PICs when preparing tenders in e-Submission.
The time-limit for receipt of tenders is indicated under Heading IV.2.2 of the contract notice where local time shall be understood as Luxembourg time (i.e. local time at the contracting authority's location) 
A tender received after the time-limit for receipt of tenders will be rejected. The tender reception confirmation provided by e-Submission with the official date and time of receipt of the tender (timestamp) constitutes proof of compliance with the time-limit for receipt of tenders.
Details on the electronic submission system are provided in section: Annexes of the procurement documents (Annex 8 e-Submission application guide). In order to help tenderers presenting a tender, a checklist of the documents to be submitted in the e-Submission application is provided in annex 9.
All costs incurred for the preparation and submission of tenders are to be borne by the tenderers and will not be reimbursed. 
 
[bookmark: _Toc5368495]Date and place of opening of the tenders
Tenders will be opened in public at the following address:
Eurostat
Joseph Bech Building
rue Alphonse Weicker, 5
L-2721 Luxembourg (Kirchberg)
The exact date, time and meeting room of the opening session are indicated under Heading IV.2.7 of the contract notice.
A maximum of two representatives per tender may attend the opening session. For organisational and security reasons the request to attend must comply with the following:
· it must contain the full name, date of birth, nationality and ID or passport number of the representative(s)[footnoteRef:19] [19:  This data is necessary to ensure access to Commission buildings. Details concerning the processing of personal data for visitors to the European Commission are available in the privacy statement at: https://ec.europa.eu/info/files/data-protection-notice-visitors-european-commission_en] 

· it must be signed by an authorised officer of the tenderer 
· it must be sent by e-mail at least two working days in advance to: ESTAT-CALLS-FOR-TENDER-DIRECTORATES-A-B@ec.europa.eu. 

The representative(s) will be required to present the tender reception confirmation generated by e-Submission and to sign an attendance sheet.  The contracting authority reserves the right to refuse access to its premises if the above information or the tender reception confirmation are not provided as required.
The economic operators who submitted a tender and whose representative was not present at the opening meeting may send an information request to ESTAT-CALLS-FOR-TENDER-DIRECTORATES-A-B@ec.europa.eu. They will be informed per e-mail if their tender was admissible as well as of the identity of the other tenderers.
[bookmark: _Toc312157932][bookmark: _Toc313540133][bookmark: _Toc5368496]Contact with Eurostat
In principle, no contact is permitted between the Commission and the tenderer during the procedure. However, contact may exceptionally be permitted before the final date for the receipt of tenders:
- On the tenderers’ initiative: in order (and only then) to clarify the nature of the contract. Any request for additional information must be made in writing only through the above TED e-Tendering website in the "Questions & answers" tab, by clicking "Create a question" (registration on TED e-Tendering is required to be able to create and submit a question).	
https://etendering.ted.europa.eu/cft/cft-display.html?cftId=4824
· The Contracting Authority is not bound to reply to requests for additional information made less than six working days before the deadline for receipt of tenders. Provided it has been requested in good time, such additional information will be supplied simultaneously to all economic operators through the e-Tendering website	 
(https://etendering.ted.europa.eu/cft/cft-display.html?cftId=4824) no later than six days before the deadline for the receipt of tenders.
The website will be updated regularly and it is your responsibility to check for updates and modifications during the submission period.

- On the initiative of the Contracting Authority: in order to inform all interested parties of the existence of an error, a lack of precision, an omission or any other type of defect in the documents relating to the invitation to tender by supplying information on the e-Tendering website address:
https://etendering.ted.europa.eu/cft/cft-display.html?cftId=4824
After the tenders have been opened, contact may be permitted only on the initiative of the Contracting Authority, where some clarification is required in connection with a tender, or if obvious clerical errors in the tender must be corrected, provided this does not lead to substantial changes to the terms of the submitted tender.
In any event, such contact must not lead to any amendment of the terms of the tender.
In exceptional case (unavailability of e-Tendering, other reason…), and under the conditions described above, further information can be obtained by sending an e-mail or letter to:

For the attention of Eurostat
Office BECH A4-162
L-2920 Luxembourg  
E-mail: ESTAT-CALLS-FOR-TENDER-DIRECTORATES-A-B@ec.europa.eu


[bookmark: _Toc312157933][bookmark: _Toc313540134][bookmark: _Toc5368497]Period of validity of the tender
Tenders must be firm and not be subject to revision for the duration of the work. The tender must remain valid for a period as indicated under point IV.2.6 of the contract notice following the closing date for receipt of the tenders. Where the initial contract is stated to be renewable, the tender will remain valid for such renewals. Upon renewals of contracts, the Commission reserves the right to request updated forms for exclusion and selection criteria (see item 4.4 below). The contract(s) will be signed within the validity period, during which the tenderer must continue to meet all the requirements set in the exclusion, selection and award criteria. If the situation concerning these requirements has been altered in the period that has elapsed since the tender in question was submitted, any changes must be reported immediately and at the tenderer’s own initiative to the Commission.


[bookmark: _Toc312157934][bookmark: _Toc313540135][bookmark: _Toc5368498]Structure of the tender
Following the structure of the e-Submission application, all tenders must include the following sections: 
(1) Parties – information about the parties participating in the procurement procedure, which covers the following items: 
a) Identification and information on the composition of the tenderer (section 4.4.1); 
b) Information regarding the exclusion and selection criteria (4.4.2 and 4.4.3). 
(2) Tender data – you will need to provide the technical tender and the financial tender (financial proposal). (section 4.4.4 and 4.4.5)
(3) Tender report – you will need to provide the signed tender report (4.4.6)

	Section in Tender Specifications
	Where to insert in e-Submission

	Section 4.4.1 Parties: identification of the tenderer: 
	"Parties"  "Identification of the Tenderer"  "[Party Name]"  tab ‘Attachments’- Legal and regulatory capacity.
"Parties"  "Identification of the Tenderer" "[Party Name]Required field "Declaration on honour"

	Section 4.4.2 Parties: identification of the tenderer relating to the exclusion criteria.
	"Parties"  "Identification of the Tenderer"  "[Party Name]"  tab ‘Attachments’- Exclusion criteria declaration on honour 

	Section 4.4.3 Parties: identification of the tenderer: Evidence relating to the selection criteria
	"Parties"  "Identification of the Tenderer"  "[Party Name]"  tab ‘Attachments’- Technical and professional capacity" 
"Parties"  "Identification of the Tenderer"  "[Party Name]"  tab ‘Attachments’- Economic and financial capacity" (no evidence to be provided at the stage of submission)

	Section 4.4.4 Technical Tender – Addressing technical specifications and award criteria
	"Tender data"  "Add your tender data – Technical tender [name of Call for Tender/ Lot name]"

	Section 4.4.5: Financial Tender
	" Tender data"  "Add your tender data – Financial tender [name of Call for Tender/ Lot name]"

	Section 4.4.6: Tender Report
	" Tender report"  "Add your signed tender report 



The tender must include all the requested information and be perfectly legible so that there can be no doubt as to words and figures.
The technical tender with page numbering must cover all aspects and tasks required in the technical specifications and provide all the information needed to apply the award criteria.
The tender must include a cover letter signed by an authorised representative, presenting the name of the tenderer (including all entities in case of joint tender) and identified subcontractors if applicable, and the name of the single contact point (leader) in relation to this procedure.
Tenders shall include the information and documents requested by the Commission in order to assess the tender. In order to help tenderers presenting a complete tender, a checklist of the documents to be submitted is provided in annex 9. This checklist does not need to be included in the tender, but it is encouraged to use it in order to ease the assessment of the tenders
The Commission reserves the right to request any other additional information in relation to the tender submitted, for evaluation or verification purposes within a time-limit mentioned in its request.

[bookmark: _Toc463268175][bookmark: _Toc511141955][bookmark: _Toc5368499]Section One: Parties: identification of the tenderer
Tenderers may choose between presenting a joint tender (see 4.2) and introducing a tender as a sole economic operator, in both cases with the possibility of having one or several subcontractors (see 4.2).
Whichever type of tender is chosen, the tender shall stipulate the legal status and role of each legal entity in the tender proposed and the monitoring arrangements that exist between them and, failing this, the arrangement they foresee to establish if they are awarded the contract.
In the e-Submission application, tab "Ways to submit", the tenderers should indicate the organisation type (sole tenderer, joint tender involving subcontractors), fill out the required information and additional fields (Identification info, Registration info …), according to the type of tender. The information has to be completed for all entities participating in the tender, including subcontractor(s).
· Forms
The following forms (see below the different cases) shall be duly filled in and signed by a representative of the economic operator authorised to sign contracts with third parties.
These forms must be uploaded under "Parties"  "Identification of the Tenderer"  "[Party Name]"  tab ‘Attachments’- Legal and regulatory capacity
Case 1: Submission by one tenderer
· The completed "Administrative information form" (Annex 1) accompanied by a legible copy of the notice of appointment of the persons authorised to represent the tenderer in dealings with third parties and in legal proceedings, or a copy of the publication of such appointment if the legislation which applies to the legal entity concerned requires such publication. If they are necessary in order to show the authorisation to represent the tenderer, the instrument of incorporation or constitution of the legal entity and/or a copy of the statutes have to be submitted. If the person(s) signing the tender or the person designated to sign the contract is/are entitled to represent the economic operator by a power of attorney from the abovementioned authorised persons, the power of attorney must also be submitted;
· The “Questionnaire for joint tenders and/or subcontracting” (Annex 2) signed by a legal representative of the tenderer.
Case 2: Submission of joint tender
· For each entity involved (all members of the group of economic operators including the lead partner): the completed "Administrative information form" (Annex 1);
· For each member of the group of economic operators, except the lead partner, : a letter signed by a legal representative of the member, giving the authorisation to the lead partner to submit the tender on its behalf [footnoteRef:20]; [20:  	Please note that only in case of award of the contract, before the contract is signed, and only upon request of the Contracting authority, shall the successful tenderer (lead partner) provide the “Power of attorney"(Annex 4) filled in and signed by an authorised representative of each partner. ] 

· The “Questionnaire for joint tenders and/or subcontracting” (Annex 2) signed by a legal representative of the lead partner. 
Case 3: Submission with subcontractor(s)
· In addition to the documents requested under Case 1 or 2, a “Letter of availability of a proposed subcontractor(s)” (Annex 3), signed by an authorised representative of the subcontractor stating their willingness to provide the services presented in the tender and in line with the present tender specifications if the tenderer is awarded the contract.
· Evidence
In the course of the procedure the EU Validation Services may contact tenderers via the Participant Register and ask for evidence with respect to their legal existence (All necessary details and instructions will be provided via the Participant Register). Please note that a request for such supporting documents in no way implies that the tenderer has been successful. 
Therefore, the documents listed below shall not be submitted with the tender in eSubmission but may be requested by EU Validation Services at a later stage: 
For the purpose of the LEAR (Legal Entity Appointed Representative) appointment: 
· LEAR appointment letter — completed, dated and signed (handwritten blue-ink original signature) by the legal representative and the LEAR 
· Declaration of Consent to the Participant Portal Terms & Conditions — completed, dated and signed (handwritten blue-ink original signature) by the legal representative of the organisation 
· Copy of the official, valid proof of identity for the legal representative (identity document issued by the national authority containing the photo and signature of the holder, i.e. ID card, passport or driving license) 
· Copy of the official, valid proof of identity for the LEAR (identity document issued by the national authority containing the photo and signature of the holder, i.e. ID card, passport or driving licence) and 
· Valid official document to demonstrate that the legal representative has the authority to engage the organisation in its entirety. 
For the purposes of the legal validation of the entities: 
· Signed legal entity identification form[footnoteRef:21] :  [21:  Available here: http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm  ] 

- Natural Person 
- Private Law Body 
- Public Law Body 
· Official VAT document or — if the entity is not registered for VAT — the proof of VAT exemption, not older than 6 months. 
· Signed Financial Identification Form[footnoteRef:22], [22:  Available here: http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial-id_en.cfm] 

· [image: ]and  the following additional documents, where relevant: 
[image: ]
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Article 136 of the Financial Regulation[footnoteRef:23] defines situations when the tenderers shall be excluded from participating in procurement procedures. [23:  https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=OJ:L:2018:193:TOC] 

· Form 
The tenderer(s) including each partner in case of joint tender and each subcontractor[footnoteRef:24] must provide the "Declaration on honour on exclusion criteria and selection criteria" (Annex 5) attesting that they are not in one of the exclusion situations detailed in the Declaration on honour.  [24:  The Contracting Authority shall require that a tenderer replaces a subcontractor or an entity on whose capacity the tenderer intends to rely in case the subcontractor or entity is in an exclusion situation.] 

The declaration(s) shall be signed by an authorised representative either with advanced electronic signature based on qualified certificates or by scanning and uploading a hand signed copy. 
The declaration(s) must be uploaded under ‘"Parties"  "Identification of the Tenderer"  "[Party Name]"  tab ‘Attachments’- Exclusion criteria.
When the declaration(s) on honour and/or the tender report are signed by hand, a scanned copy must be attached to the tender in e-Submission. The hand-signed originals must be sent by letter at the latest on the first working day following the electronic submission of tender. Only the originals of the declaration on honour and the tender report are to be sent by letter, not other documents
The documents which were signed with an advanced electronic signature based on qualified certificates are not required to be sent by post.
 (Details on the electronic submission system are provided in annex 8 "e-Submission application guide" point 1.2).
· Evidence
The evidence shall not be submitted with the tender in eSubmission but may be requested by the Contracting Authority at a later stage.
Only upon request of the Contracting Authority, and for contracts with a value higher than EUR 144.000, the successful tenderer must provide the documents mentioned as supporting evidence in the declaration on honour (Annex 5) before signature of the contract and within a deadline given by the Contracting Authority. This requirement applies to each single tenderer, to the leader and each member of the group in case of joint tender and to subcontractors whose capacity is necessary to fulfil the selection criteria and/or whose share of the tasks to be executed represent more than 15% of the value of the contract. The Contracting Authority reserves the right to require these documents for the other subcontractors.
The Contracting Authority may waive the obligation of a tenderer to submit the documentary evidence referred to Annex 5 in the following cases:
(a) the candidate is an international organisation or;
(b) such evidence has already been submitted for the purposes of another procurement procedure provided that the documents are not more than one year old starting from their issuing date and that they are still valid. In such a case, the tenderer shall declare on his honour that the documentary evidence has already been provided in a previous procurement procedure and confirm that no changes in his situation have occurred.
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Tenderers must prove their legal, regulatory, economic, financial, technical and professional capacity to carry out the work subject to this procurement procedure. 
The tenderer may rely on the capacities of other entities, regardless of the legal nature of the links which it has with them. It must in that case prove to the Contracting Authority that it will have at its disposal the resources necessary for performance of the contract, for example by producing an undertaking on the part of those entities to place those resources at its disposal (see Annex 2).
The tender must include the proportion of the contract that the tenderer intends to subcontract (see Annex 2).
The tenderer (and each member of the group of economic operators in case of joint tender) must declare whether it is a Small or Medium Size Enterprise in accordance with Commission Recommendation 2003/361/EC. This information is used for statistical purposes only (See Annex 1).
· Form 
The tenderers (and each member of the group of economic operators in case of joint tender) and subcontractors whose capacity is necessary to fulfil the selection criteria must provide the declaration on honour (see Annex 5), signed and dated by an authorised representative, stating that they fulfil the selection criteria applicable to them.
In case of joint tender or subcontracting, the criteria applicable to the tenderer as a whole will be verified by combining the various declarations for a consolidated assessment. 
This declaration is part of the declaration used for exclusion criteria (see section 4.4.2) so only one declaration covering both aspects should be provided by each concerned entity.
· Evidence
Tenderers will be required to provide the evidence mentioned below 
· In e-Submission, together with the tender for the evidence relating to technical and professional capacity (see below 4.4.3b) 
· At a later stage and only upon request by EU Validation Services for the evidence relating to economic and financial capacity (see below 4.4.3a). 
This requirement applies to each member of the group in case of joint tender and to subcontractors whose capacity is necessary to fulfil the selection criteria
a- Economic and financial capacity:
In the course of the procedure the EU Validation Services may contact tenderers via the Participant Register and ask for evidence with respect to the economic and financial capacity of the organisation. (All necessary details and instructions will be provided via the Participant Register). Please note that a request for supporting documents in no way implies that the tenderer has been successful. 
Therefore the documents listed below shall not be submitted with the tender in eSubmission but may be requested by EU Validation Services at a later stage.
· The following financial supporting documents covering 2 consecutive years: 
[image: ]

In case of joint tender, each partner must provide these documents 
The Contracting Authority reserves the right to ask these documents for the declared subcontractors.
If, for some exceptional reason which the Contracting Authority considers justified, a tenderer is unable to provide one or other of the above documents, it may prove its economic and financial capacity by any other document which the Contracting Authority considers appropriate. In any case, the Contracting Authority must at least be notified of the exceptional reason and its justification. The Commission reserves the right to request any other document enabling it to verify the tenderer's economic and financial capacity.

b- Technical and professional capacity:
The following documents must be provided by the tenderer(s), together with the tender, as an evidence of the educational and professional qualifications:
· CVs of all personnel to be involved directly in performing the contract (including those working for any subcontractors) indicating educational and professional qualifications and experiences in areas relevant to the subject of this tender. 
In the CV the language competence must be mentioned, bearing in mind that the main working languages in the Commission are English, French and German. 
Tenderers must indicate whether or not the proposed staffs are currently working for the tenderer on the date of submission of the tender. The tender will clearly indicate if the proposed expert is an employee or not of the tenderer. If the proposed expert is not an employee, he/she will be considered as a subcontractor. Any person who is engaged on another project, where the input from his/her position in that contract will not have ended before the expected start of his/her activities under this contract, and where this commitment restricts his/her intended role under this contract must not be proposed for this contract.
· a list of the principal services provided in the past three years, with the amounts, dates and recipients (public or private) and any relevant evidence proving the requirements of the selection criteria (refer to section 4.5.1 b).
The above annexes shall be uploaded under "‘"Parties"  "Identification of the Tenderer"  "[Party Name]"  tab ‘Attachments’- Technical and professional capacity"

The tenderer must meet the following criteria.
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The technical Tender needs to be uploaded in the section "Tender data"  "Add your tender data – Technical tender [name of Call for Tender/ Lot name]"" in the e-Submission application.
The tenderer must select the "Technical Tender" from the dropdown box ("Financial Tender or Technical Tender"). The e-Submission application allows attachment of as many documents as necessary.
The technical tender is the core of the tender and it is essential that it conforms perfectly to all requirements listed in the technical specifications.
Tenders must be clear and concise. Since tenderers will be judged on the content of their written tenders, the tenders must clearly show how the tenderers are able to meet the requirements of the specifications.
If it is intended to subcontract part of the service, this should be indicated and quantified (the identity of and resources provided by the subcontractor).
The technical tender must cover all aspects and tasks required in the technical specifications and provide all the information needed to apply the award criteria. 
Tenders deviating from the requirements or not covering all minimum requirements described in section 2 point 2.6 (Technical specifications) may be rejected on the basis of non-compliance with the tender specifications and will not be evaluated. 
The tender shall comply with applicable environmental, social and labour legislation established under Union legislation, national legislation, collective agreements or the applicable international social and environmental conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:25]. [25:  OJ L 94 of 28.03.2014, p. 65] 

The Commission applies the EMAS environmental management system (‘the EMAS system’) provided for by Regulation (EC) No 1221/2009 of the European Parliament and the Council of 25 November 2009 on the voluntary participation by organisations in a Community eco-management and audit scheme (EMAS), repealing Regulation (EC) No 761/2001 and Commission Decisions 2001/681/EC and 2006/193/EC (OJ L 342 of 22.12.2009, p. 1).
During the execution of the contract, the successful tenderer,  group member(s) and/or any subcontractor(s), if relevant, may be requested by the Contracting Authority to implement the EMAS scheme, inter alia by providing information relating to the contract field required for the drafting and updating of the documents provided for by Regulation No 1221/2009 and the periodic evaluation of the system.
[bookmark: _Toc312157939][bookmark: _Toc313540140][bookmark: _Toc511141959][bookmark: _Toc5368503]Section Five: Financial tender
A complete financial proposal (Annex 6), including the breakdown of the price as indicated in the tender specifications needs to be uploaded in section "" Tender data"  "Add your tender data – Financial tender [name of Call for Tender/ Lot name]"/ 'Lot name'>" in the e-Submission application. The tenderer will need to select the "Financial Tender" from the dropdown box ("Financial Tender or Technical Tender").
The total price needs also to be encoded directly in the e-Submission application "" Tender data"  "Add your tender data <'name of Call for Tender' / 'Lot name'>").
The compulsory reply form (Annex 6) must be used.
Prices must be expressed in euro.
Prices should be quoted free of all duties, taxes and other charges, i.e. also free of VAT, as the European Commission is exempt from such charges pursuant to the provisions of Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European Union (of 8 April 1965). 
All costs associated with the completion of the work, including overheads such as infrastructure, administration, costs and travel should be included in the overall fixed price in the financial proposal (no reimbursable variable costs).
[bookmark: _Toc511141960][bookmark: _Toc5368504]Section Six: Tender report
Tender report: Consolidation of tender documents
Once all information and documents have been encoded and uploaded in the e-Submission application, and you consider that the tender is complete, the application requires to create the tender report. This Tender Report will be generated by the e-Submission application.
It contains the list of documents that you submit. The sole tenderer’s or leader’s authorised representative(s) must sign the report. The tender report shall be signed by an authorised representative either with advanced electronic signature based on qualified certificates  or by scanning and uploading a hand-signed copy.
In case of hand-signed copy, you must send by post all the original documents that were signed by hand immediately after the electronic submission of your Tender.
In case of a joint tender, the leader must collect all the original declarations signed by hand by the members of the group and send them by post together with the Tender Report, if the latter was also signed by hand. The original documents must be sent to the postal address indicated in the section 5 of Annex 8 "e-submission application guide" , stating the reference to the call for tenders and the Tender ID.
The documents which were signed with an advanced electronic signature based on qualified certificates are not required to be sent by post.
When the declaration(s) on honour and/or the tender report are signed by hand, a scanned copy must be attached to the tender in e-Submission. The hand-signed originals must be sent by letter at the latest on the first working day following the electronic submission of tender. Only the originals of the declaration on honour and the tender report are to be sent by letter, not other documents
(Details on the electronic submission system are provided in annex 8 "e-Submission application guide" point 1.2).
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The evaluation is based solely on the information provided in the submitted tender. It involves the following: 
· Verification of non-exclusion of tenderers on the basis of the exclusion criteria
· Selection of tenderers on the basis of selection criteria
· Verification of compliance with the minimum requirements set out in these tender specifications
· Evaluation of tenders on the basis of the award criteria

The tenders will be assessed in the order indicated above. Only tenders meeting the requirements of one step will pass on to the next step

The criteria for choosing the contractor are divided in three categories: exclusion, selection and award. Exclusion and selection criteria are related to the candidate or tenderer, whereas award criteria are related to the tender. Exclusion and selection criteria are verified on a pass/fail basis.

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

The Contracting Authority will inform candidates and tenderers, simultaneously and individually, by electronic means of decisions reached concerning the outcome of the procedure as soon as possible:

- After the opening phase for tenders received after the deadline;
- After the award decision, specifying in each case the grounds for the decision. 

The information of the successful tenderer does not imply any commitment on the part of the Contracting Authority.
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The assessment of tenderers will take place in 2 stages:
A- Exclusion of tenderers
Article 136 of the Financial Regulation[footnoteRef:26] defines situations when the tenderers shall be excluded from participating in procurement procedures (see Annex 5). [26:  https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=OJ:L:2018:193:TOC] 

As indicated in point 4.4.2, the tenderer(s) including each partner in case of joint tender and each subcontractor must provide the "Declaration on honour on exclusion criteria and selection criteria" (Annex 5) attesting that they are not in one of the exclusion situations detailed in the Declaration on honour.
B- Selection criteria
Tenderers must prove their legal, regulatory, economic, financial, technical and professional capacity to carry out the work subject to this procurement procedure.
Tenderers will be selected if they have the economic and financial capacity as well as the technical and professional capacity to perform the tasks required in this call for tender.
The Contracting Authority will evaluate selection criteria (legal, regulatory, financial and economic) on the basis of the declarations on honour. Nevertheless, it reserves the right to require evidence of the legal and regulatory, financial and economic capacity of the tenderers at any time during the procurement procedure (see 4.4.1 and 4.4.3a).
· Legal and regulatory capacity
Tenderers must be allowed to pursue the professional activity necessary to carry out the work subject to this call for tenders. The tenderer (including each member of the group in case of joint tender) must provide the requested information (See 4.4.1).
· Economic and financial capacity criteria
The tenderer must have the necessary economic and financial capacity to perform this contract until its end. In order to prove their capacity, the tenderer must comply with the following selection criteria :
The economic and financial capacity of the tenderer will be assessed on the basis of the last annual turnover which has to be at least two times the annual value of the contract to be awarded (equal to the annual value of the financial tender submitted).
In the case of joint tender (group of economic operators) or subcontracting, this turnover criteria shall be assessed in relation to the combined turnover of all the parties involved in the tender.

Tenderers will be required to provide the evidence mentioned above (see 4.4.3 a) only upon request. This requirement applies to each member of the group in case of joint tender and to subcontractors whose capacity is necessary to fulfil the selection criteria
All the requirements have to be fulfilled at the deadline for the submission of the tender
· Technical and professional capacity criteria
The technical and professional capacity of tenderer(s) will be assessed from the qualifications of the staff/experts proposed, the principal services provided in the past three years and, if any, the specific requirements mentioned in the tender specifications. In the case of joint tender (group of economic operators) or subcontracting, the technical and professional capacity shall be assessed in relation to the combined capacity of all the parties involved in the tender.
The tenderer must meet the following criteria.
For LOT 1
Criteria relating to the tenderer:
	Criterion 1
	Experience in organising multi-national meetings and seminars   

	Minimum requirement
	At least three years experience in organising multi-national and multi-lingual meetings and seminars, including arranging travel and accommodation

	Documentary evidence
	List of meetings and seminars organised in the last three years



	Criterion 2
	Experience in providing interpretation between English and French   

	Minimum requirement
	The contractor (or sub-contractor) should have at least two years experience in providing interpretation between English and French, and should have provided interpretation for at least two events that required knowledge of terminology in statistics or economics.

	Documentary evidence
	List of events for which English-French interpretation was provided in the field of statistics or economics in the last two years, with details on the subject



Criteria  relating to the team delivering the service
	Criterion 1
	Educational and professional Qualification   

	Minimum requirement
	Project Manager: At least two years' experience in organising multi-lingual meetings and seminars involving participants from at least four different countries.

	Documentary evidence
	CVs of team members; list and short description of meetings organised



	Criterion 2
	Language capabilities   

	Minimum requirement
	Experience of working in English* and French** for the project manager and at least two other team members involved in the contract implementation 
*minimum B1 level according to the Common European Framework of Reference for Languages
**minimum B2 level according to the Common European Framework of Reference for Languages

	Documentary evidence
	CVs of team members (language certificates may also be attached)



For LOT 2
	Criterion
	Experience in the field of data collection and validation, in managing databases and in producing statistical publications.

	Minimum requirement
	The tenderer must have produced a minimum of three detailed statistical publications in the last three years. 

	Documentary evidence
	List of publications and contracts in which these publications were produced. The tenderer should provide a declaration of satisfactory completion of the work from the contracting authorities that ordered the publications. 


Criteria relating to the team delivering the service
	Criterion 1
	Educational and professional Qualification   

	Minimum requirement
	The team leader should have at least five years of experience in data collection and validation, in managing databases and in producing statistical publications. At least  another team member should have a minimum of two years experience in the same field.

	Documentary evidence
	CVs of team members



	Criterion 2
	Language capabilities   

	Minimum requirement
	At least one member of the team should be able to write fluently in English (minimum level C2 according to the Common European Framework of Reference for Languages) and to proof-read texts in English. At least one member of the team should be able to write fluently in French (minimum level C1 according to the Common European Framework of Reference for Languages)

	Documentary evidence
	CVs of team members



	Criterion 3
	Programming capabilities   

	Minimum requirement
	At least one member of the team should have at least five years experience in programming, including experience in manipulating excel files with visual-basic or similar languages programmes.

	Documentary evidence
	CVs of team members



For LOT 3
Criteria relating to the tenderer:
	Criterion
	Experience in organising statistical training courses  

	Minimum requirement
	Experience in the organisation of at least 2 statistical training courses during the last 2 years, including providing travel and accommodation arrangements for the participants.

	Documentary evidence
	List of training courses with details on subject, organisational arrangements and dates of the courses.


Criteria relating to the team delivering the service
	Criterion 1
	Professional experience (project manager)

	Minimum requirement
	The project manager must have at least 2 years of experience in organising multi-lingual events such as workshops and training courses involving the participation of several countries.

	Documentary evidence
	CV of project managers.

	Criterion 2
	Professional experience (interpreters)

	Minimum requirement
	The interpreters must have at least 2 years of experience in interpretation between English and French and Arabic, and must have provided interpretation for at least 2 events which required knowledge of statistical or economic terminology.

	Documentary evidence
	CVs of interpreters and list of events with details on subject, dates of assignments and languages.

	Criterion 3
	Language capabilities   

	Minimum requirement
	All proposed team members need to have experience in working in English (minimum B2 Level according to the Common European Framework of Reference for Languages) and at least one person in the team allocated to managing this Contract should speak both English and French fluently (minimum level C1 according to the Common European Framework of Reference for Languages). 

	Documentary evidence
	CVs of team members. 



For LOT 4
Criteria relating to the tenderer:
	Criterion
	Experience in organising statistical training courses  

	Minimum requirement
	Experience in the organisation of at least 2 statistical training courses during the last 2 years, including providing travel and accommodation arrangements for the participants.

	Documentary evidence
	List of training courses in the past 3 years with details on subject, organisational arrangements and dates of the courses.


Criteria relating to the team delivering the service
	Criterion 1
	Professional experience (project manager)

	Minimum requirement
	The project manager must have at least 2 years of experience in organising multi-lingual events such as workshops and training courses involving the participation of several countries.

	Documentary evidence
	CV of project managers.

	Criterion 2
	Professional experience (interpreters)

	Minimum requirement
	The interpreters must have at least 2 years of experience in interpretation between English and French and Arabic, and must have provided interpretation for at least 2 events which required knowledge of statistical or economic terminology.

	Documentary evidence
	CVs of interpreters and list of events with details on subject, dates of assignments and languages.

	Criterion 3
	Language capabilities   

	Minimum requirement
	All proposed team members need to have experience in working in English (minimum B2 Level according to the Common European Framework Reference for Languages) and at least one person in the team allocated to managing this Contract should speak both English and French fluently (minimum level C1 according to the Common European Framework of Reference for Languages). 

	Documentary evidence
	CVs of team members. 



The assessment will be based on the tender and on tenderers’ answers in the compulsory reply forms. 
Tenderers who wish to be taken into consideration must submit all the necessary supporting documents (as indicated in section 4.4.3b) and must use the forms provided in the annexes to this document.
Tenderers will be required to provide the evidence mentioned above (see 4.4.3 b) together with the tender. This requirement applies to each member of the group in case of joint tender and to subcontractors whose capacity is necessary to fulfil the selection criteria
Incomplete tenders may be rejected. However, the Commission may request the submission of missing formal documents by electronic mail (normally to be submitted within 24 hours after the request).
In addition, the Commission reserves the right to use any other information from public or specialist sources.
All the requirements have to be fulfilled at the deadline for the submission of the tender
[bookmark: _Toc511141963][bookmark: _Toc5368507]Compliance with minimum requirements
Before proceeding to the evaluation of the award criteria, the evaluation committee will assess the compliance of the tender with the minimum requirements contained in section 2 point 2.6 of the present tender specifications.
Furthermore, the tender shall comply with applicable environmental, social and labour legislation established under Union legislation, national legislation, collective agreements or the applicable international social and environmental conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:27]. [27:  OJ L 94 of 28.03.2014, p. 65] 

Tenders deviating from the requirements defined in the tender specifications or not covering all requirements may be excluded on the basis of non-conformity with the tender specifications and will not be evaluated.

[bookmark: _Toc312157942][bookmark: _Toc313540143][bookmark: _Toc511141964][bookmark: _Toc5368508]Award of the contract
A- Evaluation of the technical quality of the tender
The evaluation (award) criteria will be assessed in relation to the tender as a whole.
The technical tender (including any subcontracted parts) must be sufficiently detailed to enable the tender to be assessed on the basis of all award criteria mentioned below. It should meet the technical specifications and address all matters laid down therein. The tender should provide all the information required to award the contract, including a description of the intended team structure and the respective role of each team member and (where applicable) models, examples and technical solutions to problems raised in the specifications.
Merely repeating the mandatory requirements set out in these specifications without going into detail or adding any value will result in a very low score. The degree to which the criteria are met will be measured by a points score for each criterion. The relative importance of criteria for the overall score is indicated by the weighting of the award criteria.
Before its dispatch, please check that your tender is well documented according to the award criteria.

The technical quality of the tender will be assessed on the basis of the following criteria:
[bookmark: _Toc312137987]
LOT 1
1.	Technical approach and methodology (30 points)
The technical approach and methodology will be assessed on:
· The practical implementation proposed for the project, for all tasks to be carried out and how it demonstrates a solid understanding of all the issues involved. 
· The effectiveness, adequacy and proportionality of the proposed technical solutions with respect to the objectives of the project.
· Provision of a good level of detail with regard to the description of the proposed work process for each task of the contract, including concrete examples to demonstrate that it will work.
· Provision of a good description of the expected results that have to be delivered for each task.
· Quality of the methodology set out in the tender. Overall accuracy and consistency of the methodology proposed.
2.	Work plan and timetable - overall planning (20 points)
· Adequacy of the level of detail of the work plan and the timetable to demonstrate that they are feasible within the proposed deadline.
· Specific reference to the mobilisation of the experts/team, appropriate evaluation points, submission of reports and documents, specific meetings and milestones in the work plan.
· How the time constraints for participants for obtaining the relevant visas are taken into consideration in the work plan. 
· Feasibility of the implementation of the work plan, including rapid start-up and reports submitted on time.
3.	Management arrangements - Organisation of the work and resources (20 points)
The management arrangements - Organisation of the work and resources will be assessed on:
· Description of the proposed team (number / profiles) with their role and responsibilities and of the different economic operators (in case of joint tender, including subcontractor if applicable) distributed for each task and work package. Balance between profiles and breakdown of the tasks (which profile is going to do which task and how much time will be devoted to each task per profile). 
· Level of details provided on the allocation of time and human resources to the project and each task or deliverables and the rationale behind the choice of the proposed allocation. 
· Description given by the tenderer of the part of the project that he/she is able to implement autonomously. 
· Business continuity measures on how the tenderer will assure continuity if staff assigned to the project leave. A description of the back-up system to cover absences of staff assigned to the contract.
4.	Quality arrangements - Quality control measure (30 points)
The quality arrangements - Quality control measures will be assessed on:
· Description of how the contractor will ensure the high quality of all the deliverables set out in these tender specifications. 
· Detailed quality control system applied to the services foreseen in the tender specification concerning the quality of the deliverables and including continuity of the service in case of absence of a member of the team. 
· Description of how the criteria for the assessment of results mentioned in the tender specifications will be met.

LOT 2
1.	Technical approach and methodology (30 points)
The technical approach and methodology will be assessed on:
· The extent to which any particularities that are mentioned in the technical specifications have been considered. 
· The practical implementation proposed for the project, for all tasks and expected results to be carried out and how does it demonstrate a solid understanding of all the issues involved. 
· Description of the work and the clarity of practical application on how to achieve the project's goals and outputs considering, if possible, examples to demonstrate its successful completion. 
· Presentation and description of expected and tangible results to be attained.
· Description of the project management methodology which will be applied to plan, monitor and control the execution of activities. 
· Quality of the methodology set out in the tender. Overall accurateness and consistency of the methodology proposed .
2.	Work plan and timetable - overall planning (15 points) 
The work plan and timetable will be assessed on:
· Detailed work plan and timetable to demonstrate that the project is achievable by the proposed deadline.
· Clear work packages and divided responsibilities and work time amongst team members. 
· Work plan making specific reference to mobilisation of the experts/team, appropriate evaluation points, submission of reports and documents, specific meetings and milestones. 
3.	Management arrangements - Organisation of the work and resources (20 points) 
The management arrangements - Organisation of the work and resources will be assessed on:
· Description of the proposed team (number / profiles) with their role and responsibilities and of the different economic operators (in case of joint tender, including subcontractor if applicable) distributed for each task and work package. Balance between profiles and breakdown of the tasks (which profile is going to do which task and how much time will be devoted to each task per profile). 
· Level of details provided on the allocation of time and human resources to the project and each task or deliverables and the rationale behind the choice of the proposed allocation. 
· Description given by the tenderer of the part of the project that he/she is able to implement autonomously. 
· Business continuity measures on how the tenderer will assure continuity if staff assigned to the project leave. A description of the back-up system to cover absences of key profiles (project manager, senior expert, IT expert...) 
4.	Quality arrangements - Quality control measure (35 points) 
The quality arrangements - Quality control measure will be assessed on:
· Detailed quality control system applied to the services foreseen in the tender specification concerning the quality of the deliverables and including continuity of the service in case of absence of a member of the team. 
· Description of how the quality of deliverables is controlled before submission to the Commission
· Description of how the criteria for the assessment of results mentioned in the tender specifications will be met.

LOT 3
1.	Technical approach and methodology (30 points)
· Relevance of the practical implementation proposed for the project, regarding all tasks to be carried out and expected results.
· Adequacy of the arrangements proposed for the translation of the course material.
· Provision of a good level of detail with regard to the description of the proposed work process for each task of the contract, including concrete examples and possible options to demonstrate that it will work.
· The level of detail of description of the steps in organising the training courses and the clarity of how to achieve the desired results.
· The consistency and quality of the description.
2.	Work plan and timetable (20 points)
· Adequacy of the level of detail of the work plan and the timetable to demonstrate that they are feasible within the proposed deadline
· Specific reference to the mobilisation of the experts/team, appropriate evaluation points, submission of reports and documents, specific meetings and milestones in the work plan.
· How the time constraints for participants for obtaining the relevant visas are taken into consideration in the work plan. 
· Feasibility of the implementation of the work plan, including rapid start-up and reports submitted on time.
3.	Management arrangements (20 points)
The management arrangements - Organisation of the work and resources will be assessed on:
· Description of the proposed team (number / profiles) with their role and responsibilities and of the different economic operators (in case of joint tender, including subcontractor if applicable) distributed for each task and work package. Balance between profiles and breakdown of the tasks (which profile is going to do which task and how much time will be devoted to each task per profile). 
· Level of details provided on the allocation of time and human resources to the project and each task or deliverables and the rationale behind the choice of the proposed allocation. 
· Description given by the tenderer of the part of the project that he/she is able to implement autonomously. 
· Business continuity measures on how the tenderer will assure continuity if staff assigned to the project leave. A description of the back-up system to cover absences of staff assigned to the contract.

4.	Quality arrangements (30 points)
· Detailed quality control system, tailored to this specific contract, to ensure that the services provided to Eurostat will be of good quality.
· Proposed procedures for checking the quality of course material, translations and reports provided.
· Description of how the criteria for the assessment of results mentioned in the tender specifications will be met.

LOT 4
1.	Technical approach and methodology (30 points)
The Technical approach and methodology will be assessed on:
· Relevance of the practical implementation proposed for the project, regarding all tasks to be carried out and expected results.
· The bid proposes technical solutions for the needs of the contract that demonstrate effectiveness, adequacy and proportionality with respect to the objectives of the project.
· The bid provides a good level of detail with regard to the description of the proposed work process for each task of the contract, including concrete examples and possible options to demonstrate that it will work.
· The tenderer provided a description of the expected results that have to be delivered for each task.
· Quality of the methodology set out in the tender. Overall accurateness and consistency of the methodology proposed.
2.	Work plan and timetable - overall planning (25 points)
The Work plan and timetable will be assessed on:
· The work plan and the timetable are sufficiently detailed to demonstrate that deadlines have been taken into account and will be respected.
· The work plan makes specific reference to the timeline of the mobilisation of experts and implementation of specific tasks by the support team and the submission of deliverables.
· The tender provides enough flexibility to adjust, if necessary, the work plan and timetable in order to meet changing needs, priorities, issues, etc.
3.	Management arrangements - Organisation of the work and resources (25 points)
The management arrangements - Organisation of the work and resources will be assessed on:
· Description of the proposed team (number / profiles) with their role and responsibilities and of the different economic operators (in case of joint tender, including subcontractor if applicable) distributed for each task and work package. Balance between profiles and breakdown of the tasks (which profile is going to do which task and how much time will be devoted to each task per profile). 
· Level of details provided on the allocation of time and human resources to the project and each task or deliverables and the rationale behind the choice of the proposed allocation. 
· Description given by the tenderer of the part of the project that he/she is able to implement autonomously. 
· Business continuity measures on how the tenderer will assure continuity if staff assigned to the project leave. A description of the back-up system to cover absences of staff assigned to the contract.
4.	Quality arrangements - Quality control measures (20 points)
The Quality arrangements - Quality control measure will be assessed on:
· The proposed quality management approach is tailored to this specific contract, to ensure that the services provided to Eurostat will be of good quality.
· Description of how the criteria for the assessment of results mentioned in the tender specifications will be met.

b- Method of selecting the economically most advantageous tender
For each Lot
Only tenderers whose tender has scored 50 % for each criterion and minimum 50 points in total or more on the technical evaluation according to the criteria and points set out under item 4.5.3.a may participate in the evaluation of the financial proposal. The contract will be awarded to the economically most advantageous tender, i.e. the tender tendering the best price-quality ratio on the basis of the following method: 



where:

	R
	Price-quality ratio 

	Q
	total quality score (out of 100) of tender in question

	Pmin
	Cheapest price 

	P
	price of tender in question



The tender ranked first after applying the formula will be awarded the contract.

[bookmark: _Toc199755451][bookmark: _Toc312137988]C- Notification of tenderers of decisions taken by the Contracting Authority
You will be informed of the outcome of this procurement procedure by e-mail only. It is your responsibility to provide a valid e-mail address together with your contact details in your tender (Annex 1) and to check this e-mail address regularly. 
Eurostat will notify the successful tenderer of the award decision. This notification does not constitute a commitment on the part of Eurostat. 
Simultaneously and individually, the Contracting Authority will inform all unsuccessful tenderers, by electronic means, that their application or tender has not been accepted, specifying in each case the reasons why the tender or application has not been accepted. 
Unsuccessful tenderers may request additional information about the reasons for their rejection in writing by mail or email, and all tenderers who have put in an admissible tender (i.e. one that meets the exclusion and selection criteria) may obtain information about the characteristics and relative merits of the tender accepted and the name of the successful tenderer. 
However, certain details need not be disclosed where disclosure would hinder application of the law, would be contrary to the public interest or would harm the legitimate business interests of public or private undertakings or could distort fair competition between those undertakings.
The Contracting Authority must reply within fifteen calendar days from receipt of the request. 
The Contracting Authority may not sign the contract with the successful tenderer until 10 calendar days (“standstill period”). That period shall run from the day after the simultaneous dispatch of the notifications to successful and unsuccessful tenderers. However, if due to technical reasons the dispatch is made on paper, the standstill period is 15 days.
If only one tender has been received, there will not be a standstill period for signing the contract.
If necessary, the Contracting Authority may suspend signing of the contract for additional examination if justified by the requests or comments made by unsuccessful tenderers during the standstill period or any other relevant information received during that period. In that event, all the tenderers must be informed within three working days following the suspension decision. 
Should it not be possible to conclude the contract with the successful tenderer or should they withdraw, Eurostat reserves the right to review its decision and to award the contract to another tenderer, to close or to cancel the procedure.
[bookmark: _Toc312137989]Any request for information and any reply will have neither the purpose nor the effect of suspending the deadline for lodging an appeal against the contract award decision, which must be done within two months of the notification.

D- No obligation to award the contract
Opening to competition or the launch of an invitation to tender in no way imposes on the Commission an obligation to award the contract. The Commission will not be liable for any compensation for tenderers whose tenders have not been accepted, nor will it be so liable if it decides to abandon the procurement or cancel the award procedure. This decision would be substantiated and notified to the tenderers.
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Documents to be submitted

Private body Registration extract (not older than 6 months).
(including SME)
Public body Copy of the act, law, decree or decision that established the
organisation as a public body (or, if this doesn't exist, any other
official legal document that proves this).

Non-profit organization Copy of an official document attesting that the organisation has a
legal or statutory obligation not to distribute profts to
shareholders or individual members.

« The certificate of tax exemption may only constitute an
indication of the non-profit status of the entity which has to be
assessed together with other elements.

Research organization Copy of an official document attesting that one of the main
objectives of the entity is carrying out research or technological
development.

Secondary or higher education Copy of an official document attesting that the organisation is
establishment recognised such as ‘secondary or higher education
establishment’ by the national education system and is entitied to

deliver diplomas recognized by the State

International organisation Copy of the relevant intemational treaty creating the organisation

der intemational public |
International organisation of European | “"9€" Mematinal pubicav.

Copy (legible) of valid identity card o passport.

Entities without legal personality - Copy of an official document attesting that the representatives of

the entity have the capacity to undertake legal obligations on its
behalf
- Copy of an official document attesting that the enity has the
‘same operational and financial capacity as that of a legal enty:

+ a document showing patrimony/asseticapital that is
separated and different from those of the
‘members/owners of the entity, and

«  a copy of the rules providing that creditors can rely on
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this patrimony/asset/capital and — in case of
liquidation/insolvency — are reimbursed before the.
patrimony/asseticapital is divided between the
ownersimembers
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Documents o be submitted

Legal entty

Profit and loss account
Balance sheet

Explanatory notes and/or anneses that form part of the.
‘above fnancial statements (1 avalable)

Extemal audi report”, forthe procurement domain - fo
e submitted on voluntary bass f the enty has alfeady
been audited for ofher purposes.

Natural Person

Startup companies without closed
‘accounts

Income tax declaration

Certfied declaraton of current patrimony (may not be
‘appicable fo procurement), incucing:

a fued  parmony (eg land fenement,

(more than one year),stock opfions that canno be
‘exercised within one year)

b, cument patrimony (eg. avaiable cash, savings,
shorttem time deposits (mamum of one year),
stock.options that can be exercised within one
year)

List of certfid debis, which must contain aldebis (vith

dates and figures), broken down in short-ferm debs (of

maimum one year) and mediumfong-tem debis (of
more than one year)may not be appicable to
procurement).

Business plan
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