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[bookmark: _Toc54208994]PART A: 		TENDER SPECIFICATIONS 
1. [bookmark: _Toc5803006][bookmark: _Toc54208995]Terms of reference
	Summary of service requested

	WP project number
	Transversal activities

	Title of the service
	[bookmark: _Hlk54207826]Services to support ETF project activities in the Republic of Armenia

	Expected start date
	January 2021

	Expected end date
	December 2024

	Maximum budget available
	€ 150,000

	Approximate volume of work
	In the past 4 years ETF used total value of € EURO 70,000



1.1. [bookmark: _Toc5803007][bookmark: _Toc54208996]Brief background relevant to the services
The European Training Foundation (ETF) is an agency of the European Union based in Turin, Italy.  It works with transition and developing countries to apply human resource development (HRD) strategies to socio-economic development. As the EU’s centre of expertise, ETF supports education and training reform in the context of the EU external relations programmes[footnoteRef:1]. The ETF acquires expertise in multiple disciplines to handle complex and multidimensional topics in a team based approach, in order to create new knowledge, result orientated competencies and solutions in the partner countries.  [1:  The ETF was established by Council Regulation No. 1360 in 1990 (Recast No. 1339 in 2008) to contribute to the development of education and training systems in EU partner countries. ] 

The work of the ETF is based on the evidence that education and training can make a fundamental contribution to increasing prosperity, creating sustainable growth and encouraging social inclusion in developing and transition economies. The ETF adds value to the EU external relations programmes by facilitating communication and learning between the EU and its partner countries; ETF considers system reform in education and training as a cornerstone for more efficient human resource development strategies.
The ETF provides services (advice and assistance) to the European Commission and a number of the partner countries[footnoteRef:2] that receive support from the European Union’s external relations programmes for the modernisation of human resource development policies.  [2:  The ETF currently works with 30 partner countries. Please follow the link for the complete list of partner countries: http://www.etf.europa.eu/web.nsf/pages/Where_we_work] 

The ETF annual work programme and information on specific projects can be found on www.etf.europa.eu.
Given the subject of the contract, participation in this call for tender is open to all natural and legal persons that are established (domicile or headquarters respectively) in the EU, the ETF partner countries (for the full list see the tender dossier or visit www.etf.europa.eu), Iceland, Norway and Liechtenstein, it is also open to international organisations.

For operational activities only, please include sentence on participation to tender as follows: Given the subject of the contract, participation in this call for tender is open to all natural and legal persons that are established (domicile or headquarters respectively) in the EU, the ETF partner countries (for the full list see the tender dossier or visit www.etf.europa.eu), Iceland, Norway and Liechtenstein and to international organisations.
For UK tenderers: Please be aware that following the entry into force of the EU-UK Withdrawal Agreement[footnoteRef:3] on 1 February 2020 and in particular Articles 127(6), 137 and 138, the references to natural or legal persons residing or established in a Member State of the European Union are to be understood as including natural or legal persons residing or established in the United Kingdom. UK residents and entities are therefore eligible to participate under this call. [3:  Agreement on the withdrawal of the United Kingdom of Great Britain and Northern Ireland from the European Union and the European Atomic Energy Community] 

1.2. [bookmark: _Toc5803008][bookmark: _Toc54208997]Objective and expected results of the service
The objective of the requested service is to conclude a framework contract for services to support locally the implementation of ETF activities in the Republic of Armenia (« the country »). 
Due to the nature of the services required and their place of delivery, the ETF is seeking an economic operator, which will ensure a strong local base in the country and with staff appropriate for achieving the scope of the contract. 
The service provider will be required to provide upon request the three main types of services described below, which may also be closely linked.
1.3. [bookmark: _Toc5803009][bookmark: _Toc54208998]Requested services and related activities
The Contractor will be responsible for providing the deliverables and implementing the related activities, directly contributing to the achievement of the objective(s) and result(s) described above.
Type of services that the ETF may require
Service A: STANDARD EVENT - Organisation of project events such as meetings, workshops, seminars, conferences, study visits in the field of ETF work.
The Contractor will be in charge of the organisation of all logistics and administrative activities related to a specific meeting or event, following ETF directives. 
The ETF events are indicatively one-day meeting of several experts (mostly locals) with up to approximately 50  participants (with a limited number of participants coming from other ETF partner countries or from the EU Member States) requiring, for example, overnight accommodation, meeting facilities, interpretation, translation of working documents, etc. They may also involve study tours with duration of up to 6 days. 
In exceptional cases, the Contractor may be asked to organise an ETF event for stakeholders outside of the country, in which case, the Contractor may be required to make international travel arrangements, liaise with the local stakeholders and service providers in the country in question, etc.
ETF and international/national experts may also be invited to attend these events. Their travel arrangements and expenses are often covered by other means, but as a rule, they would require logistical assistance by the Contractor for their participation.
[bookmark: _Hlk39997511]ETF staff and international/national experts may be invited to connect in remote to the event. The contractor may be asked to support the arrangements for their online connection.
Service B: CO-ORGANISED EVENT - Provision of a limited set of event-related services / online events.
The Contractor will be in charge of the organisation of some logistic and administrative activities related to a specific meeting or event, also in cooperation with other authorities, following ETF directives. 
The Contractor will provide only one or few event-related services (i.e. catering, interpretation, meeting room set-up, technical equipment). This type of service involves a limited management of participants (Ref. List of activities).
[bookmark: _Hlk39997721]The ETF may organise events in online modality. In this case, the contractor will provide only few event-related services, specific to online events (e.g. software arrangements for the remote participation to the event, interpretation services, invitation and on-line registration of participants).
The ETF and the Contractor will agree on the number of hours required for each assignment, based on the activities requested by ETF. The detailed requirements of the project event will be outlined in specific Terms of Reference (Event profile) which will be sent to the Framework Contractor along with a Request for services.
Service C: Support to the organisation of ETF missions to the country (MISSION PACKAGE).
The Contractor will assist ETF staff in the organisation of bilateral meetings with the country counterparts. 
Indicatively, a typical ETF mission may consist of 1-2 persons who stay in the country for up to 7 working days with a maximum of 4 meetings per day. The ETF has an average of 6 missions per year. 
Service D: Translation of documents and working papers with technical specialised terminology for events.
The ETF may require support to translation of documents (English - official language-s of the country and viceversa) and working papers with technical specialised terminology for events.
ETF may also request the assistance in preparation, layout and printing of the documents for specific events. 
[bookmark: _Hlk39997795]Missions may take the format of on-line bilateral meetings with counterparts in the country.
If these services are needed, detailed requirements will be outlined in specific Terms of Reference (TORs), which will be sent to the Framework Contractor along with a Request for services.


List of activities
Below a summary of the activities that are most frequently requested by ETF per each type of service, including general principles on the relevant ETF policy on reimbursements. 
For a detailed list of activities, please see Appendix 1 of the Tender specifications.
	SERVICE A and B: Activities related to the overall management of the event

	Activity
	STANDARD EVENT
	CO-ORGANISED EVENT
	ETF policy on reimbursement

	1. Administration and logistics
	YES
	YES
	Included in the
Fee per participant /Service booking fee*

	2. Financial management
	YES
	YES
	Included in the
Fee per participant /Service booking fee

	3. Post-event package
	YES
	YES
	Included in the
Fee per participant /Service booking fee

	4. Venue
	YES
	On ETF request
	Reimbursable costs

	5. Equipment and supplies
	YES
	On ETF request
	Reimbursable costs

	6. Interpretation
	On ETF request
	On ETF request
	Reimbursable costs

	7. Meals, catering, vouchers
	YES
	On ETF request
	Reimbursable costs

	8. Social activities
	On ETF request
	On ETF request
	Reimbursable costs

	9. Workshop kit
	YES
	On ETF request
	Included in the
Fee per participant /Service booking fee
(kit provided by the ETF)

	10. Regular communication with participants, including the dissemination of documents
	On ETF request
	On ETF request
	Included in the
Fee per participant /Service booking fee

	11. Stationary
	YES
	On ETF request
	Reimbursable costs

	12. Badges, nameplates and signs
	YES
	On ETF request
	Included in the
Fee per participant /Service booking fee

	SERVICE A and B: Activities related to the participants

	Activity
	STANDARD EVENT
	CO-ORGANISED EVENT
	ETF policy on reimbursement

	13. Identification of participants
	YES
	On ETF request
	Included in the
Fee per participant /Service booking fee

	14. Database of participants
	YES
	YES
	Included in the
Fee per participant /Service booking fee

	15. Invitations & registration
	YES
	NO
	Included in the
Fee per participant

	16. Travel and/or accommodation of participants
	On ETF request
	NO
	Reimbursable costs

	17. Local transfers
	On ETF request
	NO
	Reimbursable costs

	18. Management of local participants outside the country
	On ETF request
	On ETF request
	Included in the Fee per participant /Service booking fee

	19. Minutes
	On ETF request
	On ETF request
	Reimbursable costs

	20. Media services
	On ETF request
	On ETF request
	Reimbursable costs

	21. Facilitators
	On ETF request
	On ETF request
	Reimbursable costs

	SERVICE C:  Mission package

	Activity
	ETF policy on reimbursement 

	22.  Schedules
	Included in the Fee per mission package

	23.  Logistical arrangements
	Included in the Fee per mission package
(Hotel and transfers covered by ETF staff)

	24.  Travel arrangements
	Travels covered by ETF staff

	25.  Meals
	Reimbursable costs

	26.  Interpretation services
	Reimbursable costs


	SERVICE D:  Translation of documents and working papers with technical specialised terminology for events 

	Activity
	ETF policy on reimbursement 

	27. Translation services
	Included in the Fixed price for translation per translation page



N.B.  For events organised in locations different from the one where the Contractor is based: related travel, local transport, accommodation and meal costs for the Contractor and support staff prior to and during the event, upon agreement of ETF. (For information, most of the ETF events take place in the capital, but they could also take place in other regions depending on venue availability and/or ETF’s decision to organise them elsewhere).
1.4. [bookmark: _Toc534380197][bookmark: _Toc5803010][bookmark: _Toc54208999]Management of individual assignments under the framework contract
For each individual assignments falling under the category of services A and B (Full or limited set of event-related services) the contractor will assign a project manager, supported by operational staff as needed for administrative and secretarial tasks.
The project manager will be responsible for:
· planning, coordinating and implementing the event ensuring prompt and timely execution of activities, and providing advice and guidance to the ETF
· ensuring the management of participants, including prompt and timely communication
· maintaining regular oral and written communication with the ETF
· reviewing actions on an on-going basis and being proactive in proposing steps to enhance the impact of the activities
· coordinating with third parties involved with the ETF event
· ensuring the smooth running of the event on site
· reporting on post event activities
NB: The contractor must assign staff with the competences needed to ensure high-level service for each event, in particular with regard to linguistic requirements and peak periods. In addition, they must be able to reply to requests from the ETF or event participants within one working day.
1.5. [bookmark: _Toc5803011][bookmark: _Toc54209000]How events will be managed under the framework contract 
The ETF can issue order forms for specific services under the framework contract. An example of the order form used is attached to the draft contract. The procedure for concluding an order form is detailed in the Draft contract (See Part B).
At no stage in the process is the ETF legally bound to issue an order form. Therefore the ETF has no legal commitment to the Contractor in case the agreement is not reached on the budget, an activity is cancelled, etc.
In the course of contract implementation, the Contractor should bear in mind that any changes in the nominated staff and/or changes in the methodology described in the Contractor’s technical proposal, must be communicated to ETF for approval.
The Contractor shall also ensure that any member of his personnel working in the context of this Contract, including the personnel at the local office, fulfils all legal obligations with respect to social security contributions, insurance and fiscal regulations.
An indicative timetable for the implementation of an event is summarised below:
	What
	When
	Who

	Tors (Event Profile) are sent to the Contractor 
	At least 4 weeks before event takes place
	ETF

	Acknowledge of receipt of the Event Profile and assignment of Project Manager
	Within one day from receipt of the Event Profile
	Contractor

	Submission of Budget
	Six working days from receipt of the Event Profile
	Contractor

	Preparation of the Order Form and submission to the Contractor
	Within 1 week upon receipt of the confirmed Budget
	ETF

	Return of countersigned Order Form
	Within 3c days upon receipt 
	Contractor

	Submission of invitation package and database of invitees
	As ready
	ETF

	Sending out invitations to invitees

	3 working days upon receipt of invitation package and list of invitees 
	Contractor

	Regular reports on participant’s registration and state of play of activities progress
	Weekly or as agreed between both parties, and upon request by ETF
	Contractor

	Registration cut-off date
	4w days before the event
	

	List of participants closed
	2w days before the event
	

	Preparatory activities at the event location
	Day before the event
	ETF/Contractor

	Running of the event
	During the event
	ETF/Contractor

	Statistical summary submission (and Feedback forms, or pdf copy)
	Within 3w days after the end date of the event
	Contractor

	Post-event database of participants submission
	Within 1 week after the end date of the event
	Contractor

	Submission of final invoice and financial report
	Within 1 month after the end date of the event
	Contractor



1.6. [bookmark: _Toc5803012][bookmark: _Toc54209001]Budget
The maximum budget available to issue order forms under the framework contract is € 150,000.
The budget for each assignment will be that agreed between the ETF and the Contractor in the signed order form. 
The actual fee rates and/or prices will be those quoted by the successful tender in his financial proposal. 
Please, refer to the financial proposal for more information on the budget. 
Any other more specific requirements for the use of the budget may be mentioned in the specific terms of reference attached to the order form.
At all stages during the preparation and implementation of the activities, the contractor should i) monitor the budget and promptly flag up to the ETF any deviation from the agreed budget breakdown; and ii) ask for ETF prior approval for any additional services and/or use of the reserve.
1.7. [bookmark: _Toc443402695][bookmark: _Toc5803013][bookmark: _Toc54209002]Kick off meeting
An inception meeting will take place via phone-video conference after the contract is signed. During the inception meeting the Contractor`s contact person will be invited to familiarise with the ETF structure and activities, financial and reporting procedures. Alternatively, the inception meeting can take place in Turin, in which case no fees will be paid and the contractor will organise the travel at its own expenses.
A Contract implementation package will be provided to the contractor and will include all templates and guidelines for a smooth implementation of activities.
1.8. [bookmark: _Toc5803014][bookmark: _Toc54209003]Monitoring progress
The Contractor will maintain regular communication with the ETF to ensure clarity on the progress of the service.
On issues strictly related to organisation of events and missions, in case the Contractor is established outside of the country, the ETF will have direct access to the local office of the Contractor and upon ETF’s request the local office will provide reports on the progress of organisation of the event in question.
Regular briefing meetings will be organised between the ETF Country coordinator and the Contractor during the missions of the Country coordinator to the country to discuss issues related to implemented and future assignments. In case the Contractor is established outside of the country, the meetings will be organised with the representative/s of the local office in the country.
For the sake of monitoring and improving the quality of services, the ETF responsible person will fill in and provide a feedback form to the Contractor after the implementation of the services.
 The Contractor will provide monitoring reports by calendar year (by the end of January year N+1) including key data and figures related to the events delivered under the contract in the previous year (the template will be provided within the Contract implementation package).
1.9. [bookmark: _Toc5803015][bookmark: _Toc54209004]Payment plan
The contract foresees the possibility of pre-financing (advance) payments of 30% of the value of each order form above 10,000 euro, provided that it is clearly stipulated in the order form and/or the terms of reference for the assignment. The Contractor will need to send a request/invoice for each pre-financing payment. ETF will pay pre-financing within 30 days of receipt of an original duly signed request/invoice from the Contractor
Final payment will be made upon successful completion of the assignment in accordance with the specific Terms of Reference and on the condition that a correct final invoice supported by a complete and accurate financial report is provided to ETF.
For order forms with a value above 10,000 euro, the following payment plan applies:
	Payment 
	Amount
	Milestone

	Pre-financing
	30% of Order form value
	Order form signature and invoice

	Final
	70% of Order form value
	Submission of final correct invoice supported by a complete and accurate financial report (see “Brief guide on preparation of the financial report” in Appendix 2) 


For order forms with a value below 10,000 euro, the following payment plan applies:
	Payment 
	Amount
	Milestone

	Final
	100% of Order form value
	Submission of final correct invoice supported by a complete and accurate financial report (see “Brief guide on preparation of the financial report” in Appendix 2) 



1.10. [bookmark: _Toc5803016][bookmark: _Toc54209005]Appendices 
Appendix 1: List of activities
Appendix 2: Examples of the types of supporting documents to be attached to the financial report


2. [bookmark: _Toc5803017][bookmark: _Toc54209006]Timetable
The timetable for this procurement procedure and signature of the resulting contract(s) is as follows:
	
	Date
	Comments

	Procedure launch date
	27/10/2020
	Date of dispatch of contract notice to Publication Office

	Deadline for questions
	01/12/2020
	To be submitted via e-Tendering portal using the “questions and answers” tab, by clicking on “create a question”.

	Deadline for answers provided by ETF
	03/12/2020
	

	Time limit for receipt of tenders
	09/12/2020
At 10:30 local time
	See Guidelines for ETF public procurement for more details

To be submitted exclusively via the electronic system (e-Submission) available from e-Tendering. 

	Conditions for opening tenders
	10/12/2020
	At 10:30 local time

See Guidelines for ETF public procurement for more details

	Evaluation
	[bookmark: _GoBack]11/12/2020
	Estimated starting date

	Notification of award
	2 weeks after evaluation date
	Estimated

	Contract signature
	3 weeks after evaluation date
	Estimated

	Commencement date of activities
	January 2021
	Estimated


.


3. [bookmark: _Toc5803018][bookmark: _Toc54209007]Preparing a tender: required documents
3.1. [bookmark: _Toc5803019][bookmark: _Toc54209008]Supporting documentation
Tenderers must provide a full set of documents for each of the following three areas, which the evaluation committee will assess before proceeding with evaluation of offers.
3.1.1. [bookmark: _Toc5803020][bookmark: _Toc54209009]Declaration on exclusion criteria
Tenderers are required to provide the completed and signed ‘Declaration on honour on exclusion criteria and selection criteria’.
This standard declaration form is available for downloading at the following address:
https://www.etf.europa.eu/en/about/procurement
Tenderers will be excluded in case they are in any of the situations listed in the declaration. The ETF may request further documentary evidence to support this self-declaration before contract award.
3.1.2. [bookmark: _Toc5803021][bookmark: _Toc54209010]Selection documentation
Tenderers must prove that they have the technical & professional, and economic & financial capacities to effectively perform and administer the contract.
Technical and professional capacity
The tenderer must have the following technical and professional capacity to perform the contract: 
A minimum of two years’ experience in organisation of events, seminars, study visits in the country as described in the terms of reference.
Suitable office facilities for the implementation of the contract in the country. 
Evidence requested:
Tenderers are required to provide the completed and signed ‘Declaration on honour on exclusion criteria and selection criteria’.
The ETF may request the following documentary evidence to support this self-declaration before contract award:
1. A detailed list of services similar to those described in the terms of reference, implemented over the past 2 years, including dates, values and names of recipients of the service in the country.
A brief description of the office facilities of the tenderer, including for tenderers with a headquarters outside the country description of the local office based in the country. The description should include a list of all the equipment, offices, meeting facilities etc. that will be used for the implementation of this contract.
Economic and financial capacity
The tenderer must have the following economic and financial capacity to perform the contract:
1.	The tenderer must be able to prove that he is in a stable financial position
2.	The tenderer must have a yearly turnover/ revenue for each of the last two financial years of at least 40,000 € (Note for author: specify the amount, which should be equal to the estimated annual contract value).
The financial stability is analysed based on the following parameters (liquidity, solvency and profitability):
a.	The ratio between short term assets and short term debts should be equal to or above 1
b.	The ratio between own funds and total liabilities should be equal to or above 0,1
c.	The net profit should be positive
If more than two parameters present negative values and the clarifications provided by the tenderer do not provide a satisfactory assurance that measures are being taken to revert the negative trend, the tenderer is not considered financially stable and therefore does not pass the selection criteria for economic and financial capacity.
Evidence requested: 
Tenderers are required to provide the completed and signed ‘Declaration on honour on exclusion criteria and selection criteria’.
The ETF may request the following documentary evidence to support this self-declaration before contract award:
1.	The presentation of financial statements for the last two financial years for which accounts have been closed signed by the legal representative.
2.	The table on the tenderer’s financial stability duly filled in and signed by legal representative (available for download at the following link: https://www.etf.europa.eu/en/about/procurement). The table calculates automatically the parameters. Where requested by the table, tenderer should provide appropriate clarifications on the measures taken to revert the negative trend.
3.1.3. [bookmark: _Toc5803022][bookmark: _Toc54209011]Standard forms
Tenderers must provide the following forms duly completed and signed:
Legal Entity Form and related supporting document(s): http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
Financial Identification Form: 
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
3.1.4. [bookmark: _Toc54209012][bookmark: _Toc5803023]Joint offers and subcontracting 
3.1.4.1. [bookmark: _Toc5803024][bookmark: _Toc54209013]Joint offers
Definition
A joint offer is a situation where an offer is submitted by a group of economic operators.
Tenders can be submitted by groupings of economic operators who will not be required to adopt a particular legal form. 
Tendering documents
The offer has to be signed by the lead member of the group which has been duly authorised by the other members of the grouping when the tenderers have not yet formed a legal entity. 
The following documents have to be provided with the offer:
· A power of attorney from all members to the lead member of the group
· A document clearly stating which member will be carrying out which tasks as well as who has been appointed by the others as the lead member
· The legal entity form and related supporting document(s) for all members
· The financial identification form for the lead member
Partners in a joint offer assume joint and several liability towards the ETF for the performance of the contract as a whole. This implies that all members have an equal standing towards the ETF in executing the contract.
The lead member shall sign the contract with the ETF, shall have full authority to bind and manage all members and shall be responsible for the overall administration of the contract. The power of attorney contained in the offer will be attached to the resulting contract.
Evaluation of exclusion and selection criteria
Each member of the grouping must be from an eligible country. The exclusion of a member of the group leads to the exclusion of the tender.
The exclusion criteria will be assessed in relation to each economic operator individually. Each member of the group must be eligible and provide the required evidence. The exclusion of a member of the group leads to the exclusion of the tender.
The selection criteria will be assessed as follows:
The selection criteria for technical and professional capacity will be assessed in relation to the combined capacities of all members of the group as a whole. The lead partner shall provide the required evidence on behalf of the group. 
The selection criteria for economic and financial capacity will be assessed in relation to the combined capacities of all members of the group as a whole. However, each member of group must provide the required evidence. 
Evaluation of award criteria
The award criteria will be assessed in relation to the tender, irrespective of whether it has been submitted by a single legal/natural person or as a joint offer.
3.1.4.2. [bookmark: _Toc5803025][bookmark: _Toc54209014]Subcontracting
Definition
Sub-contracting is a situation where a contract has been or is to be established between ETF and a Contractor and where the Contractor, in order to carry out the contract, enters into legal commitments with other legal entities for performing part of the work, service or supply. The Contractor shall retain full responsibility towards the ETF for the implementation of the contract. The ETF has no direct legal commitment with subContractor(s).
An economic operator may, where appropriate and for a particular contract, rely on the capacities of other entities, regardless of the legal nature of the links which it has with them in order to contribute directly to the performance of the activities mentioned in the tender specifications.
Tendering documents
For subcontracting exceeding 10% of the total value of the contract per subContractor, the tenderer must provide in his offer:
· A document from the tenderer clearly stating the identity, roles, activities and responsibilities of subContractor(s) and specifying the volume/proportion for each subContractor
· A letter of intent by each subContractor stating its unambiguous undertaking to collaborate with the tenderer if he wins the contract and the extent of the resources that it will put at the tenderer’s disposal for the performance of the contract
If the above-mentioned documents are not provided, the ETF shall assume that the tenderer does not intend subcontracting or intends subcontracting below the 10% limit.
Evaluation of exclusion and selection criteria
The tenderer must be from an eligible country, subContractors may be from non-eligible countries.
The exclusion criteria will be assessed in relation to the tenderer and to each subContractor exceeding 10% of the total value of the contract. The tenderer and its subContractors must be eligible and provide the required evidence. The exclusion of the tenderer leads to the exclusion of the tender. The exclusion of a subContractor may lead to the exclusion of the tender. 
The selection criteria will be assessed in relation to the combined capacities of the tenderer and the subContractor(s) to the extent that the subContractor puts its resources at the disposal of the tenderer. The required evidence should be provided and signed by the tenderer only.
Evaluation of award criteria
The award criteria will be assessed in relation to the tender.


3.2. [bookmark: _Toc5803026][bookmark: _Toc54209015]Offer: Technical proposal and financial proposal
The tenderer’s offer must demonstrate an understanding of the ETF terms of reference and be presented in clear concise language.
3.2.1. [bookmark: _Toc5803027][bookmark: _Toc54209016]Technical proposal
The technical proposal must include the following information and must be undersigned for acceptance:
Compliance with the technical specification (minimum requirements)
Tenderers are required to provide the completed and signed ‘Declaration on honour on minimum requirements’ in Annex A confirming that these requirements are being met. Tenderers not meeting the minimum requirements will be rejected and will not be evaluated against the award criteria.
Team and contact person for contract management and implementation of services
· Propose a relevant team with specified roles and responsibilities to implement the services and all activities outlined under the section “List of activities” of these Terms of Reference. The Contractor has to ensure that team proposed is able to perform an efficient management of the contract in line with the section “Management of individual assignments under the framework contract”.
· Nominate a contact person for contract management and implementation of services, i.e. nominate at least one contact person and at least one back-up contact person (to act on behalf of the contact person in his/her absence) to oversee and manage all requests from the ETF and liaise with the ETF contact person(s) on a daily basis. 
· CVs of the team must be provided in the Europass format. All team members meeting/liaising with the ETF representative in the country to discuss the arrangements of the events, as well as the contact person and its back-up must be fluent in English.
Methodology
· Describe the means to ensure that the ETF shall receive high quality and timely local support in all indicated activities, including mechanisms of quality assurance in place for guaranteeing overall quality services to the ETF.
· Describe the approach to organisation of events by providing detailed information about:
· The different steps proposed to organise different types of events both in the country and outside, including timing, resources, and existing network of suppliers. 
· Criteria for selection of suppliers.
· Evaluation methodology to be put in place to assess the success of the event organisation and reliability of suppliers. 
· If applicable, describe the aspects related to the share of responsibilities with the local office. 
Translations
· For translation of project documents with technical specialised terminology for events: describe the means to provide high quality service within a given deadline.
3.2.2. [bookmark: _Toc5803029][bookmark: _Toc54209017]Financial proposal
Tenderers must use the following standard format (see below) to present their financial proposal.
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Assumptions and conditions on financial proposal
All prices must be quoted in Euro. If necessary, please use the conversion rates published in the Official Journal of the European Union on the day when the invitation to this tender was issued. This information is available on the following website of the European Central Bank: http://www.ecb.europa.eu/stats/eurofxref.
The maximum budget allocated to the contract may not be exceeded during its implementation.
The conditions stated below the table must be included on the tenderer’s Financial Proposal, which must be undersigned for acceptance.
Prices must be quoted free of all duties, taxes and other charges (including VAT) as the ETF is exempt from such charges under Articles 3 and 4 of the Protocol on the privileges and immunities of the European Union for services rendered by tenderers having their place of business within the European Union. 
For tenderers outside the European Union in principle this exemption does not apply, unless the applicable tax laws foresee an exemption when working with a body of the European Union. For this reason, for tenderers to whom the exemption does not apply are requested to provide the price exempt of taxes and the related amount for taxes. Please note that for the purpose of the evaluation the total price including taxes will be considered. 
The tenderer to whom the contract will be awarded will have the sole responsibility for complying with tax laws which apply to him in accordance with the draft contract.
Calculation of Contractor’s fees:
Service A: Standard event. The fees per participant per day (or half day) of each event will be calculated on the number of participants who actually attend a meeting. 
The fee per participant is applicable for invited participants, experts and ETF staff. It is not applicable for Contractor’s staff, interpreters, other technical support staff, etc. As it is charged per participant per day (or half day), the Contractor’s fee varies in accordance with size and duration of an event.
The number of participants and corresponding fee to which the Contractor is entitled will be determined by the final signed list of participants per each day of event, approved by ETF.
Tenderers do not need to include any of the reimbursable costs e.g. room rental, interpretation equipment, meals and accommodation, etc. in this fee. The fee includes all costs of implementation of activities and all administrative and management costs related to the assignment to be carried out by the Contractor described in the services A and B, such as staff costs, overheads, social security, taxes, bank charges etc. incurred by the Contractor. The Contractor may not add its own ‘booking’ and/or ‘administrative’ charges to items such as travel, accommodation, etc.: these will not be considered eligible and under no circumstances will be covered by ETF.
Service B: Co-organised event. The fees applicable to this kind of event is the Service Booking fee.
The Service Booking fee is the remuneration of the contractor for the booking and payment of limited services (such as meeting rooms, catering, interpretation, transportation, etc.), where limited or no handling of invitees is envisaged and which can be requested in cases when the ETF organises activities on its own account or in cooperation with other authorities.
The Service Booking fee will be calculated on a half- or daily basis related to the work of the contractor for each specific event. The number of days required will be established in agreement between the contractor and the ETF, based on the specific services to be provided under each specific assignment and paid upon submission of an activity timesheet. 
The cost of the services booked will be reimbursed on the basis of costs incurred and will be paid by the ETF upon presentation of correct original invoice and supporting documents.
Service C: Support to the organisation of ETF missions to the country (Mission package). The fee will cover the cost for arranging all services related to the organisation of a mission for ETF staff to the country. This fixed fee will be charged by the Contractor for the organisation of any mission. The Contractor shall be paid this non-variable fee per each mission organised. It shall not vary according to the duration or number of participants to the mission. Tenderers do not need to include any of the other fee or reimbursable costs e.g. meals, accommodation, transfers, interpreters, journalists, etc. in this fixed fee. The fee will cover all costs of implementation of activities and all administrative and management costs related to the assignment to be carried out by the Contractor described in the standard mission package above, such as staff costs, overheads, social security, taxes, bank charges etc. incurred by the Contractor. The Contractor may not add its own ‘booking’ and/or ‘administrative’ charges to items such as travel, accommodation, etc.: these will not be considered eligible and under no circumstances will be covered by ETF. 
Interpretation costs, costs of pick-up from/to the airport, costs of transfers between meetings in the city, costs of domestic travel within the country or region, visa, accommodation costs are considered to be outside of the standard mission package fee. The Contractor may be requested to pre-finance mission related interpretation costs, transfers and/or domestic travel within the country or region. Such costs will be agreed with the ETF in advance and they will be reimbursed to the Contractor by the ETF after the mission at the final payment stage, upon approval of supporting documents demonstrating the nature of the service and the costs incurred.
Service D: Translation of documents and working papers with technical specialised terminology for events. Fixed price per translation page (1 500 characters without spaces) for high quality translation of project documents.
Reimbursements to the Contractor for all services:
The budget proposal will need to be presented for approval to the ETF in advance for each activity organised if requested in the specific Terms of Reference and related Request for services.
The costs will be reimbursed to the Contractor by the ETF after the services rendered, at the final payment stage and upon presentation and approval from the ETF of all relevant invoices and/or other supporting documents demonstrating the nature of the services and the cost incurred.
The Contractor will follow the principle of good financial management and ensure value for money, i.e. quality of service at the most advantageous price. For this reason, the Contractor may be requested to provide a selection of price quotes for one of all of the above-mentioned services as requested and if applicable.
ETF may request that the Contractor pays a daily allowance (per diem) to participants attending an event outside the country. This allowance is meant to only cover expenses such as spare meals and transfers and has to be paid possibly via bank transfer to the participant immediately after the event. The exact per diem rate to be applied according to the ETF rules will be communicated by the ETF.

	Deliverable or Activities
	1. Price in €
	2. Taxes (incl. VAT) 
in €
	3. Total price in € (1+2)

	CONTRACTOR’S FEES FOR SERVICE A

	Fee per participant under the Standard event 
per day of each event
	
	
	

	Fee per participant under the Standard event
per half day of each event
	
	
	

	CONTRACTOR’S FEES FOR SERVICE B

	Service Booking fee for Co-organised event
per day 
	
	
	

	Service Booking fee for Co-organised event
per half day
	
	
	

	CONTRACTOR’S FEES FOR SERVICE C

	Fixed fee per mission package
	
	
	

	CONTRACTOR’S FEES FOR SERVICE D

	Fixed price for translation, per translation page
(1500 characters without spaces)
	
	
	




I hereby acknowledge and accept the conditions to the financial proposal presented above:
	Full name of tenderer
	___________________________________________

	
	

	Full name of legal representative
	___________________________________________

	
	

	Signature
	___________________________________________

	
	

	Date
	___________________________________________





		FINANCIAL PROPOSAL

4. [bookmark: _Toc5803030][bookmark: _Toc54209018]Evaluating the offers: award criteria
Following assessment of compliance against the minimum requirements of the technical specifications, the ETF will use the following award criteria to evaluate offers received:
	Award criteria
	Weighting (out of 100)

	Technical award criteria

	Composition of team proposed and division of tasks according to the roles and responsibilities requested
	30

	Methodology proposed covering all points included under services A, B, C 
	25

	Quality and efficiency of means proposed for translation of project documents with technical specialised terminology for events:
	5

	Financial award criteria

	Fee per participant under the Standard event
per day of each event
	12

	Fee per participant under the Standard event
per half day of each event
	6

	Service Booking fee for Co-organised event / event on-line
per day 
	8

	Service Booking fee for Co-organised event / event on-line
per half day
	4

	Fixed fee per mission package
	4

	Fixed price for translation, per translation page
(1500 characters without spaces)
	6


Compliance with minimum requirement of the technical specifications
Tenderers not meeting the minimum requirements will be rejected and will not be evaluated against the award criteria.
Quality threshold score against technical award criteria:
Tenders scoring less than 50% for any one of the technical award criteria will be excluded.
Evaluation on the basis of best value for money:
The formula used by the ETF to calculate which offer represents the best value for money incorporates the score for the technical quality and price as described at paragraph 6.3 to the Guidelines for ETF public procurement (https://www.etf.europa.eu/en/about/procurement).


5. [bookmark: _Toc5803031][bookmark: _Toc54209019]Tenderer’s checklist and contact details
[bookmark: _Toc443402719]When submitting a tender you must have read and understood the Guidelines for ETF public procurement (https://www.etf.europa.eu/en/about/procurement) and ensure that you have compiled your tender in accordance with the requirements.
Tenderer’s checklist
· I have read and understood the Guidelines for ETF public procurement
· I have read and I accept the terms and conditions of the draft contract
· I have submitted my tender within the stipulated deadline
· I am submitting my tender with e-Submission and it contains:
· The required Declaration on honour on exclusion criteria and selection criteria duly signed and dated
· The tender report (a documents generated by e-Submission and listing all the documents included in the tender)
· The duly completed and signed Legal Entity Form and required supporting document(s)
· The duly completed and signed Financial Identification Form
· The required Declaration on honour for minimum requirements duly signed and dated
· This checklist and the tenderer’s contact details
· The signed technical proposal
· The signed financial proposal in the required format
· I have drafted my tender in one of the official languages of the European Union
· Both the technical and financial proposals are signed by the tenderer’s legal representative
Please let us know how you found out about this tender
· ETF website
· Official Journal of the European Union
· Search engine
· Other (please specify): ________________________________________________
	Tenderer’s contact details


	Full name of tenderer
	___________________________________________

	
	

	Full name of legal representative
(person authorised to sign the contract)
	

___________________________________________

	
	

	Signature
	___________________________________________

	
	

	Date
	___________________________________________

	
	

	Full name of contact person
	___________________________________________

	
	

	E-mail address
	___________________________________________

	
	

	Are you an SME[footnoteRef:4]? [4:  Please see Commission Recommendation of 6 May 2003 concerning the definition of micro, small and medium-sized enterprises (Text with EEA relevance) (notified under document number C(2003) 1422) (http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32003H0361&from=EN)] 

		· YES

	· NO

	




	Are you a subsidiary of a holding company?
		· YES
Full name of holding ____________________

	· NO






For joint tenders, please fill in the following table and add any additional lines for all members
	
	
	% volume 
of work

	Full name of lead member 
	_________________________________
	_______

	
	
	

	Full name of member
	_________________________________
	_______

	
	
	

	Full name of member
	_________________________________
	_______

	
	
	

	Full name of member
	_________________________________
	_______

	
	
	


For joint tenders, please provide the administrative details for each member (full name, full name of legal representative, full name of contact person, e-mail address, if it is an SME or not, if it is a subsidiary of a holding company or not)

For subcontracting, please fill in the following table and add any additional lines for all subcontractors
	
	
	% volume 
of work

	Full name of tenderer 
	_________________________________
	_______

	
	
	

	Full name of subcontractor
	_________________________________
	_______

	
	
	

	Full name of subcontractor
	_________________________________
	_______

	
	
	

	Full name of subcontractor
	_________________________________
	_______







[bookmark: _Toc5803032][bookmark: _Toc54209020]ANNEX A: DECLARATION ON HONOUR FOR MINIMUM REQUIREMENTS
This is to confirm that the tender meets the following minimum requirements of the ETF terms of reference.
Please tick  the boxes below
· Issue invitations and closely following registration and confirmation of participation prior to the event
· Compile a list of participants prior to the event and ensuring it is signed by all participants and completed as relevant during the event
· Propose at least two possible venues for the approval of ETF
· Arrange interpretation equipment and qualified experienced interpreters for high quality interpretation
· Arrange logistic support for the organisation of participants’ travel and visa and reservation of accommodation for the events in the country. And in exceptional circumstances, the travel arrangements of participants from other countries to the country
· Arrange necessary local transfers of the participants
· Availability of a team as detailed in section 1.4 “Management of individual assignments under the framework contract”
· Ability to deliver translations of documents and working papers with technical specialised terminology for events
· Comply with applicable environmental, social and labour law obligations established by Union law, national legislation, collective agreements or the applicable international social and environmental conventions listed in Annex X to Directive 2014/24/EU
· Comply with data protection obligations resulting from Regulation (EU) No 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of the natural persons with regard to the processing of personal data and on the free movement of such data and Regulation (EU) No 2018/1725 of 23 October 2018 on the protection of natural persons with regard to processing of personal data by the Union institutions, bodies, offices and agencies and on the free movement of such data.
	Full name of tenderer
	___________________________________________

	
	

	Full name of legal representative
	
___________________________________________

	
	

	Signature
	___________________________________________

	
	

	Date
	___________________________________________

	
	




[bookmark: _Toc5803033][bookmark: _Toc54209021]PART B: 		Draft Contract 
This draft contract, together with the ETF terms of reference and the successful tenderer’s offer - technical and financial proposals – will form the legal agreement between the two parties for implementation of the service and all required administrative and financial conditions.
Any comments on the draft contract should be provided together with the technical proposal. Requests from the proposed winning tenderer to amend the contract following the award decision may lead to the exclusion of the offer.



[bookmark: _Toc5803034][bookmark: _Toc54209022]APPENDIX 1: 		DETAILED LIST OF activities
Activities linked to the overall management of the event 
1. Administration and logistics. All relevant administrative, technical, logistic and secretarial support to ETF, local, regional participants and international experts prior to, during and following the event. This includes participating in the pre-event briefing with the ETF staff several days before the event, if required.
2. Financial management. All relevant financial aspects, including preparation, monitoring and reporting of the budget and payments, as well as correct application of applicable taxation. This includes ensuring all sub-contracting and payments required for all services for the event.
3. Post-event package. For each event, preparing a post-event package based on provided templates included in the Contract implementation package, including a final Database of Participants and copies of the Feedback forms compiled by participants.
4. Venue. Arranging appropriate meeting venue, comfortable spacious meeting room(s) and meeting room layout suitable for the nature of meeting and its agenda and to facilitate discussions/training. For each assignment, the Contractor will propose at least 2 possible venues for the approval of ETF (minimum requirement). 
The cost of the venue is to be considered as “reimbursable costs” and is not to be included in the fees.
5. Equipment and supplies. Arranging relevant audio/visual, technical equipment and other meeting equipment and supplies, i.e. overhead projector, computer with Microsoft Office power-point and other software, video projector, flip-chart /white board and pens, etc. (For each event and if applicable the Contractor will agree with the ETF the necessary equipment needed). 
The cost of the equipment is to be considered as “reimbursable costs” and is not to be included in the fees.
6. Interpretation. Arranging interpretation equipment and qualified experienced interpreters for high quality interpretation English/Official language(s) of the country/English (minimum requirement). 
The cost of the equipment and interpretation is to be considered as “reimbursable costs” and is not to be included in the fees;
7. Meals. In accordance with the agenda, arranging appropriate coffee breaks, lunches, other refreshments, and official dinner, if required, for all participants. 
The cost of meals is to be considered as “reimbursable costs” and is not to be included in the fees.
8. Social activities. Arranging social / cultural activities, if required. The cost of these activities is to be considered as “reimbursable costs” and is not to be included in the fees.
9. Workshop kit. Preparation of the ‘workshop kit’ including printed agenda and list of participants, plus ad-hoc materials related to the event, in agreement with ETF. Translation (EN-local language-EN), formatting, print out (in colour or black&white), of background documents for the event: i.e. agenda, invitation letter and registration form (only translation), list of participants, presentations, feedback forms, etc. may be required. On all documents, the Contractor will ensure the presence of ETF logo and title of project/event. The preparation of the ‘workshop kit’ may include also follow up of materials sent by the ETF, i.e. the shipment tracking on the courier website, follow up of any customs issue,  covering additional costs if any, which will be reimbursed against receipt.
10. Dissemination of documents. Disseminating event related background documents to participants, if required.
11. Stationary. Ensuring provision of working documents and stationary for the event (e.g. pens, paper / notebooks, folders, photocopied material). Formatting and printing of project related material may be requested.
The notebook and folders, when not provided by the ETF, may be requested in branded format. This is to be considered as “reimbursable costs” and is not to be included in the fees.
12. Badges, nameplates and signs. Preparing and ensuring badges and nameplates for all the participants and event signs, all bearing the ETF logo and respecting the ETF corporate identity.
Activities related to the participants
13. Identification of participants. Support in the identification of relevant participants and liaising with national counterparts in the organisation of the event, if required.
14. List of participants. Before the event, in close cooperation with the ETF, compiling a list (database in Excel) of expected participants/invitees, using the attached ETF template. This list of expected participants is the basis for sending out the invitation letters. 
At the event, the Contractor will make available a list with the names and institutions of the confirmed participants, for their signatures. This signed list of participants will be used as a means to verify the total number of participants. In case of unexpected participants that eventually attended the event, the Contractor will highlight them in the signed list of participants. 
After the  event, the Contractor, starting from the database of invitees (1st paragraph above), will provide a complete list that should include both the invitees (including those who declined or did not reply) and the participants who actually took part in the event, with  their full contact details. For each name in the list, both the ‘Registration’ and ‘post-event’ status should be clearly stated, as per the template options. (minimum requirement).
15. Invitations. Issuing invitations and closely following registration and confirmation of participation prior to the event (minimum requirement).
16. Travel and/or accommodation of participants. Arranging for logistic support for the organisation of participants’ travel and visa and reservation of accommodation for the events in the country (minimum requirement). In the majority of cases, this relates to the travel arrangements of participants within the country. However, it may also relate to the travel arrangements of participants from other countries to the country.
Accommodation shall be arranged in at least 3-stars hotels, normally at the meeting venue or, in case of unavailability, at a reasonable walking distance from the meeting venue.
The costs of travel, visa and accommodation are to be considered as “reimbursable costs” and are not to be included in the fees.
17. Local transfers. Arranging for necessary local transfers within the city of the event (including to/from hotel and to/from the airport or train/bus station) as necessary depending on meeting location and where participants come from (minimum requirement). 
The cost of transfers is to be considered as “reimbursable costs” and is not to be included in the fees.
At times, ETF may also require assistance in the following activities:
18. Management of country participants outside the country. Arranging for accommodation, travel, visa, etc.- in the exceptional cases of country participants taking part in events outside the country (for example in the EU or in another partner country) organised by the ETF. The cost of accommodation and travel is to be considered as “reimbursable costs” and is not to be included in the fees;
19. Minutes. Arranging for detailed minute taking during the events, if required. The cost for minutes taking is to be considered as “reimbursable costs” and is not to be included in the fees;
20. Media services. Arranging for involvement of the mass media in the ETF events, issuing press releases and or articles in local mass media, as well as providing the published materials to the ETF, if required. 
The cost of mass media involvement is to be considered as “reimbursable costs” and is not to be included in the fees;
21. Facilitators. Arranging for qualified experienced local conference facilitators, if required.
The cost of the facilitators is to be considered as “reimbursable costs” and is not to be included in the fees.
Activities related to a standard mission package:
22. Schedules. Set-up of meeting schedules with the relevant counterparts in the country and follow-up ETF letter to stakeholders requesting a meeting;
23. Logistical arrangements. Provision of logistical arrangements such as hotel booking, reserving the pick-up from/to the airport and transfers between meetings in the city. 
The cost of the hotel and transfers will be covered by ETF staff;
24. Travel arrangements. Helping with arrangements for domestic travel. 
The cost for domestic travel will be covered by ETF staff;
25. Meals. Provision of logistical arrangements concerning organisation of meals such as booking restaurants for working lunches or dinners, ensuring catering services for meetings during missions for up to 15 participants. 
The cost for catering services is to be considered as “reimbursable costs” and is not to be included in the fees;
26. Interpretation services. Identifying / booking a professional interpreter for high-quality interpretation (English – Official language(s) of the country -- English) for specified days / meetings during the mission. 
The cost for the interpreter is to be considered as “reimbursable costs” and is not to be included in the fees.
Translation of documents and working papers with technical specialised terminology for events.
27. Translation services. The Contractor will ensure and cover the cost of high quality translation of project documents, such as working papers and reports with technical specialised terminology (English – official language(s) of the country - English) for events/workshops/missions. 

Please note that other services may be requested for project related activities on ad hoc circumstances.
The costs for additional activities will be considered as “reimbursable costs”, if not covered by a relevant cost, and subject to prior approval of ETF and reimbursed upon presentation of the relevant invoice and supporting documents.


[bookmark: _Toc5803035][bookmark: _Toc54209023]appendix 2:		Brief guide for the preparation of the final invoice and financial report for ETF contractors
Final payment is to be made upon successful completion of the assignment, in accordance with the specific Terms of Reference and on condition that a correct final invoice, supported by a complete and accurate financial report, has been approved by the ETF. 
[bookmark: _Toc390956606][bookmark: _Toc443402700]FINAL INVOICE
The final invoice should be in original and contain details of services/goods provided on signed or on headed paper and addressed to the ETF. 
It should be dated, numbered and not contain any deletions or changes. 
If relevant, it should mention the Contract/Order Form n°, bank account info, and VAT number. 
The invoice should indicate the following amounts: 
1. total cost of the assignment 
1. amount of advance/interim payment received, if any 
1. amount of final payment requested 
	Total cost of the assignment
	100.00

	Advance
	-30.00

	Final payment requested
	70.00



[bookmark: _Toc390956607][bookmark: _Toc443402701]FINANCIAL REPORT
The financial report and its enclosed supporting documents demonstrate the amounts claimed by the Contractor in relation to the costs incurred in ensuring services requested by the ETF as per the Terms of Reference, and in line with the agreed related budget. 
The financial report should:
1. Take the form of a list in English of the amounts claimed, accompanied by supporting documents to justify these amounts. Both, the list and the supporting documents should be numbered in the same way to ensure clarity and smooth the payment process.
1. Follow the structure of the agreed budget breakdown included in the order form and follow the same main budget headings: 1. Fees, 2. Reimbursable Costs (if applicable).
1. Include original supporting documents or certified copies.
1. Present all amounts in Euro. In the case of reimbursable costs purchased in another currency, the exchange rate to be used for the purpose of financial reporting is the European Commissions’ Infor Euro rate of the month on which expenditure occurs. The Contractor may also use the official exchange rate of the bank where s/he has his/her bank account. In this case, an official document from the bank must be provided and agreed in advance with the ETF. 
1. For supporting documents presented in the local language, include a brief translation in English of what the supporting document refers to. This can be done directly on the supporting document. 
1. Include any correspondence between ETF and the contractor agreeing changes to the budget distribution during the execution of the assignment. Such budget changes must be agreed in writing between the two parties before the expenditure takes place.
If the initial budget included a reserve, the use of this amount will need to be approved in advance in writing by the ETF. This approval needs to be attached to the supporting document related to the expenditure. 
ETF may consider reimbursable costs ineligible if they are not related to the agreed assignment, were not requested by ETF in the order form (or in writing following signature of the order form) or if the cost incurred by the Contractor cannot be demonstrated clearly (lack of supporting documents).
Any other specific requirements for the financial report may be outlined in the terms of reference of a specific assignment. 
[bookmark: _Toc390956608][bookmark: _Toc443402702]EXAMPLES OF THE TYPES OF SUPPORTING DOCUMENTS TO BE ATTACHED TO THE FINANCIAL REPORT
1. FEES
1.1 Fees for Service A, provision of a STANDARD EVENT,
Fee per participant per day/half day of each event. The supporting document which will determine the fee rate to be applied is the final list of participants signed by each participant on each day they were present at the event. The participants list will include local and international invitees and experts, and the ETF staff, but will not include the Contractor’s staff, interpreters or other support staff of the meeting. It is the Contractor’s responsibility to ensure that they ask each participant to sign. In case signatures of participants present during the event are missing from the signed list, which would affect the final fee rate, the Contractor may provide an explanation in writing to the ETF contact person for the assignment – the ETF may decide that it is possible to take the missing number into account. The fee per participant is applicable for invited participants, experts and ETF staff. It is not applicable for Contractor’s staff, interpreters, other technical support staff, etc. 
The number of participants and corresponding fee to which the Contractor is entitled will be determined by the final signed list of participants per each day of event, approved by ETF. However, if the Contractor does not inform ETF, at least 4 ETF working days in advance of the event, that the total number of participants may exceed that stated in the signed order form, the ETF may not be able to approve any budget amendment or increase the total order form value.
1.2 Fees for Service B, provision of a CO-ORGANISED EVENT. 
Service Booking fee, per day/half day. The supporting document which will determine the fee rate to be applied is the timesheets provided by the contractor, provided they correspond to the estimation agreed approved by the ETF.
1.3 Fees for Service C, Support to the organisation of ETF missions to the country (MISSION PACKAGE).
Fixed fee per mission package. The supporting document for the support to the organisation of ETF missions to the country will be an invoice indicating the number of missions organised.
1.4 Fee for SERVICE D: Translation of documents and working papers with technical specialised terminology for events. 
Fixed price per translation page (1500 characters without spaces). The supporting document will be an invoice declaring the number of pages translated.

REIMBURSABLE COSTS 
2.1 Daily Subsistence allowance (DSA)
In exceptional cases where it is not possible for the ETF to organise and prepay accommodation and meals for the purpose o fthe meeting, the event participants may receive a subsistence allowance (DSA). 
The entitlement to DSA will be calculated on the basis of the nuber of nights spent away from the place of departure. Required supporting documents are: 
i) a copy of the email indicating the ETF’s prior approval of number of per diems to which the person is entitled
ii) documents providing the number of nights for the calculation of the DSA (travel or accommodation documents)
iii) an original declaration signed by the participant, confirming receipt of the reimbursement, as well as the signature on the participants list. . 

2.2 Travel costs
Entitlement to reimbursement of travel costs will be determined on the basis of supporting documents demonstrating the total cost and travel undertaken. Required supporting documents are: 
i) Participation at event: participation list, boarding passes, tickets, copy of visa (original or copy) and passport
ii) Travel, accommodation, visa and other related costs: receipts and invoices showing clearly the total price paid, issued to the person claiming reimbursement. 
iii) As a rule, travel by car will not be considered when there is an alternative by public connection, and for distances exceeding 400 km. Where a participant travels by car, travel expenses will be reimbursed on the basis of a rate of €0.28 per kilometre. The total number of kilometres of the return journey will be calculated with an online map system, and communicated to the participant before travel takes place .
iv) 
Dates travelled and total price must be clear on the supporting documents.
In case of provision of copies or loss of the supporting documents, ETF will request a signed declaration of honor and other documents demonstrating the costs incurred.
In addition, the Contractor must attach a copy of the ETF’s prior approval and - in the case of event participants ETF reimbursement claim form, signed by the participant, confirming receipt of reimbursement.

2.3 Other reimbursable costs
Invoices from suppliers, demonstrating clearly the service (e.g. interpretation, translation, hotel accommodation, meals, etc.), dates and exact cost.
N.B. For Overheads e.g. utilities, bank & administrative charges, postal expenditure - supporting documents are not necessary as these expenditures are covered in the fees specifically foreseen in the contract/order form, and cannot be reimbursed separately.
[bookmark: _Toc534380208]If in doubt, the Contractor should discuss and agree in advance with the ETF contact person on the types of supporting documents necessary to support specific expenditure. This should be done in writing. 
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