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[bookmark: _Toc329847683][bookmark: _Toc425338955]Preliminary information concerning the invitation to tender
Please see the eTendering page https://etendering.ted.europa.eu/cft/cft-display.html?cftId=860 for information about the contract notice published in the S-series of the Official Journal of the European Union.
This invitation to tender has been issued by the Publications Office of the European Union, who will sign the contract. However, the contract might be used by other European institutions or bodies.
[bookmark: _Toc329847684][bookmark: _Toc425338956]Presentation of the Publications Office
The Publications Office of the European Union, hereinafter referred to as “the Publications Office” (2, rue Mercier, 2985 Luxembourg, LUXEMBOURG) is the publishing house of the European institutions in the broadest sense, responsible for producing and distributing, in all media and by all means, all the publications of the European Union. The Publications Office, whose current organization and operation are laid down by Decision 2009/496/EC, Euratom (Official Journal of the European Union, L168, 30.06.2009, pp. 41-47, as amended), is managed by a Management Committee in which each institution is represented by its Secretary-General. The Publications Office is administratively attached to the European Commission. More information can be found on the Publications Office’s website: http://publications.europa.eu.
As a publisher, the Publications Office has a duty to offer the highest quality of service to its customers – the originating departments of the institutions and other bodies of the European Union – and to its public – the people of the European Union and those throughout the world who are interested in European affairs. In the field of new technologies, the Publications Office must place itself in the forefront of the publishing profession.
Under the provisions of the Treaty of the European Union the publication of certain titles, such as the Official Journal of the European Union or the General Report on the Activities of the European Union, is a legal obligation.
Useful web sites
	Publications Office
	http://publications.europa.eu

	EU Bookshop: the Union's online bookshop
	http://bookshop.europa.eu

	EUROVOC: multilingual thesaurus
	http://eurovoc.europa.eu

	CORDIS: Community R&D Information Service
	http://cordis.europa.eu

	EUR-Lex: the gateway to European Union law
	http://eur-lex.europa.eu

	WHOISWHO: interinstitutional directory of the European Union
	http://europa.eu/whoiswho/whoiswho.html

	TED: supplement to the Official Journal of the European Union
	http://ted.europa.eu

	SIMAP: EU information for public procurement
	http://simap.europa.eu

	EU Open Data Portal: single point of access to EU data
	http://open-data.europa.eu

	Other useful links
	http://europa.eu/geninfo/info/index_en.htm




[bookmark: _Nature_of_the][bookmark: _Toc329847685][bookmark: _Toc425338957]Nature of the contract
The contract is a “cascade” multiple framework service contract ("FWC") with the title: 
"Semantic web consultancy"
As exact implementing conditions, quantities and/or delivery times cannot be indicated in advance, the Commission intends to conclude an FWC which shall establish the basic terms for a series of order forms or specific contracts (hereafter collectively referred to as “orders) to be issued over its duration. The FWCs do not give rise to any direct obligation on the part of the Commission; it is only their implementation through orders that is binding on the part of the Commission. 
The FWC will be concluded in English. All formal communication related to the FWC and its implementation will be done in English.
The FWC shall be concluded in the form of separate but identical FWC with three (3) economic operators at most provided that there are enough economic operators who are not excluded (checked in the first stage of assessment), who satisfy the selection criteria (second stage of assessment) and satisfy the award criteria (third stage of assessment).
After the evaluation the successful tenders will be ranked in the descending order with a view to establishing a list of contractors and a sequence in which they will be offered work when orders are placed.
The estimated value of the FWC is 2,600,000 EUR over a period of four (4) years.

[bookmark: _Toc329847686][bookmark: _Toc425338958]Subject and background of the FWC
The purpose of the call for tenders is the selection of up to three (3) economic operators for the provision of IT services related to semantic web consultancy.
For more details on the tasks to be performed, see chapter 4 (Technical specifications).

[bookmark: _Toc329847687][bookmark: _Toc425338959]Starting date of the FWC and duration of the FWC
The FWC is foreseen to be signed in December 2015.
The duration of the FWC shall be four (4) years from its entry into force, with the possibility for both parties to terminate it with a six (6) months prior notice.

[bookmark: _Toc329847688][bookmark: _Toc425338960]Price
[bookmark: _Toc201563418]Prices must be all inclusive and expressed in euros. For tenderers in countries which are not part of the euro zone, the price quoted may not be revised in line with exchange rate movements.
Prices can only be revised according to Article I.3 of the FWC. 
For details on how to present the financial tender in the price schedule and estimation form, see point 2.9.1.

[bookmark: _Toc329847689][bookmark: _Toc425338961]Terms of payment
Payments shall be made in accordance with Article I.4 of the FWC.

[bookmark: _Toc329847690][bookmark: _Toc425338962]Financial guarantees
Not applicable.

[bookmark: _Toc329847691][bookmark: _Toc425338963]Place of performance
The place of performance of the tasks shall be the contractor's premises or any other place indicated in the tender, as well as the premises of the European Institutions in Luxembourg and Brussels in case of services requested Intra Muros. Meetings between the Publications Office and the contractor will be held on the premises of the Publications Office in Luxembourg.
The Publications Office may request the contractor to execute consultancy at other locations within the European Union, EFTA States and candidate countries. In that case, Article I.3.3 of the FWC will apply.

[bookmark: _Toc329847692][bookmark: _Toc425338964]General terms and conditions for the submission of tenders
Participation in the tendering procedure is open on equal terms to all natural and legal persons coming within the scope of the Treaty on the European Union, and to all natural and legal persons 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. 
Submission of a tender implies that the tenderer accepts all the terms and conditions set out in the invitation letter, in these specifications (including the annexes) and in the FWC, and waives all other terms of business. Submission of a tender binds the tenderer to whom the FWC is awarded during performance of the FWC.
Once the Publications Office has accepted the tender, it shall become the property of the Publications Office and the Publications Office shall treat it confidentially. 
The Publications Office shall not reimburse any costs incurred in preparation and submission of tenders.
The Protocol on the Privileges and Immunities of the European Union of 8 April 1965 (OJ C 83, of 30 March 2010) or, where appropriate, the Vienna Convention on Consular Relations of 24 April 1963 shall apply to this invitation to tender.

[bookmark: _Toc329847693][bookmark: _Toc425338965]Visit to the premises
Not applicable.

[bookmark: _Toc329847694][bookmark: _Toc425338966]Date and place of opening of the tenders
Tenders will be opened at 10.00 (local time in Luxembourg – CET/CEST) on 23/09/2015 at the following location:
	Publications Office of the European Union
2, rue Mercier
2985 Luxembourg
LUXEMBOURG



An authorized representative of each tenderer may attend the opening of the tenders. Companies wishing to attend are requested to notify their intention by sending an e-mail to
op-appels-offres@publications.europa.eu
at least 24 hours in advance. This notification must be signed by an authorized representative of the tenderer and specify the name of the person who will attend the opening of the tenders on the tenderer's behalf.
Annex 2A Financial identification form

2. The tender and the evaluation

[bookmark: _Toc329847695][bookmark: _Toc425338967]The tender and the evaluation
[bookmark: _Toc329847696][bookmark: _Toc425338968]Assessment and award of FWC
The assessment of tenderers and their tenders will take place in three main stages:
The aims of each of these stages are:
· to check, in the first stage (exclusion criteria), whether tenderers can take part in the tendering procedure and, where applicable, be awarded the FWC;
· to check, in the second stage (selection criteria), the economic and financial capacity, as well as the technical and professional capacity, of each tenderer who has passed the first stage;
· to assess, in the third stage (award criteria), each tender which has passed the first and second stages.
The assessment procedure may end with an award of the FWC.
The assessment will be based on the tenders. Concerning the exclusion and selection criteria, the Publications Office reserves the right to request additional evidence in relation to the tender submitted for clarification or verification purposes within a time-limit stipulated in its request. All the information will be assessed against the criteria specified in this chapter.
Please note that concerning the award criteria, the Publications Office can contact the tenderer only if clarification is required or if obvious clerical errors must be corrected. These contacts can only lead to clarification of points already mentioned in the tender and may not lead to an alteration of the terms of the tender. 
Only the tenders meeting the requirements of a stage will pass on to the next stage of the assessment.
[bookmark: _Toc329847697][bookmark: _Toc425338969]Form and content of the tender
Tenders must be clear and concise and assembled in a coherent fashion (e.g. bound or stapled, etc.). The tenderer is also asked to provide a completed list indicating where to find the required documents (see Annex 5). If the tender is divided into different files, it is advised to make a table of contents in each file. 
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.
Information on the general requirements and on how to submit a tender is provided in the invitation letter. 
Please pay attention to the fact that the tender shall be signed (the cover letter and the forms which explicitly require so) by a person or persons who is/are entitled to represent the economic operator in accordance with his articles of association and/or extract from the commercial register, or by persons who received a power of attorney to do so from the persons who are mentioned in those documents. The documents showing that a person is entitled to represent the economic operator must be submitted as explained in point 2.4. 
The same rule is applicable to the person(s) designated to sign the FWC.
Tenderers' attention is drawn to the fact that any total or partial omission of information for which one or more legal entities involved in the tender are responsible may lead the Publications Office to exclude the tender from the rest of the procedure.

[bookmark: _Toc329847698][bookmark: _Toc425338970]Structure of the tender
All tenders must be presented in five sections:
Section One: administrative information
Section Two: exclusion criteria
Section Three: selection criteria
Section Four: award criteria - technical tender
Section Five: award criteria - financial tender
Sections One to Four on the one hand and Section Five on the other hand must be submitted in two separate sealed envelopes, which together are placed in double sealed envelopes as described in the invitation letter. Each inner envelope must clearly indicate its contents (“technical” or “financial”).
Please observe that all documentation has to be provided on paper in triplicate (original and two copies), in recto-verso where possible. CDs/DVDs or similar media that are part of the tender must also be provided in triplicate. CDs/DVDs must not be rewritable.
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]In addition, for Section Four, the tenderers shall also include in triplicate a CD/DVD or similar medium in a searchable format which contains the technical tender.  In case of discrepancy between the paper version and the electronic file, the paper version will take precedence.


[bookmark: _Section_One:_administrative][bookmark: _Toc329847699][bookmark: _Toc425338971]Section One: administrative information 
In Section One, the tenderer must provide the following documents:
· a duly signed cover letter (maximum one (1) page), including the name, address, fax number and e-mail address of the contact person responsible for submission of the tender;
· a completed form for identification of the tenderer, as provided in Annex 3,
· a financial identification form filled in and signed by an authorised representative of the tenderer, stamped by the bank and signed by a bank representative. If a copy of a recent bank statement is enclosed, the stamp and signature of the bank's representative is not needed. A standard form is provided in Annex 2A, while specific forms in each official language are available at the following Internet address:
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 
· a legal entity form, to be signed by a representative of the tenderer authorised to sign contracts with third parties. There is one form for individuals, one for private entities and one for public entities. A model is provided in Annex 2B. Specific forms in each official language are available at: 
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 

If you are a current contractor of the European Commission there is no need to provide financial identification form and legal entity form (including its annexes), unless information to be found there has changed.
Instead of the forms you shall provide a statement confirming that no changes took place.
Nevertheless, as indicated in Annex 3, a document proving that the person(s) designated to sign the FWC, as well as the person(s) signing the tender are authorized to do so, has to be provided. 

The legal entity form must be supported by the following documents in order to prove the administrative information of the tenderer:
For private entities:
· a proof of registration, as prescribed in their country of establishment, on one of the professional or trade registers or any other official document showing the registration number;
· if the above documents do not show the VAT number, a copy of the VAT registration document, where applicable; 
· a legible copy of the notice of appointment of the persons authorized to represent the tenderer in dealings with third parties and in legal proceedings, if it is not included in the abovementioned documents, 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 authorization 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 above mentioned authorized persons, the power of attorney must also be submitted.

For individuals:
· a legible copy of his or her identity card or passport;
· where applicable, a proof of registration, as prescribed in the individual's country of establishment, on one of the professional or trade registers or any other official document showing the registration number;
· if the above documents do not show the VAT number, a copy of the VAT registration document, where applicable.

For public entities:
· a copy of the resolution decree, law, or decision establishing the entity in question or, failing that, any other official document attesting to the establishment of the entity;
· the names and functions of legal representatives (directors, etc.) of the tenderer authorized to sign contracts with third parties (a copy of the appointment of the persons authorized to represent the tenderer must be produced);
· if the public entity has completed a VAT registration number in the legal entity form, an official document showing the VAT number.


[bookmark: _Section_Two:_exclusion][bookmark: _Toc329847700][bookmark: _Toc425338972]Section Two: exclusion criteria
[bookmark: _Documents_relating_to][bookmark: _Toc329847701][bookmark: _Toc425338973]Documents relating to the exclusion criteria
In Section Two, the tenderers must provide declarations on grounds for exclusion (see Annex 6) and the following related certificates or documents:
· a recent extract from the judicial record or equivalent as evidence that they are not in one of the situations listed in paragraphs (a), (b) or (e) of point 2.5.2, or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that these requirements have been met;
· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of social security contributions or equivalent;
· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of taxes or equivalent.
Where no such documents or certificates are issued in the country concerned, they may be replaced by a sworn, or failing that, a solemn statement made by the tenderer before a judicial or administrative authority, a notary or a qualified professional body in his country of origin or provenance.
[bookmark: _Grounds_for_exclusion][bookmark: _Toc329847702][bookmark: _Toc425338974]Grounds for exclusion
In accordance with Article 106 of Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on the financial rules applicable to the general budget of the Union and repealing Council Regulation (EC, Euratom No 1605/2002), hereinafter referred to as “the Financial Regulation” (OJ L 298, 26.10.2012), tenderers shall be excluded from the selection and award procedures if:
(a) 	they are bankrupt or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities, are the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations; or
(b) 	they or persons having powers of representation, decision making or control over them have been convicted of an offence concerning their professional conduct by a judgment of a competent authority of a Member State which has the force of res judicata; or
(c) 	they have been guilty of grave professional misconduct proven by any means which the contracting authorities can justify including by decisions of the EIB and international organizations; or
(d) 	they are not in compliance with their obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which they are established or with those of the country of the contracting authority or those of the country where the contract is to be performed; or
(e) 	they or persons having powers of representation, decision making or control over them have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organization, money laundering or any other illegal activity, where such illegal activity is detrimental to the Union's financial interests; or
(f) 	they are subject to an administrative penalty referred to in Article 109(1) of the Financial Regulation.

In addition, contracts may not, according to Article 107 of the Financial Regulation, be awarded to tenderers who, during the procurement procedure:
(g)	are subject to a conflict of interest; 
(h)	are guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the contract procedure or fail to supply that information.
The Publications Office reserves the right to check the above information.

[bookmark: _Toc329847703][bookmark: _Toc425338975]Administrative and financial penalties
The tenderers should also be aware of the following points:
According to Article 108 of the Financial Regulation, a central database has been set up and is operated by the Commission in compliance with the European Union’s rules on the protection of personal data. The database contains details of tenderers who are in one of the situations referred to in point 2.5.2 above and tenderers who have been excluded from the contracts financed by the budget of the European Union. 
According to Article 109 of the Financial Regulation, administrative or financial penalties may be imposed by the Commission on tenderers who are in the situation described in point 2.5.2 (h) above or who have been declared to be in serious breach of their obligations under contracts covered by the budget of the European Union after they have been given the opportunity to present their observations.

These penalties may consist:
a)	in the exclusion of the tenderer or contractor concerned from contracts and grants financed by the budget of the EU for a maximum period of ten years; 
b)	in the payment of financial penalties by the tenderer or contractor up to the value of the contract in question. 
The penalties imposed will be in proportion to the importance of the contract and the seriousness of the misconduct.
The details of those penalties are laid down in Article 142 of Commission Delegated Regulation (EU) No 1268/2012 of 29 October 2012 on the rules of application of the Financial Regulation
 (OJ L 362, 31.12.2012).


[bookmark: _Section_Three:_selection][bookmark: _Toc329847704][bookmark: _Toc425338976]Section Three: selection criteria
Selection of the tenderer suitable for the award of the FWC will be based on an assessment of the tenderer’s:
· economic and financial capacity and
· technical and professional capacity.
Tenderers may, where appropriate, rely on the capacities of other entities, regardless of the legal nature of the links which they have with them. In that case, the tenderers must prove to the contracting authority that they will have at their disposal the resources necessary for performance of the FWC, for example by producing an undertaking on the part of those entities to place those resources at the tenderer’s disposal.

[bookmark: _Toc329847705][bookmark: _Toc425338977]Economic and financial capacity of the tenderer 
[bookmark: _Documents_to_be_1]Documents to be provided
Section Three must include in its first part, the information on the financial and economic capacity of the tenderer. The tenderer shall provide an economic and financial capacity questionnaire (see Annex 7), including the requested supporting documents:
· balance sheet for the years 2014 and 2013;
· profit and loss account for the years 2014 and 2013.
If the tenderer is unable to provide the documents above, he may prove his economic and financial capacity by any other means. The contracting authority will verify if those means are appropriate.

Evaluation of the financial and economic capacity
The tenderers’ financial and economic capacity including their financial health will be evaluated on the basis of the documents which the tenderers have to submit according to point 2.6.1.1.
The minimum level of the annual turnover carried out by the tenderer over the last year, or the minimum average of the turnover carried out by the tenderer over the past three years has to be EUR 1,000,000.


[bookmark: _Toc329847706][bookmark: _Toc425338978]Technical and professional capacity of the tenderer 

[bookmark: _Documents_to_be_2]Documents to be provided
In the second part of Section Three, the tenderer has to provide the following documents:
· a short description of the tenderer's economic activity (maximum of 5 A4 pages, font Times New Roman, size 12) including activities with regard to the scope of this call for tenders;[footnoteRef:2] [2:  	In case of a consortium one document of 5 pages per consortium shall be provided. In case of subcontracting or freelancing the 5 page limit applies to the tenderer and all his subcontractors/freelancers.] 

· a duly completed set of up to five (5) relevant Project Activity Reference Forms – PARFs
 (see Annex 9):
· the use of the annexed project/activity form is mandatory. Only projects and/or activities references submitted by using the annexed form will be evaluated;
· if the tenderer submits more than five (5) PARFs, only the first five (5) found in the tender will be analysed in the selection procedure.
· PARF shall not be outdated; the project will have been executed during the three (3) year period preceding the submission of the offer i.e. from 16/09/2012 until 16/09/2015 (deadline for the submission of tenders). Projects which started before this three (3) year period and which are on-going may be submitted, but only with regards to the part executed during the reference period in question.
· PARF consists of the following: three (3) pages (all the pages shall be completed) plus the reference letter signed by the client. It is forbidden to add additional pages.
· framework contracts can be presented as a proof of technical capacity. In this case the tenderer has to use one PARF per project. If there are several specific contracts/orders related to the given project (e.g. one for conceptual advice, another for the subsequent technical advice or prototyping, or three successive orders related to consultancy activities in the subsequent periods of time) they can be presented as one PARF.
· a duly completed CV summary (see Annex 10);


· a completed set of CV forms according to the type and number of profiles required
(see Annexes 11 and 12);
· The use of the annexed CV form is mandatory. Only CVs submitted by using the annexed form will be evaluated;
· If the tenderer presents more CVs than the maximum required, CVs will be treated according to the sequence established by the tenderer’s tender; the CVs presented over the limit of required CVs for the given profile will not be taken into consideration for the selection procedure;
· If the tenderer is about to submit CVs of persons to be recruited, a declaration signed by this person confirming his intention to be recruited shall be attached;
· Each person may be proposed for only one profile;
· Each CV shall consist of:
· one summary page;
· one expertise page;
· at least one experience page;
· The CV should be a summary rather than a biography of an individual and must be in a format enabling a quick and accurate comparison with other CVs submitted to fill certain profiles. There should be no unaccounted chronological breaks;
· Months in the expertise page shall be calculated from the successful end of educational studies of the proposed persons and correctly refer to the relevant experience pages;
· Experience page shall contain information about the projects/activities the person participated in and the precise area of expertise used. If necessary a reference to the PARF shall be indicated.
· Number of CVs to be provided:
	Profiles required (code)
	Minimum number of CVs to be provided and accepted
	Maximum number of CVs to be provided

	Semantic Technology Specialist (profile dedicated to conception) SEM-SPEC-CONC
	3
	5

	Semantic Technology Specialist (profile dedicated to technical implementation) SEM-SPEC-TECH
	3
	5




Please note that experience of the subcontractor/freelancer with regards to the tasks to be subcontracted or freelanced will be evaluated on the basis of information provided in Annex 4 (Questionnaire for joint offers, subcontracting and freelancing). 
By submitting a tender, each legal entity involved therein accepts the possibility of a check being carried out by the Publications Office on his technical capacities and, if necessary, on his research facilities and quality control measures.
In addition, all tenderers are informed that they may be asked to prove that they are authorized to perform the FWC under national law, as evidenced by inclusion in a professional or trade register or a sworn declaration or certificate, membership of a specific organization, express authorization, or entry in the VAT register.
The human resources proposed by the contractor as part of his tender (composition of the team) must be available when the provision of services starts.
Please note that only the CVs which are accepted by the evaluation committee can be used in the execution of the FWC in the case of services which are provided on a times and means basis or services provided Intra Muros. The contractor will be informed which CVs have been accepted together with notification of the results of the tender.

Evaluation of the technical and professional capacity
The technical and professional capacity will be judged on the basis of the tenderer’s expertise (activities, projects and human resources) relevant to the required services in particular with regard to the tenderer's know-how and experience. 
Acceptance of PARFs
In order to be accepted a PARF has to include:
· Actually executed tasks related to provision of services similar to those covered by this call for tenders in a technical environment similar to the one described in technical Annex I (Technical environment and standard operating procedures of the Publications Office) and in technical Annex VI (Cellar External User Manual);
· At least one (1) of the services which might be requested, as defined in chapter 4 (Technical specifications) and referred to as S1 and S2.
· Cover at least 20 man-days of SEM-SPEC-CONC and/or SEM-SPEC-TECH;
· At least two (2) PARFs must have publicly available deliverables. The relevant PARF must in this case provide link(s) to the publicly available deliverable(s) in question, e.g. in the form of links to a publicly available ontology or data exposed according to Linked Open Data principles. Only deliverable(s) that clearly showcase the use of semantic technology will be considered.
· Technical profiles similar to those specified in Annex 12.
· An accompanying reference letter by the client.

Acceptance of CVs:
A CV is considered as accepted, if the proposed person fulfils the requirements concerning: (i) education, (ii) knowledge and skills, (iii) experience and (iv) languages as specified in the corresponding profile definition (see Annex 12).

In order to pass the selection phase the following requirements have to be fulfilled:
Tenderer's economic activity
· The tenderer's economic activity must be relevant to the scope of this call for tenders.
Project Activity Reference Forms - PARFs
· At least three (3)  PARFs have been accepted.
· The accepted PARFs altogether:
i) Cover ALL types of services which might be requested, as defined in chapter 4.2 and referred to as services S1 and S2;
ii) Cover at least 300 man-days of SEM-SPEC-CONC and SEM-SPEC-TECH (altogether);
iii) Cover ALL mandatory methodologies/tools/operating systems/software specified on the CV hardware/software/method expertise page.
CVs
· At least three (3) CVs for each profile have been accepted.
All the requirements have to be fulfilled at the deadline for the submission of the offer.

[bookmark: _Toc329847707][bookmark: _Toc425338979]Award criteria
The FWC will be awarded to the tenderer who submits the most economically advantageous tender on the basis of the criteria set out below and calculated as described in point 2.10, which takes into consideration both the technical tender (point 2.8) and the financial tender (point 2.9).
The award criteria have the purpose to choose among the tenders which have been submitted by tenderers not subject to exclusion and which meet the selection criteria. 




[bookmark: _Section_Four:_award][bookmark: _Toc329847708][bookmark: _Toc425338980]Section Four: award criteria – technical tender
[bookmark: _Documents_to_be_3][bookmark: _Toc329847709][bookmark: _Toc425338981]Documents to be provided
This part has to contain documents showing the merits of the tender, making it possible to evaluate the technical award criteria. 
Please note that the contractor is not allowed to include a proposal for a proprietary solution in his bid. For situations which might arise during the implementation of the FWC see article I.8.3 of the FWC.
1. A document of maximum five (5) pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) per page addressing the following issue: 
· At which level of granularity would you suggest to separate instances (A-Box) from classes (T-Box) in the Cellar ontology?
2. A document of maximum five (5) pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) per page addressing the following issue: 
· Describe a methodology and a work plan to test and to implement evolutions and extensions of the Common Data Model (CDM)[footnoteRef:3] triggered by the business, including the impact on the existing metadata (1.4 billion triples) and taking into account the existing technical infrastructure[footnoteRef:4]. The proposal should also consider the implementation of non-backwards compatible changes. [3:  The CDM is the ontology of the Publications Office's common content and metadata repository, the CELLAR. See http://publications.europa.eu/mdr/cdm/index.html.]  [4:  See chapter 4.5.1] 

3. A document of maximum five (5) pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) per page addressing the following issue: 
· Describe current approaches to formally represent FRBR in OWL. Describe key differences amongst those approaches and highlight potential challenges to apply these approaches to highly multilingual data on the example of general publications as currently published on the EU Bookshop (https://bookshop.europa.eu/en/home/). Take into account also that many publications are frequently reissued in updated editions and often are published in different languages.


4. A document of maximum five (5) pages, A4 format, font Times New Roman size 12, max 3000 characters with spaces (all inclusive – including for example headers and footers) per page presenting the tenderer's proposal of a conceptual and technical solution for web archiving based on semantic technology. The proposal shall in particular discuss whether there are already pertinent public ontologies in the domain of web archiving, which should be adopted, suggest an outline of an ontology prototype, along with its documentation and explain the approach to integrate the prototype into the Common Data Model (CDM).
Where a submitted document, including its table of content, figures, graphs, examples, annexes, and all other additional information, exceeds the maximum limits as set out above, only the maximum required number of pages will be evaluated, starting from the beginning of the document.
It is not allowed to make cross-references between the documents.

[bookmark: _Toc329847710][bookmark: _Toc425338982]Evaluation of the technical award criteria
The technical award criteria are intended to assess the quality of the tenders based on the proposal of the tenderer. The criteria concerning the ability or capacity of the tenderers such as previous experience, professional education and references, which are taken into account for the evaluation of the selection criteria will not be taken into account for the evaluation of the award criteria. The technical evaluation will be based on the following criteria:

	No
	Technical award criteria
	Maximum number of points
	Minimum number of points

	1.
	Quality and relevance of the tenderer's suggestion concerning issue no 1 (document no 1)
	20
	12,5

	2.
	Quality and relevance of the tenderer's description concerning issue no 2 (document no 2)
	30
	20

	3.
	Quality and relevance of the tenderer's description concerning issue no 3 (document no 3)
	30
	20

	4.
	Quality and relevance of the tenderer's proposal concerning document no 4
	20
	12,5

	Total number of points
	100
	65




The result of the technical evaluation is the sum of points obtained as a result of the evaluation of each criterion. Only those tenders which are awarded at least half the points for each criterion and a total score of at least 65 points will be considered for the award of the FWC. 
Since assessment of the tenders will focus on the quality of the proposed services, tenderers should elaborate on all of the points addressed by these specifications in order to score as many points as possible. The mere repetition of mandatory requirements as set out in these specifications, without going into details, will only result in a very low score. 
If a tenderer’s proposal goes beyond the minimum requirements described in the Technical specifications, such a proposal shall be binding during the execution of the FWC if it is awarded to that tenderer.

[bookmark: _Section_Five:_award_1][bookmark: _Toc329847711][bookmark: _Toc425338983]Section Five: award criteria – financial tender
[bookmark: _Documents_to_be][bookmark: _Toc425338984][bookmark: _Toc329847712]Documents to be provided 
For the financial tender, the tenderer must use the annexed price schedule and estimation form, which shall fulfil the following requirements:
· Prices must be expressed in euros and be all inclusive, covering all expenses incurred by the contractor for the services provided, such as management and coordination costs and all overheads.
· Decimals are not allowed.
· Prices shall be quoted free of all duties, taxes and other charges, i.e. also free of VAT, as the European Union is exempt from such charges in the Member States under Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European Union of 8 April 1965 (OJ C 83 of 30 March 2010). Exemption is granted to the Commission by the governments of the Member States, either through refunds upon presentation of documentary evidence or by direct exemption.
For those countries where national legislation provides an exemption by means of a reimbursement, the amount of VAT is to be shown separately. In case of doubt about the applicable VAT system, it is the tenderer's responsibility to contact his or her national authorities to clarify the way in which the European Union is exempt from VAT.
The following must be taken into consideration when completing the financial tender.
· The price schedule and estimation form (see Annex 1) must include the name of the firm and each page must be duly completed and signed. No amendments will be permitted and a full reply must be given to each question. If no answer is given, the response will be assumed to be negative. Any omission may cause the tender to be considered null and void.
· The estimation form (see Annex 1) must be based on the unit prices given in the price schedule and the price schedule will take precedence over the estimation form if there is any discrepancy between them. 
However, the estimation form is intended as a rough guide only and may not be cited in the event of litigation; only the work actually carried out is to be invoiced, on the basis of the unit prices given in the price schedule.
· The price schedule and the estimation form shall also be provided electronically on a CD as excel files. The CD will be provided in triplicate. In case of discrepancies between the paper version and the electronic version the paper version will take precedence.

[bookmark: _Toc329847713][bookmark: _Toc425338985]Evaluation of the financial award criteria
During this phase the financial tender will be verified for fulfilment of the requirements.


[bookmark: _Section_Five:_award][bookmark: _Toc329847714][bookmark: _Toc425338986]Section Five: award criteria – final evaluation
Only those tenders that have passed the previous stages will be considered for the final evaluation.
The FWC will be awarded to the three (3) tenderers with the most economically advantageous tender. The most economically advantageous tender (providing the best value for money) will be placed in the first position, followed by the tender with the second most economically advantageous tender, and so on.
In order to identify the tender presenting the best value for money, quality will be given a weighting of 70 % and price will be given a weighting of 30 % in accordance with the following formula, using only data from tenders that have reached the final evaluation stage:
	R=
	(70×
	Q
	)  +  (30×
	Pmin
	)

	
	
	Qmax
	
	P
	


where:
	R
	stands for value for money

	Q
	stands for quality score for the tender in question

	Qmax
	stands for quality score for the tender obtaining the highest quality mark

	Pmin
	stands for the total price in the estimation form for the lowest tender

	P
	stands for the total price in the estimation form of the tender in question



[bookmark: _Toc329847715][bookmark: _Toc425338987]Information for tenderers
The Publications Office will inform tenderers of decisions reached concerning the award of the FWC, including the grounds for any decision not to award a FWC or to recommence the procedure.
If a written request is received, the Publications Office will inform all rejected tenderers of the reasons for their rejection and all tenderers submitting an admissible tender of the characteristics and relative advantages of the selected tender and the name of the successful tenderer.
However, certain information may be withheld where its release would impede law enforcement or otherwise be contrary to the public interest, or would prejudice the legitimate commercial interests of economic operators, public or private, or might prejudice fair competition between them.

[bookmark: _Toc329847716][bookmark: _Toc425338988]Award of the FWC
The procurement procedure is concluded by an FWC signed by the parties, or by a decision not to conclude an FWC.
After the period of validity of the tender has expired, conclusion of the FWC shall be subject to the tenderer’s agreement in writing.


[bookmark: _Toc329847717][bookmark: _Toc425338989]Joint offers, subcontracting and freelancing
This point only applies for tenders involving joint offers or subcontracting/freelancing. If this is not the case, please continue to chapter 4 (Technical specifications).

[bookmark: _Toc329847718][bookmark: _Toc425338990]Making a tender in collaboration with other companies
Where a tender involves several legal entities, they may choose between:
· making a joint offer, in which case all the economic operators must be considered as partners and, if theirs is the successful tender, as contractors (in this case, one of the partners must be put forward as coordinator to manage the FWC); and
· making a tender in the name of only one tenderer, who is then the sole contractor if the tender is successful, the other legal entities being considered as subcontractors or freelancers.
Whichever type of tender is chosen (joint offer or tender in the name of one tenderer), the partners must stipulate the role, qualifications and experience of each legal entity and, where relevant, the monitoring arrangements that exist between them.

[bookmark: _Toc329847719][bookmark: _Toc425338991]Joint offer
Partners in a joint offer assume joint and several liabilities towards the Publications Office for the performance of the FWC as a whole. Statements saying, for instance:
· that one of the partners of the joint offer will be responsible for part of the FWC and another one for the rest, or
· that more than one FWC should be signed if the joint tender is successful,
are thus incompatible with the principle of joint and several liability. 
The Publications Office will disregard any such statement contained in a joint offer, and reserves the right to reject such tenders without further evaluation on the grounds that they do not comply with these specifications.
In the case of a joint offer, one of the partners of the joint offer (coordinator or leader) should be given power of attorney to represent the other parties to sign and administrate the FWC. 
If the joint offer is selected, the partners may be required to adopt a given legal form after they have been awarded the FWC if this change is necessary for proper performance of the FWC.
It is not allowed for a tenderer who tenders alone or as part of a consortium, to submit more than one tender, alone or as part of a consortium.



[bookmark: _Toc329847720][bookmark: _Toc425338992]Subcontracting and freelancing
If certain tasks provided for in the FWC are entrusted to subcontractors or freelancers, the contractor retains full liability towards the Publications Office for performance of the FWC as a whole. Accordingly:
· the Publications Office will treat all contractual matters (e.g. payment) exclusively with the contractor, whether or not the tasks are performed by a subcontractor or freelancer;
· under no circumstances can the contractor avoid liability towards the Publications Office on the grounds that the subcontractor or freelancer is at fault.
It is forbidden for a tenderer, who tenders alone or as part of a consortium, to act as subcontractor/freelancer for another tenderer or consortium. In such a situation, all the tenderers or consortia concerned will be excluded.
Tenderers must inform the subcontractors and freelancers that Article II.18 of the FWC will apply to them. Once the FWC has been signed, Article II.7 of the above-mentioned service FWC shall govern the subcontracting and freelancing. During execution of the FWC, the contractor will need the Publications Office’s express authorization to replace a subcontractor or freelancer and/or to subcontract or to freelance tasks for which subcontracting and/or freelancing was not envisaged in the original tender.

[bookmark: _Toc329847721][bookmark: _Toc425338993]Documents to submit – joint offer
In the case of a joint offer, the following documents must be provided:
Section One: administrative information
1.	A consortium agreement attached in Annex 2C, signed by the legal representatives of all the partners of the joint offer including the following:
· recognition of joint and several liability by all the partners of the joint offer for the performance of the FWC;
· power of attorney for one of the partners of the joint offer (coordinator or leader) to represent the other parties to sign and administrate the FWC.
2.	A questionnaire for joint offers, subcontracting and freelancing (see Annex 4), signed by a legal representative of the coordinator.
3.	A form for identification of the tenderer (see Annex 3) for each partner of the joint offer.
4.	A legal entity form (see Annex 2B) for each partner of the joint offer including all the supporting documents specified above in point 2.4.
Only the coordinator must return the financial identification form.


Section Two: exclusion criteria
5.	Each partner of the joint offer must fill in and return the declaration on grounds for exclusion (see Annex 6) and provide the supporting documents as specified above in point 2.5.

Section Three: selection criteria
6.	Each of the partners of the joint offer must provide an economic and financial capacity questionnaire (see Annex 7), including the requested supporting documents.
The documents concerning the professional and technical capacity have to be completed once for all the partners of a joint offer, but it must be indicated to which partner the described capacities belong. 

Sections Four and Five: award criteria 
The documents relating to the award criteria shall be provided once by the co-ordinator representing the consortium.

[bookmark: _Toc329847722][bookmark: _Toc425338994]Documents to submit – subcontracting and freelancing
If the tender envisages subcontracting or freelancing, it must include the following.
Section One: administrative information
1.	A questionnaire for joint tenders, subcontracting and freelancing provided in Annex 4. The second and third pages of this questionnaire must be provided once for each subcontractor/freelancer, including the following information:
· the reasons for subcontracting/freelancing;
· the roles, activities and responsibilities of each subcontractor and freelancer;
· the volume/proportion for each subcontractor/freelancer; and
· the experience of the subcontractor/freelancer with regards to the tasks to be subcontracted or freelanced.
2.	A letter of intent (Annex 2D) by each subcontractor and freelancer stating their intention to collaborate with the tenderer if the FWC is awarded to him.

Section Two: exclusion criteria
3.	Subcontractors/freelancers must provide the duly signed declarations on grounds for exclusion (see Annex 6). Where, in a tender, the value of the subcontracting/freelancing which is to be executed by a subcontractor/freelancer is equal to or exceeds 20% of the value of the FWC, the subcontractor/freelancer must provide all the supporting documents to the declaration as specified in point 2.5.1. Where those services represent less than 20% of the FWC, the subcontractor/freelancer shall not be required to provide the supporting evidence. The Publications Office, however, reserves the right to request the evidence if considered necessary.

Section Three: selection criteria
4.	Where, in a tender, the value of the subcontracting/freelancing which is to be executed by a subcontractor/freelancer is equal to or exceeds 20% of the value of the FWC, the subcontractor/freelancer must provide the documents related to the economic and financial capacity as specified in point 2.6.1.1. Where those services represent less than 20%, the subcontractor/freelancer does not have to provide the documents related to the economic and financial capacity. 
5.	However, in case the tenderer relies on the capacities of subcontractors/freelancers for fulfilling the selection criteria as indicated in the questionnaire for joint tenders, subcontracting and freelancing (see Annex 4), the relevant documents related to the professional and technical capacity as defined in point 2.6.2.1 shall be provided.

Sections Four and Five: award criteria
The documents relating to the award criteria shall be provided only by the tenderer.


[bookmark: _Toc329847723][bookmark: _Toc425338995]Evaluation of the tenders in case of joint offers or subcontracting/freelancing

[bookmark: _Toc329847724][bookmark: _Toc425338996]Exclusion criteria
The exclusion criteria will be assessed in relation to each tenderer, subcontractor or freelancer individually. 

[bookmark: _Toc329847725][bookmark: _Toc425338997]Selection criteria
Joint offer
If several tenderers are involved in the tender as partners of a joint offer, each of them must prove that they have the required economic and financial capacity. However, if the criteria stipulate a minimum level to be reached (i.e. a turnover threshold), a consolidated assessment shall be made.
The selection criteria concerning the technical and professional capacity will be assessed in relation to the group as a whole.

Subcontracting and freelancing
The economic and financial capacity of each subcontractor/freelancer individually will be assessed if the Publications office deems it necessary due to the extent of the involvement of the subcontractor/freelancer and the volume of the subcontracting/freelancing. However, if the criteria stipulate a minimum level to be reached (i.e. a turnover threshold), a consolidated assessment shall be made of the extent to which the subcontractor/freelancer makes his resources available to the tenderer for the performance of the FWC.
The selection criteria concerning the technical and professional capacity will be assessed in relation to each proposed subcontractor/freelancer only as regards the subcontracted/freelanced services.
Only in the case where the tenderer intends to rely on capacities from the subcontractor/freelancer in order to fulfil the selection criteria, as indicated in the questionnaire for joint offers, subcontracting and freelancing (see Annex 4), the selection criteria for technical and professional capacity will be assessed in relation to the combined capacities of the tenderer and the subcontractor/freelancer as a whole, to the extent that the subcontractor/freelancer puts his resources at the disposal of the tenderer for the performance of the FWC.

[bookmark: _Toc329847726][bookmark: _Toc425338998]Award criteria
The evaluation (award) criteria will be assessed in relation to the tender as a whole.

3. Joint offers, subcontracting and freelancing

[bookmark: _Technical_specifications][bookmark: _Toc329847727][bookmark: _Toc425338999]Technical specifications

[bookmark: _Toc389830866][bookmark: _Toc405477545][bookmark: _Toc406567060][bookmark: _Toc425339000][bookmark: _Toc342031877][bookmark: _Toc347836897]Scope of the call for tenders
[bookmark: _Toc389830867][bookmark: _Toc342031878][bookmark: _Toc347836900]The scope of this call for tenders is the provision of Semantic web consultancy services.
The provision of services requested through this FWC will concern in general projects, systems and services managed by the Publications Office or projects realised in the scope of the Commission's ISA programme[footnoteRef:5], which rely on semantic technology.  [5:  See http://ec.europa.eu/isa/] 

Examples of relevant systems and services within the Publications Office are the Common repository (CELLAR), the EU Open Data Portal (ODP), the OP Portal Platform, EuroVoc and the Metadata registry.  
As regards the ISA programme, the Publications Office is involved in several projects using semantic technology, like the implementation of the European Legislation Identifier (ELI)[footnoteRef:6] in collaboration with the EU member states. [6:  See http://ec.europa.eu/isa/actions/01-trusted-information-exchange/1-21action_en.htm] 

Please find below some further information about the systems and services managed by the Publications Office.
CELLAR (http://publications.europa.eu/)
The CELLAR is the common repository of the Publications Office where all documents and metadata of the European Institutions managed by the Publications Office are stored and made available for access and reuse. The vision underlying the CELLAR is:
· To guarantee the citizens a better access to law and to the publications of the European Union.
· To encourage and facilitate reuse of content and metadata by professionals and experts.
· To preserve content and metadata and to guarantee access to them over time.
The CELLAR is composed of two parts: the CCR and CMR.
· The CCR (Common Content Repository) is the part of repository that contains, in electronic format, all European institutions’ documents managed by the Publications Office. 
The CCR is based on Fedora Commons. The most common document formats are HTML, PDF and XML.
· The CMR (Common Metadata Repository) is the part of the repository that contains the related metadata and other metadata published by the Publications Office.
The CMR is based on semantic technology: ontology, RDF, triple store, SPARQL endpoint, etc.
The CELLAR is hosted on the premises of the Publications Office.
The CELLAR provides content and metadata for the EUR-Lex website and its search engine. Extensions to support other Public Websites of the Publications Office are ongoing.
In particular in the scope of the publication of the legal binding electronic version of the Official Journal, the CELLAR is a critical system which has to be available on a 24/7 basis.

EU OPEN DATA PORTAL (http://open-data.europa.eu)
The EU Open Data Portal (ODP) was created by Commission Decision 2011/833/EU as the single point of access to data held by the EU institutions, agencies and other bodies. Launched in December 2012, the Portal allows anyone to easily search, download and reuse a growing range of data for commercial or non-commercial purposes, through a catalogue of common metadata. 
It enhances the visibility and discoverability of data held by EU institutions and foster its innovative use thanks to the portal's functionalities based on semantic technology.

OP Portal (http://publications.europa.eu/en/home)
The Publications Office Portal, OP Portal, should become step by step the common access point to all collections managed by the Publications Office, and contributes to exploiting the potential of the CELLAR. It also helps achieving economies of scale by providing shared features (such as authentication and web-analytics) to be used by the different Public Websites of the Publications Office.

EuroVoc (http://eurovoc.europa.eu/drupal/)
EuroVoc is a multilingual, multidisciplinary thesaurus covering the activities of the EU, the European Parliament in particular. It contains terms in 23 EU languages (Bulgarian, Croatian, Czech, Danish, Dutch, English, Estonian, Finnish, French, German, Greek, Hungarian, Italian, Latvian, Lithuanian, Maltese, Polish, Portuguese, Romanian, Slovak, Slovenian, Spanish and Swedish), plus Serbian.
EuroVoc is managed by the Publications Office, which moved forward to ontology-based thesaurus management and semantic web technologies conformant to W3C recommendations as well as latest trends in thesaurus standards. 
EuroVoc users include the European Parliament, the Publications Office, national and regional parliaments in Europe, plus national governments and private users around the world.



Metadata registry (http://publications.europa.eu/mdr/)
The Metadata Registry, MDR,  registers and maintains definition data (metadata elements, named authority lists, schemas, etc.) used by the different European Institutions involved in the legal decision making process gathered in the Interinstitutional Metadata Maintenance Committee (IMMC) and by the Publications Office of the EU in its production and dissemination process. Part of the data is available in sematic formats.

[bookmark: _Toc374367280][bookmark: _Ref423363916][bookmark: _Toc425339001]Services to be provided
The services to be provided in the scope of the FWC are divided into two categories:
S1	Consultancy services – conceptual aspects and ontology design
S2	Consultancy services - technical aspects.
Services requested under S1 are in general intended to be provided by consultants which fulfil the requirements of the profile SEM-SPEC-CONC whereas services requested under S2 are in general intended to be provided by consultants which fulfil the requirements of the profile SEM-SPEC-TECH.
A more detailed description of the services that may be requested under each of the two categories is to be found below. 

[bookmark: _Ref424716686][bookmark: _Toc425339002]Description of the required services 
S1:	Consultancy services – conceptual aspects and ontology design
The services that could be requested under S1 may include (list not exhaustive):
· Ontology design: improvement and extension of existing ontologies, design of new ontologies. Existing, well accepted, vocabularies and ontologies should be adopted whenever possible. Typical questions to be resolved are: How to model particular collections of data? How to model features like embargos, versioning, transactions…? How to ensure smooth data retrieval for re-users?
· Elaboration of specifications (conceptual level) regarding the creation/evolution/extension/harmonisation/optimisation of systems and services (see chapter 4.1);
· Elaboration of implementation and migration strategies (conceptual level);
· Provision of general advice on state of the art and future trends regarding semantic technologies and the Semantic Web;
· Training related to semantic technologies and the Semantic Web (conceptual aspects);
· Presentations of proposed solutions and general recommendation to internal and external stakeholders.
Specifications have to be provided in a way that they can serve as a basis for subsequent technical analysis, prototyping and implementations.
In general, results shall be delivered in electronic format.

S2:	Consultancy services - technical aspects
The services that could be requested under S2 may include (list not exhaustive):
1. Provision of general advice on state of the art and future trends regarding implementation aspects of semantic technologies and the Semantic Web; typical topics are: data visualization and data retrieval, triple stores and SPARQL endpoints (implementation, configuration, query optimization, security, scalability, performance tests), semantic search…
2. Elaboration of technical specifications and development of prototypes regarding the creation /evolution/extension/harmonisation/optimisation of systems and services (see chapter 4.1);
3. Elaboration of implementation and migration strategies (technical level);
4. Assistance with the implementation of ontologies in OWL format, including elaboration of documentation, release notes, change logs, test plans and technical specification documents. 
5. Definition of Open Data strategies and requirements based on semantic technology;
6. Training related to semantic technologies and the Semantic Web (technical aspects);
7. Presentations of proposed solutions and general recommendation to internal and external stakeholders.
[bookmark: _S1:_Evolution][bookmark: _S3:_Consultancy]For prototypes the source code must be delivered according to the specifications for software delivery at the Publications Office (see technical Annex III).
In general, results shall be delivered in electronic format.

[bookmark: _Toc406567064][bookmark: _Toc425339003]Common considerations
a) Documentation
The contractor will ensure that the existing documentation, which is impacted by his work, is permanently up-to-date. For example: documentation related to ontologies, application profiles, URI schemes, interface definitions, etc. 
The costs related to the update of the existing documentation shall be included in the prices given in the price schedule and will not be invoiced separately.


b) Place of work
The execution of the work shall be done on the contractor’s premises or on the premises of the European Institutions in Luxembourg and Brussels. The Publications Office may request the contractor to execute consultancy in other locations within the European Union, EFTA states and candidate countries.
c) Collaboration with third parties
Collaboration with other external experts, developers and stakeholders is required. This includes the participation in workshops and meetings.
d) Training
Training sessions shall be provided on the Publications Office premises or other locations identified by the Publications Office. The contractor is expected to be able to provide relevant training about the application and understanding of semantic technologies and the Semantic Web (ontologies, SPARQL, formats (RDF, SKOS…), data visualisations…)). Training and support material shall be provided in English.
e) Project management approach
All projects executed under this call for tenders shall document the project management activities based on the European Commission project management methodology (called PM²). This methodology incorporates elements from worldwide good practices such as PMBOK, PRINCE2, IPMA-ICB and CMMi. The PM² mandatory artefacts and processes to be followed by the project will be stated by the Publications Office at the moment of the start of the project, at the official kick-off meeting. The Publications Office, at the same moment, will make available the relevant parts of the PM² methodology to the project team, under a non-disclosure agreement.
f) Business process modelling
If not agreed differently, any business process analysis provided in the scope of the FWC should be in line with the Publications Office Enterprise Architecture repository and methodology currently in place (see point 4.5.5). In order to increase operational efficiency and the quality of the products offered, the Publications Office is currently managing its own Enterprise Architecture repository and methodology, implemented with ARIS Business & IT Architect Suite (IDS-Scheer) version 7.2. All graphical models produced during the functional analysis must be delivered by the contractor in digital form in a format allowing easy integration in the central enterprise architecture repository of the Publications Office. 
The applicable rules concerning this type of deliverables are referred to in technical Annex V.



[bookmark: _Toc389830870][bookmark: _Toc405477549][bookmark: _Toc406567065][bookmark: _Toc425339004]Work estimate
The following table presents an estimation of the annual resource requirements and the estimated division per profile with regard to services S1 and S2. Description of the profiles is to be found in Annex 12. 
Please note that the information provided in this table is purely informative. It does not commit the Publications Office for the future.

	Profile
	Estimation of the annual workload in man-days

	
	INTRA MUROS 
	EXTRA MUROS
	TOTAL

	Semantic Technology Specialist 
Profile dedicated to the conception:
SEM-SPEC-CONC
	130
	300
	430

	Semantic Technology Specialist 
Profile dedicated to the technical implementation:
SEM-SPEC-TECH
	225
	275
	500

	Grand total
	355
	575
	930



The work estimate per profile does not include management activities (e.g. presence at meetings and the provision of meeting reports, coordination and reporting activities). 
The cost of management activities (including project management) must be included within the prices given in the price schedule and cannot be invoiced as separate items.
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	Acceptance note
	An "Acceptance note" is a document delivered to the contractor once the testing phase is finished (if applicable) and containing its results. It formalizes the acceptance or rejection of the delivery. The acceptance may be issued with, or without reserves.

	Change request
	A "Change request" is a request of any of the contracting parties when a change in services arises as compared to the requirements set in the contract, specifications or order.
The contractor shall describe the change(s) and indicate the impact of the change request in time and resources. 
A new feature would be considered as "Change request".

	Delivery note
	A "Delivery note" means a document containing the number of the framework contract and of the Order and the details of the delivery, acknowledging the fact that the delivery has taken place but in no way implying conformity with the specifications. It is compulsory for all deliverables.

	Extra Muros
	"Extra Muros" means outside the premises of the Publications Office. If nothing else is mentioned, the services shall be provided outside the premises of the Publications Office.

	Fixed price order
	Order based on the fixed priced for a project or services proposed by the contractor, or on the fixed price provided in the price schedule.

	Intra Muros
	"Intra Muros" means within the premises of the Publications Office. Work performed Intra Muros by the contractor must respect the working days and the working hours of the Publications Office (see below).

	Order form / Specific contract ("Order")
	An "Order" is a document signed by the Commission and the contractor ordering services or products pursuant to the FWC.

	Project
	Planned set of interrelated tasks to be executed over a fixed period and within certain cost and other limitations. "Projects" are initiated by minimum one order-form. They typically start with a kick-off meeting and end with the delivery of the product or service.

	Quoted time and means order
	Order for services based on the price per man-day as provided in the price schedule where work is ordered for a total number of days and later divided into various sub-tasks. The sub-tasks will be assigned based on an agreed fixed estimate of the number of man-days for each sub-task.

	Request for services
	A request sent by the Publications Office to the contractor requesting the later to provide specific tender in accordance with point 4.6.2 of the Specifications.

	
Time and means order
	Order for services based on the price per man-day as provided in the price schedule.

	Working days
	Normal "Working days" are Monday to Friday, excluding public holidays: 1 January, Easter Monday, 1 May, Ascension Day, Whit Monday, 23 June, 15 August, 1 November, 25 und 26 December.

	Working hours
	7 a.m. to 8 p.m. (CET) on working days. 

	Working language
	English.



[bookmark: _Toc374367283][bookmark: _Toc425339006]Working environment
[bookmark: _Toc374367284][bookmark: _Ref423362197][bookmark: _Toc425339007]The technical environment
See technical Annex I "Technical environment and standard operating procedures of the Publications Office".
[bookmark: _Ref372014627][bookmark: _Toc374367285][bookmark: _Toc425339008]Issue tracking system (ITS)
See technical Annex II "The Publications Office's Recording and Tracking system".
[bookmark: _Toc374367286][bookmark: _Toc425339009]Software deliveries repository
See technical Annex III "Software Delivery, Integration and Source Code Management with Apache TM Subversion".
[bookmark: _Toc374367287][bookmark: _Toc425339010]Security requirements
See technical Annex IV "Publications Office Minimum Security Requirements".
[bookmark: _Enterprise_Architecture_repository][bookmark: _Toc374367288][bookmark: _Toc425339011]Enterprise Architecture repository
For generic clauses related to studies, business analysis deliverables and tool usage rules please refer to technical Annex V "Rules applicable to the Enterprise architecture (EA) / Business Process Modelling (BPM) deliverables".

[bookmark: _Toc374367289][bookmark: _Toc425339012]Working methods and constraints
[bookmark: _Toc374367290][bookmark: _Toc425339013]Execution of the contract
Provision of services will be based on orders.
Orders may be either on a:
i. fixed price basis
ii. time and means basis
iii. quoted time and means basis
The decision rests solely with the Publications Office.

[bookmark: _Requests_for_services][bookmark: _Toc374367291][bookmark: _Toc425339014]Requests for services
The Publications Office shall state the type of the order (fixed price or quoted time and means) in the request for services. No request for services will be issued for time and means orders. The order shall be issued directly by the Publications Office.
The contractor will receive a request for services with accompanying documents (i.e. functional or technical specifications).


For quoted time and means orders, work will be ordered for a total number of days and will be subsequently divided into various sub-tasks. The overall effort estimation for the order will be provided by the Publications Office.
For fixed price orders, the estimation will be included in the contractor's specific tender. 
The contractor shall submit its specific tender to the Publications Office, with the following deadlines:
· for fixed price orders, the deadline is ten (10) working days following the receipt of the request;
· for quoted time and means orders, the deadline is five (5) working days following the receipt of the request.
.
Unless otherwise indicated in the request for services, the specific tender shall consist of the following elements:
· description of the tasks/work packages to be executed and list of the deliverables including list of documentation do be drafted / updated;
· constraints (human resources, time, planning, infrastructure, etc.);
· in case of projects, a project plan, including all the required intervention or active participation of the Publications Office;
· in case of fixed price orders, a conclusive and binding effort estimation (including profile breakdown), and a fixed price calculated on the basis of the man-days rate of the appropriate profiles included in the price schedule of the FWC;
· in case of quoted time and means orders, a total price calculated on the basis of the man-days rate of the appropriate profiles included in the price schedule of the FWC.
The Publications Office shall have ten (10) working days to accept or reject the specific tender. The contractor may be requested to provide additional information/introduce modifications to its tender. In such a case, an updated specific tender shall be provided within two (2) working days following the request reception by the contractor.
Following the acceptance of the contractor's specific tender an order will be issued. Within ten (10) working days of an order being sent by the Publications Office to the contractor, the Publications Office shall receive it back, duly signed and dated.



[bookmark: _Execution_of_orders][bookmark: _Toc374367292][bookmark: _Toc425339015]Execution of orders
(i) Fixed-price orders
The launch of a fixed-price order will be formalized by a kick-off meeting which shall take place within five (5) working days following the signature of the order by the contractor. 
No later than three (3) working days before the kick-off meeting a detailed presentation of the team allocated to the execution of the order, a detailed version of the project plan (in case of project), as well as a quality assurance plan shall be provided for validation by the Publications Office.
The Publications Office shall have five (5) working days following the kick-off meeting to validate, or reject the team allocated to the execution of the order, the detailed version of the project plan or the quality assurance plan. The contractor may be requested to provide additional information or introduce modifications to its proposal. In such situations an updated proposal shall be provided within two (2) working days following the reception of the request by the contractor.
(ii) Time and means orders
For time and means orders the work shall be undertaken by the contractor on the basis of man-days. Work can be requested (e.g. using the 	"Issue tracking system" (ITS)) as soon as an order is signed by both contracting parties.
(iii) Quoted time and means orders
For quoted time and means orders, work will be ordered for a total number of days and will later be divided into various sub-tasks.
If the number of days agreed and ordered has not been fully taken up, the Publications Office shall not be obliged either to use or to pay for the days not worked and the contractor shall not be entitled to claim damages therefore.
During the execution of a quoted time and means order, the Publications Office will provide the contractor with a detailed description of each sub-task (e.g. as Tasks, using the 	"Issue tracking system" (ITS)). The contractor will then send the Publications Office an estimate of the profiles and the corresponding number of days needed to carry out the sub-task, the list of deliverables and their expected delivery dates. The time-limit to provide the estimate depends on the priority of the sub-task (e.g. as Tasks, using the "Issue tracking system" (ITS)).
The Publications Office shall have ten (10) working days to accept or reject the estimate. The contractor may be requested to provide additional information/introduce modifications to its estimate. In such a case, an updated estimate shall be provided within two (2) working days following the request reception by the contractor.
Once the estimate has been accepted by the Publications Office, only the number of days indicated in the estimate will be chargeable; the delivery dates and the budget will be binding, unless an amendment is agreed upon.

[bookmark: _Toc374367293][bookmark: _Toc425339016]Deliverables and their acceptance
Deliveries may include one or more deliverables, related to one or more order forms. Intermediate deliveries in common agreement are possible.
The place of delivery shall be the premises of the Publications Office in Luxembourg:
2 rue Mercier
L-2985 Luxembourg
unless otherwise notified to the contractor.
Any hand-delivery must be done during the normal working hours of the Publications Office. 
The Publications Office shall be notified in writing of the exact date and time of delivery at least forty-eight (48) hours in advance.
Deliveries can be composed of:
· Documentation only,
· Software and related documentation (in case of prototyping in the scope of service S2).

Acceptance of deliveries which do not include software (analysis documents, technical studies, etc.)
Unless otherwise specified, each delivery, including intermediate ones, shall include following elements:
· a delivery note detailing the content of the delivery with revision identifier (see model in Annex 14);
· a full updated project documentation (Functional Analysis, Technical Architecture, User Manual, Operational Manual, Training Material, Analysis graphical models, etc.- when applicable).
Deliveries will follow the following acceptance procedure.
It starts on the first working day after the date of signature of the Delivery note by the Publications Office and takes usually up to twenty (20) working days.

The Acceptance note (see model in Annex 13) will include the conclusions of the acceptance phase.
One of three situations may occur:
A. The delivery is accepted with no reserves. No problems have been detected during the acceptance phase.
B. The delivery is accepted with reserves. One or several minor problems have been identified during the acceptance phase as specified in the Acceptance note. The contractor has to communicate its position within five (5) working days after reception of the Acceptance note by organizing a meeting with the Publications Office. The contractor accepts the result of the acceptance by countersignature of the Acceptance note. At the same time it communicates its planning for the delivery of the necessary corrections, which shall be made no later than three (3) weeks following the issue of the Acceptance note. The planning has to be accepted by the Publications Office.
C. The delivery is rejected due to the existence of major problems found during the acceptance period. The contractor has to communicate its position within five (5) working days after receipt of the rejection note by organizing a meeting with the Publications Office. Since the contractor has to prepare a new delivery, the contractor will propose a new delivery date during the meeting. The planning has to be accepted by the Publications Office.

Acceptance of deliveries which include software
Software deliveries in the scope of the FWC concern prototypes developed under service S2 (see chapter 4.2.1). The requirements for each prototype in terms of functionality, documentation, testing etc. and the acceptance criteria will be specified in the request for service.
Unless otherwise specified, each delivery, including intermediate ones, shall include following elements:
· A delivery note;
· A release note (detailing the content of the delivery);
· An installation manual.
The installation of the submitted software can take up to ten (10) working days.
The Publications Office may request the support of the contractor in case of problems during the installation phase, without supplementary charges.

For software deliverables and related documentation the acceptance period will take up to forty (40) working days. 
An Acceptance note will be established, which includes the conclusions of the testing period. One of three situations may occur:
1. The delivery is accepted with no reserves. The software meets the requirements defined in the request of work. 
2. The delivery is accepted with reserves. One or several minor or non-blocking problems have been identified during the test phase as specified in the Acceptance note. The contractor has to communicate its position within five (5) working days after reception of the Acceptance note by organizing a meeting with the Publications Office. The contractor accepts the result of the acceptance by countersignature of the Acceptance note. At the same time it communicates its planning for the delivery of the necessary corrections, which shall be made no later than one (1) month following the issue of the Acceptance note. The planning has to be accepted by the Publications Office. 
3. The delivery is rejected because major requirements have not been met. The contractor has to communicate its position within five (5) working days after receipt of the rejection note by organizing a meeting with the Publications Office. As the contractor has to make a new delivery, the contractor will propose a new delivery date during the meeting. The planning has to be accepted by the Publications Office. 
If no Acceptance note is issued by the Publications Office at the end of the acceptance period, the deliverables are implicitly accepted.
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Contract monitoring
The Publications Office will designate one or two officials responsible for monitoring of the proper execution of the FWC.
The contractor shall designate an account manager who will have an overall responsibility for the execution of the FWC. 
The costs related to the contract management including costs of reporting shall be included in the prices foreseen in the price schedule and shall not be invoiced separately.

Meetings
Depending on the specific projects and activities, the meetings and their conditions will be defined individually on common agreement between the contractor and the Publications Office. 
Presence of the contractor's representative will be requested at every meeting and the presence of other persons may be required as well. 
Meetings may be arranged at short notice meaning that the contractor must be available within 3 working days.
The costs of all meetings in Brussels or in Luxembourg shall be included in the prices and shall not be invoiced separately.
For each meeting/remote conference (audio and/or video), the contractor shall:
· prepare an agenda and distribute it at least two (2) days before the meeting;
· ensure the participation of the relevant contractor's staff;
· draft detailed meeting minutes including additions to the Action Items list, and submit them to the Publications Office for comments within five (5) working days following the meeting;
· collect and integrate the corrections requested by the Publications Office to the meeting minutes during ten (10) working days following the submission of the draft version;
· distribute the final version of the minutes.

In addition, for meetings, the contractor shall provide, maintain and review: 
· a risks list and related management actions;
· a list of issues and related actions, ongoing tasks;
· a deliverables tracking matrix with planned and actual dates for all actions related to a deliverable (delivery, Acceptance note sent, Acceptance note signed, etc.).

Activity report
As part of the contract management activities for periods when there is an active order, no later than the fifth (5th) working day of each month, the contractor shall send to the Publications Office an activity report reflecting the situation at the end of the previous month covering all orders. The Publications Office shall have ten (10) working days to accept, or reject it. The contractor may be requested to provide additional information to its report. In such situations an updated activity report shall be provided within two (2) working days following the reception of the request by the contractor.
The Activity report shall consist of the following parts:

A) Financial balance
The minimum information included in the balance shall be:
For each order:
(i) amount ordered, 
(ii) amount invoiced, 
(iii) remaining budget available and 
(iv) planning of submission of the remaining invoices.
For time and means and quoted time and means orders, the man-days status per profile (initial, consumption, forecast, remaining part) shall be added.

B) KPI’s
The report shall include a table presenting the value of all monthly KPI’s for the last (twelve) 12 months. (See point 4.6.7).


C) Deliverables tracking matrix
The Deliverables Tracking Matrix shall contain all planned and actual dates for all actions (delivery, sending of acceptance note, signature of acceptance note, etc.) related to all known (future, current and past) deliverables, including document deliverables under the contract.
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1.1.1.1. Working languages
The working language for this FWC will be English; therefore all documentation shall be delivered in English. The same applies to all the communications during the implementation of the projects.
1.1.1.2. Human resources issues and replacements
The following requirements have to be met:
· the Publications Office reserves the right to verify, at any point in time, if the proposed human resources fulfil requirements of the Specifications;
· the contractor must replace human resources unable to carry out the ad hoc assignments conforming to the required standards;
· the contractor must inform the Publications Office one month in advance of any foreseeable human resource change. For a human resource proposed for the first time to the Publications Office, detailed information has to be provided by the contractor. The Publications Office reserves the right to reject the proposed human resources on the basis of insufficient quality qualifications.
The initial human resources remain in place until the replacement is fully operational;
· a replacement has to be immediately operational when the original human resources are withdrawn;
· as a consequence of any replacement of the human resources an adequate handover respective introduction period of at least ten (10) working days must be foreseen. All costs related to the handover (e.g. training expenses) are to be paid by the contractor;
· if the human resources are unavailable due to reasons beyond the contractor’s control, the contractor has immediately to inform the Publications Office and make available an equivalent replacement within five (5) working days;
· The contractor must provide training for the human resources involved in the contract's execution.
1.1.1.3. Time limits
The time limits for deliveries and the other time limits, except the ones already stated in the contract, will be specified on each order or the accepted estimate.
The delivery times are per order/estimate, irrespective of other orders/estimates being processed.
Failure to observe deadlines may lead to the application of liquidated damages. 
1.1.1.4. Change request
As soon as the contractor identifies the need for a change, it has to notify it to the Publications Office. A change request may be raised during the whole validity period of an order.
For each change request the contractor shall provide the following information: 
(i) ID number of change request, 
(ii) author, dates of creation/validation, 
(iii) description (summary and detailed), 
(iv) workload per profile, 
(v) impact in terms of plan and other impacts, 
(vi) risks, 
(vii) amount, 
(viii) how it is taken in charge.
Only after receiving officially this information, the Publications Office and the contractor will start the discussion on it. The change will be eventually subject to validation by the Publications Office. If the change request is approved a dedicated order will be issued and sent to the contractor.
1.1.1.5. e-PRIOR
The Commission is planning to implement an electronic system for the exchange of documents such as requests for services, orders or invoices. For further information on the application that may be used please consult the link: http://ec.europa.eu/dgs/informatics/supplier_portal/index_en.htm .
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Key Performance Indicators (KPI)
For the key areas related to the contract's execution a level of performance has been defined representing the minimum level of quality to be provided. 
The global quality is evaluated every month. The contractor will collect the values of the KPIs and consolidate them in the activity report handed out to the Publications Office. 
During the three (3) first months following the start of the contract, the KPIs will be monitored without application of liquidated damages (break-in period). After that period, the quality of services provided by the contractor will be strictly evaluated based on the KPIs measurement.
The Publications Office will use the Key Performance Indicators as described in the tables below:
	KPI Attribute
	KPI Attribute Description

	ID:
	Represents the KPI Identifier

	Name:
	Contains the description of the KPI

	Target
	Describes objective against which the KPI will be evaluated

	Procedure
	Describes how the raw data is collected to compute the value of the KPI and the calculation formula



Table 1 - List of KPI Attributes
	ID
	Name
	Target
	Procedure

	KPI-1
	Provision of a proposal to the Publications Office
	According to the deadlines defined in 4.6.2
	In working days. Information is maintained by the contractor in a dedicated Excel sheet.

	KPI-2
	Reception of the Order signed by the contractor
	According to the deadlines defined in point 4.6.2
	In working days. Information is maintained by the contractor in a dedicated Excel sheet.

	KPI-3
	Punctuality of the kick-off meeting
	According to the deadlines defined in point 4.6.3
	In working days. Information is maintained by the contractor in a dedicated Excel sheet.

	KPI-4
	Punctuality of presentation of the detailed monthly activity report
	According to the deadlines defined in point 4.6.5
	In working days. Information is maintained by the contractor in a dedicated Excel sheet.

	KPI-5
	Number of deliverables after the deadline
	0
	The contractor is supposed to deliver deliverables not later than the date specified in the accepted detailed project plans or commonly agreed during the meetings.

	KPI-6
	Number of deliverables rejected
	0
	The contractor sends a deliverable for acceptance.
Within the acceptance period the Publications Office issues an Acceptance Note. In point 3 of the Note, it selects “Refusal” and includes a document with a detailed explanation of the refusal.

	KPI-7
	Meeting minutes of regular meetings
	According to the deadlines defined in point 4.6.5
	In working days. Information is maintained by the contractor in a dedicated Excel sheet.

	KPI-8
	Miscellaneous deadlines
(not linked to deliverables)
	According to the deadlines defined in the contract/order
	In working days. Information is maintained by the contractor in a dedicated Excel sheet. For all deadlines specified in the FWC or in the applicable order which are not already covered by any other KPI.


4. Technical specifications
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[bookmark: _Toc425339021]Annex 1	Price schedule and estimation form

The price schedule and estimation form is to be downloaded from e-Tendering:
Link:
https://etendering.ted.europa.eu/cft/cft-display.html?cftId=860
To submit an offer, the tenderer must:
· complete electronically the price schedule. On the basis of its content the estimation form will be calculated automatically;
· verify and print each page of the price schedule and of the estimation form on paper;
· duly date, sign and stamp each page;
· copy the complete file onto CD accompanying the paper version of the offer.


Both the paper version and CD are to be submitted in triplicate.
In case of discrepancies between the paper version and the electronic version the paper version will take precedence.
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Model financial identification form
(to be completed by the tenderer and his or her financial institution)
	The tenderer's attention is drawn to the fact that this document is a model, and a specific form in each official language is available at the following Internet address:
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 


[image: ]The account shall be denominated in EUR, or local currency where the receiving country does not allow transactions in EUR.
Annex 2A Financial identification form
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Model legal entity form
(to be completed and signed by the tenderer)
	The tenderer's attention is drawn to the fact that this document is a model, and a specific form in each official language is available at the following Internet address:
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
[image: ]


Annex 2B, Legal entity form
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Consortium Agreement
(giving power of attorney to one of the companies to act as consortium leader)

We, the undersigned: 
– 	[Name, Surname, Position, Company Name, Registered address, VAT number] 
– 	[Name, Surname, Position, Company Name, Registered address, VAT number] 
– 	….. 
–	[Name, Surname, Position, Company Name, Registered address, VAT number], 

having the legal capacity to act on behalf of the companies mentioned above (hereinafter "consortium members" and collectively as "the consortium"), 

HEREBY AGREE AS FOLLOWS: 
(1) To create a consortium (without legal capacity) in order to submit a joint offer in response to call for tenders No [    ], lot [    ], title "[                                                                        ]" launched by the Publications Office (European Commission).
(2)	To designate [Company Name] as the consortium leader.[footnoteRef:7] 
  [7:  The consortium leader has to be one of the consortium members.] 

(3)	To give power of attorney to the consortium leader to submit the offer on behalf of the consortium members.
*******
(4)	If the FWC is awarded to the consortium, 
(i)	the consortium members shall: 
a) be jointly and severally liable towards the European Union for the performance of the FWC;
b) comply with the terms and conditions of the FWC and ensure proper execution thereof.
 (ii)	the consortium members give all the necessary powers to the consortium leader to act on their behalf, and in particular to:
a) sign all contractual documents - the FWC itself, specific contracts/order forms and amendments, if applicable;
b) coordinate the execution of the FWC by the consortium members and see to its proper administration;
c)  act as a single point of contact for the European Commission;
d) issue invoices related to the execution of the FWC by the consortium.
(5)	Payments by the European Commission related to the execution of the FWC shall be made through the following bank account: 
[Bank account holder´s name, bank account number (IBAN), bank address].

Any modification of this consortium agreement shall be subject to the written approval of the European Commission.
This consortium agreement shall take effect on the date of the last signature. It shall expire when all the obligations of the consortium members towards the European Union in connection with the FWC have ceased to exist. It cannot be terminated before that date without the written consent of the European Commission.

Name: [                                        ]			Name: [                                        ]
Position: [                                    ]			Position: [                                    ]
Company: [                                  ]			Company: [                                  ]

Signature………………………………… 		Signature…………………………………
Signed in ………. on …………….……		Signed in ………. on …………….……

Name: [                                        ]			Name: [                                        ]
Position: [                                    ]			Position: [                                    ]
Company: [                                  ]			Company: [                                  ]

Signature………………………………… 		Signature…………………………………
Signed in ………. on …………….…… 		Signed in ………. on …………….…… 

Annex 3, Form for identification of the tenderer


Annex 2C, Consortium agreement
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LETTER OF INTENT
I the undersigned, Mr/Ms ……………
In my capacity as the subcontractor's representative/freelancer, hereby declare
	Name & address 
	

	Tenderer (name of the company that wishes to subcontract
	

	Number and title of the tendering procedure 
	



In the event that the FWC is awarded to the aforementioned tenderer, the subcontractor/freelancer undertakes to perform the subcontracted/freelancer section of the aforementioned FWC in accordance with the conditions of the tendering procedure and the tender submitted by the tenderer.

Done in ONE ORIGINAL COPY at ..................................... on ........................................ 

Signature of legal representative of the subcontractor/freelancer …….

Annex 2D, Letter of Intent
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Identification of the tenderer (to be completed)
acting in the capacity of:
□ member of consortium (function: ……)
members of a consortium, which are not the leader, only have to fill in the first paragraph – identity, and the last paragraph – declaration 
□ single tenderer
Information to be included in the FWC in case of award
	Identity
	Answer

	Official name of tenderer in full
	

	Official legal form
	

	Country of registration
	

	Statutory registration number
	

	VAT registration number 
	

	Official address of tenderer in full 
	

	(Internet address – if applicable)
	

	Person(s) designated to sign the FWC – name in full and function. Please indicate if the person(s) are authorized to sign alone or together*
	



	Contact person
For administrative matters
	Answer

	Name in full and title
	

	Function/Position
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	



	Contact person
For technical matters
	Answer

	Name in full and title
	

	Function/Position
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	



	Contact details
For invitations to submit specific tender
	Answer

	Name in full and title (if applicable)
	

	Function/Position (if applicable)
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	



Declaration by an authorized representative
	I, the undersigned, certify that the information given in this tender is correct, that I accept the conditions set out in the invitation letter, the tender specifications and the FWC and that the tender is valid.

	Name in full and title
	

	Function/Position (e.g. “manager”)
	

	DATE/
SIGNATURE
	


* The tender must include documents proving that the person(s) designated to sign the FWC as well as the person(s) signing the tender are authorized to do so.

Annex 3, Form for identification of the tenderer
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This questionnaire only has to be completed if your tender involves a joint offer, subcontracting or freelancing
Joint offer

1.	Does your tender involve more than one tenderer?		Yes		No
The questions No 2 – 4 shall be answered only if the answer is affirmative.

2.	Please fill in the name of the company having power of attorney for the consortium and acting as a leader:
…….….……………………………….…
3.	Please fill in the names of the other companies taking part in the joint offer:
…….….……………………………….…
…….….……………………………….…
…….….……………………………….…
4.	If a consortium or similar entity exists, please fill in the name and the legal status of the entity:
…….….……………………………….…

Subcontracting/freelancing

5.	Does your tender involve subcontracting or freelancing?	Yes		No
If the answer is yes, please complete question number 6, and the next two pages once for each subcontractor/freelancer.
6.	List of subcontractors/freelancers:
…….….……………………………….…
…….….……………………………….…
…….….………………………………….


Reasons, roles, activities and responsibilities of subcontractors/freelancers

Please complete this page once for each subcontractor/freelancer:

Name of the subcontractor/freelancer:
…….….……………………………….………………………………………..
Official legal form:
…….….……………………………….………………………………………..
Country of registration:
…….….……………………………….………………………………………..
Statutory registration number:
…….….……………………………….………………………………………..
(Internet address, if applicable):
…….….……………………………….………………………………………..
Official address in full:
…….….……………………………….………………………………………..
Contact person:
…….….……………………………….………………………………………..
Telephone number:
…….….……………………………….………………………………………..
Reasons for subcontracting/freelancing:
…….….……………………………….………………………………………..
Role, activities and responsibilities of the subcontractor/freelancer:
…….….……………………………….………………………………………..
Value of the subcontracting/freelancer, as a percentage of the contract's value:
…….….……………………………….………………………………………..
Do you intend to rely on capacities from the subcontractor/freelancer in order to fulfil the selection criteria? If yes, specify which selection criterion – financial and economic capacity or technical and professional capacity – and be aware that the tenderer must provide the documents which make it possible to assess the selection criteria to the extent that the subcontractor/freelancer puts its resources at the disposal of the tenderer. 
…….….……………………………….………………………………………..




Experience of the subcontractor/freelancer with regards to the tasks to be subcontracted or freelanced

Please complete this page once for each subcontractor/freelancer:
…….….……………………………….………………………………………..


Annex 5, List of documents to provide

Annex 4, Questionnaire for joint offers subcontracting and freelancing
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	DOCUMENT
	Annex to the specifi-cations
	Place in the tender

	Section One: administrative information

	Duly signed cover letter (to be provided)
	---
	

	List of documents (this document completed)
	5
	

	Financial identification form (to be completed)
	2A
	

	Legal entity form (to be completed) with supporting documents as described in point 2.4 (to be provided):
· Proof of registration number and of VAT number
· Documents showing that the person(s) signing the tender and designated to sign the FWC are entitled to do so
	2B
	

	Form for identification of the tenderer (to be completed)
	3
	

	Questionnaire for joint offers, subcontracting and freelancing
(if applicable, to be completed)
	4
	

	If it is a joint offer, a Consortium Agreement signed by legal representatives of all the partners of the joint offer:
· recognizing joint and several liability for all the partners of the joint offer for the performance of the FWC
· giving one of the partners of the joint offer (coordinator) power of attorney to represent the other parties to sign and administrate the FWC
	2C
	

	If subcontracting/freelancing is involved in the tender, a letter of intent by each subcontractor/freelancer stating their intention to collaborate with the tenderer if the FWC is awarded to him
(to be provided)
as well as other documents referred to in point 3.3 of the specifications (to be provided)
	---
	




	Section Two: Documents relating to the exclusion criteria

	Declaration on grounds for exclusion (to be completed) with the following supporting documents (to be provided)
· a recent extract from the ‘judicial record’ or equivalent
· a recent certificate of having fulfilled obligations relating to the payment of social security contributions or equivalent
· a recent certificate of having fulfilled obligations relating to the payment of taxes or equivalent
	6
	

	Section Three: selection criteria

	a) financial and economic capacity

	Economic and financial capacity questionnaire
(to be completed) and accompanying documents
 (to be provided)
	7
	

	b) technical and professional capacity

	Short description of the tenderer's economic activity
 (to be provided)
	---
	

	PARFs (to be completed)
	9
	

	CV summary (to be completed)
	10
	

	CV-Forms (to be completed)
	11
	

	Section Four: technical award criteria

	Tenderer's approach to issue no 1 (document no 1)
	---
	

	Tenderer's approach to issue no 2 (document no 2)
	---
	

	Tenderer's approach to issue no 3 (document no 3)
	---
	

	Document no 4
	---
	

	Section Five: financial award criteria

	Price schedule (to be completed)
	1
	

	Estimation form (to be completed)
	1
	



Annex 5, List of documents to provide
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	DECLARATION


1. 	Pursuant to Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on the financial rules applicable to the general budget of the Union (OJ L298 of 26 October 2012), I, the undersigned, declare on my honour that the following grounds for disqualification do not apply to the company or organisation (hereinafter referred to as "the organisation") which I represent, or to me (if the tenderer/subcontractor/freelancer is a natural person):
(a)	being bankrupt or being wound up, having one's affairs administered by the courts, having entered into an arrangement with creditors, having suspended business activities, being the subject of proceedings concerning those matters, or being in any analogous situation arising from a similar procedure provided for in national legislation or regulations;
(b)	having been, or persons having powers of representation, decision making or control over the organisation having been convicted of an offence concerning professional conduct by a judgement of a competent authority of a Member State which has the force of res judicata;
(c)	being guilty of grave professional misconduct proven by any means which the contracting authority can justify including by decisions of the EIB and international organisations;
(d)	not being in compliance with my obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country of establishment or with those of the country of the contracting authority or those of the country where the contract is to be performed;
(e)	having been, or persons having powers of representation, decision making or control over the organisation having been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation, money laundering or any other illegal activity, where such illegal activity is detrimental to the Union's financial interests;
(f)	being subject of the administrative penalty for being guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the procurement procedure or for failing to supply the information, or for being declared to be in serious breach of his obligation under contracts covered by the budget.
For (d), the applicant must submit, recent certificates issued by the competent authority of the country concerned showing that his or her situation is in order. 
The Commission will accept as sufficient evidence that none of the cases quoted in (a), (b) or (e) applies to the tenderer, upon production of a recent extract from the "judicial record" or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that the requirements have been met.
Where the country concerned does not issue documents or certificates of the kind required above, they may be replaced by a sworn, or failing this, a solemn statement, made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in the country of origin or providence.


2.	Pursuant to Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on the financial rules applicable to the general budget of the Union (OJ L 298 of 26 October 2012), I declare on my honour that:
· neither the company or organisation that I represent nor any member of its staff or of its board or any of its directors is placed in a situation of conflict of interests for the purposes of this tendering procedure;
· I will inform the Commission, without delay, if any situation of conflict of interests or that may lead to a conflict of interests arises;
· I have not been guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the contract procedure or failed to supply this information;
· the information given to the Commission for the purposes of this tendering procedure is accurate, honest and complete.
The Commission reserves the right to check this information.

Done at ....................................................., on ..................................................

								  Signature:		

Name of the signatory(ies) of this form (representative(s) legally authorised to represent the tenderer vis-à-vis third parties and acting on behalf of the aforementioned company or organisation)
…………………………………………………………………………………….
Name of the company/organisation represented (if applicable):
…………………………………………………………………………………….
Legal address:……

Annex 6, Declaration on the grounds for exclusion

[bookmark: _GoBack]Invitation to tender n°10632		 66/76
[bookmark: _Annex_7_Economic][bookmark: _Toc316311947][bookmark: _Toc329847753][bookmark: _Toc425339030]Annex 7	Economic and financial capacity questionnaire
	
	2014
	2013

	Balance sheet

	Total assets 
	
	

	Fixed assets
	
	

	· Formation expenses
	
	

	· Intangible assets
	
	

	· Tangible assets
	
	

	· Financial assets
	
	

	Current assets
	
	

	· Debtors/debts due within one (1) year
	
	

	· Debtors/debts due after one (1) year
	
	

	· Cash (bank & hand)
	
	

	· Stocks and contracts in progress
	
	

	· Other current assets
	
	

	· Accrued income
	
	

	

	Total liabilities
	
	

	Capital
	
	

	· Subscribed capital
	
	

	· Paid-up capital
	
	

	· Reserves
	
	

	· Profits and loss brought forward
	
	

	· Capital subsidies
	
	

	· Provisions
	
	

	Creditors
	
	

	· Short term bank debt (to be paid within one (1) year)
	
	

	· Long term bank debt (to be paid after one (1) year)
	
	

	· Short term non-bank debt (to be paid within one (1) year)
	
	

	· Long term non-bank debt (to be paid after one (1) year)
	
	

	· Other debts
	
	

	· Deferred charges
	
	






	Profit and loss account

	Turnover 
	
	

	Capitalised production
	
	

	Other operating income
	
	

	Staff costs
	
	

	Costs of materials
	
	

	Other operating charges
	
	

	Gross operating profit 
	
	

	Depreciation
	
	

	Financial products
	
	

	Financial charges
	
	

	Extraordinary income
	
	

	Extraordinary charges
	
	

	Tax on profits
	
	

	Profit/loss on ordinary activity
	
	

	Profit/loss for the financial year
	
	




The following documents shall be attached:
· balance sheet for the years 2014 and 2013.
· profit and loss account for the years 2014 and 2013.

Annex 7, Economic and financial capacity questionnaire
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ACCEPTANCE NOTE
	1. Context

	1.1. Contract
	

	1.2. Contractor
	

	1.3. Project reference, if applicable
	

	1.3. Order form references
	

	2. Deliverables list

	2.1. Deliverable
	2.2. Name
	2.3. Delivery date

	
	
	

	
	
	

	
	
	

	3. Conclusion of Acceptance

	
	3.1. 	Acceptance without reserves.

	
	3.2.	Acceptance with reserves (the contractor undertakes to correct -within the agreed time schedule- faults noted and described at point 5 of the current document).

	
	3.3.	Guarantee period applicable?

	End date:
(6 months from the last signature by the Publications Office – point 4.2)
	

	
	3.4.	Refusal (the contractor undertakes to correct faults noted and described at point 5 of the current document). New delivery has to be done according to the rules set out in the contract.

	4. Visas 

	4.1. CONTRACTOR
	4.2. PUBLICATIONS OFFICE

	Date:
	
	Date:
	
	Date:
	

	Name:
	
	Name:
	
	Name:
	

	Function: 
	Project Leader
	Function: 
	Project Owner
	Function:
	Project Manager(s)

	Visa: 
	
	Visa: 
	
	Visa: 
	


	
Final acceptance (end of guarantee), if applicable:

	Date:
	
	Date:
	
	Date:
	

	Name:
	
	Name:
	
	Name:
	

	Function: 
	Project Leader
	Function: 
	Project Owner
	Function: 
	Project Manager(s)

	Visa: 
	

	Visa: 
	

	Visa: 
	


	5. Observations

	



	<<Company logo>>
	DELIVERY NOTE
	Delivery Reference / 
Number / Release version:

<< WP / Release ref>>




	References

	Contract
	Framework Contract No 10632: <<Semantic web consultancy>>

	Contractor
	<<Company name>>

	Project reference, if applicable
	<<Project name>>

	Order form reference
	<<Order number>>

	Date
	xx/xx/20xx



	Deliverable Contents

	No
	Description
	Reference
	Supporting material(*)

	1.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>

	2.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>

	3.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>

	4.
	<< to be completed>>
	<< to be completed>>
	<< to be completed>>


(*):P: paper, M: electronic mail, T: electronic transfer, D: disk

	
	Contractor
	Publications Office

	Date:
	
	

	Name:
	
	

	Function:
	
	

	Visa:
	
	




Annex 8, Acceptance and delivery note
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PARF n°: ………. (page 1 of 3)
Tenderer: ……………………………..…………………………………………….
Project/Activity name: ……………………………..………………………………

Client information
	Client Name:	 ………………………………….……..………………………
Client Economic Sector: ……………………………..………………………
 Public Private sector
Contact persons:
Name:			Function:		                Tel.:                       E-mail:
……………………………..……………………………..……………………



Organisation, planning, volumes
	Principal contractor for this project/activity (check the appropriate):
□ Tenderer
□ Other (please specify consortium leader, member, subcontractor, freelancer)

Principal location for this project/activity:
□ Tenderer's premises
□ Client's premises
other: ______________________

Start date (mm/yyyy)			End date (mm/yyyy)			(actual / planned)

Internet address of the project when applicable:
Number of total and tenderer's own technical staff involved in man-days, during the project duration / its executed part, by profile, during the reference period 16/09/2012 until 16/09/2015

	
	Total number of man-days
	Number of
 man-days provided by the tenderer

	Semantic technology specialist, 
profile dedicated to the conception (SEM-SPEC-CONC)
	
	

	Semantic technology specialist, 
profile dedicated to technical aspects (SEM-SPEC-TECH)
	
	



PARF n°: ………. (page 2 of 3)

Tenderer: ……………………………..…………………………………………….
Project/Activity name: ……………………………..………………………………
Description of the project/activity:
	Explain the relevance of this project with regards to the various services (Sx):
S1
S2
Project/Activity type (development, maintenance, technical analysis, etc.):





Description (objectives, executed tasks, main functions developed, data volume, etc.):









This PARF demonstrates the provision of following services:
□ S1  □ S2   




PARF n°: ………. (page 3 of 3)
Tenderer: ……………………………..…………………………………………….
Project/Activity name: ……………………………..………………………………

IT - environment:
Please mention which technology and methodology has been used in this PARF.
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Annex: Reference letter (from the client)

Annex 9, PARF


[bookmark: _Annex_10_CV][bookmark: _Toc425339033]Annex 10	CV summary

	Profile type
	Name
	CV No
	PARF reference(s)
(if any)
	Accepted 
(reserved for OP)

	SEM-SPEC-CONC
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SEM-SPEC-TECH
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Annex 10, CV summary
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CV summary page
	CV No / Name
	

	Employee-employer relationship:
	Check the appropriate:
□ Employee
□ Free lance
□ Sub-contractor
(company: …………………….…)
	Number of months working for the tenderer:
…………………months

	Profile for which employee is entered
(only one):
	Check the appropriate:
□ Semantic technology specialist, 
profile dedicated to the conception (SEM-SPEC-CONC) 
□ Semantic technology specialist, 
profile dedicated to technical aspects (SEM-SPEC-TECH)

	Highest relevant educational qualification:
	

	Number of years of the relevant professional experience in IT
	

	Languages:
(indicate level of skills according to the European language levels - CEFR: http://europass.cedefop.europa.eu)
	
English:
	Level
Mandatory for all: at least B2

	EDUCATION/CERTIFICATON/TRAINING

	
	Diploma/Training/
Certificate:
	Institution:
	Subject area:
	Period
(from-to - mm/yy):

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





CV Expertise page
	CV No / Name
	

	Area of Expertise
	Months of experience in area
	Relevant CV experience page[footnoteRef:8] [8:  	The number referring to the 'CV experience page' number for this CV] 

	Minimum mandatory number of months of experience per area of expertise
M: Mandatory 
A: Advantage [footnoteRef:9] [9: 	Mandatory (M): all CVs must fulfil the number of months specified. 
Advantage (A): not all the technologies are mandatory. In order to be accepted, a CV has to demonstrate the expertise in minimum four (4) of the technologies marked as A for its profile.
 Also, all the accepted CVs within the same profile must cover all of the technologies marked as A altogether.] 


	
	
	
	SEM-SPEC-CON
	SEM-SPEC-TECH

	Programming languages

	1
	Java
 (Java SE, Java EE, EJB, Applet, etc.)
	
	
	A:12 months
	M:12 months

	Systems and protocols

	2
	Microsoft Windows XP and higher
	
	
	A:24 months
	M:24 months

	3
	UNIX (Oracle Solaris)
	
	
	A:24 months
	M:24 months

	4
	TCP/IP, HTTP, SMTP, FTP, SSL
	
	
	M:24 months
	M:24 months

	Databases and querying

	5
	Oracle database
	
	
	A:24 months
	M:24 months

	6
	SQL
	
	
	A:24 months
	M:24 months

	Semantic technologies

	7
	OWL 2
	
	
	M:24 months
	M:24 months

	8 
	RDF, RDF-S
	
	
	
	

	9
	RDF serialization formats (RDFa, Turtle, RED/XML abd JSON-LD)
	
	
	M:24 months
	M:24 months

	10
	FRBR
	
	
	M:24 months
	A:24 months

	11
	CIDOC-CRM
	
	
	A:24 months
	A:24 months

	12
	SKOS
	
	
	M:24 months
	M:24 months

	13
	Triple stores (Oracle RDF Store, Virtuoso or equivalent)
	
	
	M:24 months
	M:24 months

	14
	SPARQL 1.0/1.1
	
	
	M:24 months
	M:24 months

	Standards/formats

	15
	XML
	
	
	M:24 months
	A:24 months

	16
	XSLT
	
	
	M:24 months
	A:24 months

	17
	XML Schema 1.0/1.1
	
	
	M:24 months
	A:24 months

	18
	JSON
	
	
	A:24 months
	M:24 months

	19
	Description Logic
	
	
	M:24 months
	A:24 months

	Analysis and Design

	20
	UML
	
	
	M:12 months
	A:12 months

	Issue tracking and versioning

	21
	Issue Tracking System (e.g. JIRA)
	
	
	A:24 months
	A:24 months

	22
	Version management tools (e.g. SVN)
	
	
	A:24 months
	A:24 months




CV Experience page (CV experience page number for this CV:     )
	CV No / Name
	

	Tenderer:



	PROJECTS/ACTIVITIES EXPERIENCE

	PARF number or short description of the project/activity and its exact duration
 (from–to – mm/yy)
	




	Period of the employees participation
(number of months and period from-to - mm/yy) :
	

	Employee’s Roles & Responsibilities in the project/activity:






	Methodologies/tools/operating systems/hardware/software, specified on the CV hardware/ software/method expertise page were used by the employee in the project/activity.

	1
	□
	2
	□
	3
	□
	4
	□
	5
	□
	6
	□
	7
	□
	8
	□
	9
	□
	10
	□

	11
	□
	12
	□
	13
	□
	14
	□
	15
	□
	16
	□
	17
	□
	18
	□
	19
	□
	20
	□

	21
	□
	22
	□
	
	
	



Annex 11, CV Form
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	SEM-SPEC-CONC

	Nature of the tasks
	· Metadata modelling
· Modelling of concepts managed by the Publications Office :
· publications
· SKOS
· taxonomies and thesauri
· Elaboration, evolution and maintenance of ontologies

	Education
	· University degree of at least 3 years, in a relevant subject.

	Languages
	· Good knowledge of English (Level B2 - Common European Framework of Reference for Languages)

	Experience
	· Minimum 4 years of professional experience in architecture and design of information systems.




	SEM-SPEC-TECH

	Nature of the tasks
	· Analysis of all types of issues related semantic technologies, including API design and questions concerning inferencing, constraint handling, optimizations, big semantic data, link open data, re-use etc.
· Proposing optimizations in the use of triple stores, including SPARQL

	Education
	· University degree of at least 3 years, in a relevant subject.

	Languages
	· Good knowledge of English (Level B2 - Common European Framework of Reference for Languages)

	Experience
	· Minimum 4 years of experience in development of information systems.
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FINANCIAL IDENTIFICATION

PRIVACY STATEMENT http://ec.europa.eu/budget/contracts grants/info contracts/finandal id/financial id en.cfméen

Please use CAPITAL LETTERS and LATIN CHARACTERS when filling in the form.

BANKING DETAILS ©

[ACCOUNT NAME @ [

IBAN/ACCOUNT NUMBER @ [

CURRENCY [

BIC/SWIFT CODE [

) —

BANK NAME [

ADDRESS OF BANK BRANCH

STREET & NUMBER %‘

Town/ay | | postcopE [ ]
COUNTRY I ]
ACCOUNT HOLDER'S DATA
AS DECLARED TO THE BANK
ACCOUNT HOLDER | ]

STREET & NUMBER %‘

TOWN/CITY

| postcopE |

COUNTRY

REMARK

BANK STAMP + SIGNATURE OF BANK REPRESENTATIVE )

DATE (Obligatory)

SIGNATURE OF ACCOUNT HOLDER (Obligatory)

(D Enter the final bank data and not the data of the intermediary bank.

@ The account name is usually the one of the account holder. However, the account holder may have chosen to give a

different name to its bank account.

@ Fill in the IBAN Code (International Bank Account Number) if it exists in the country where your bank is established

@ only applicable for US (ABA code), for AU/NZ (BSB code) and for CA (Transit code). Does not apply for other countries.
® Itis preferable to attach a copy of RECENT bank statement. Please note that the bank statement has to confirm all the
information listed above under 'ACCOUNT NAME', 'ACCOUNT NUMBER/IBAN' and 'BANK NAME'. With an attached statement,

the stamp of the bank and the signature of the bank's representative are not required. The signature of the account-holder

and the date are ALWAYS mandatory.
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PRIVACY STATEMENT http://ec.europa.eu/budget/contracts_grants/info_contracts/legal entities/legal entities en.cimi#ten

Please use CAPITAL LETTERS and LATIN CHARACTERS when filling in the form.
PRIVATE/PUBLIC LAW BODY WITH LEGAL FORM

OFFICIAL NAME (@) I

BUSINESS NAME

(if different)

[

[
ABBREVIATION [ ]
LEGAL FORM [

FOR PROFIT (]
NonForPROFT  [] NGo @ ves[ ] no[]

ORGANISATION TYPE

MAIN REGISTRATION NUMBER G) I

SECONDARY REGISTRATION NUMBER I

(if applicable]

PLACE OF MAIN ary [

REGISTRATION COUNTRY |

pateormanReaistRaion [ ] [ ][]
)

MM YYYY

VAT NUMBER [

[ADDRESS OF I

HEAD OFFICE I

POSTCODE | P.0. BOX ] ary |

COUNTRY | | pHonE |

E-MAIL |

DATE STAMP

SIGNATURE OF AUTHORISED REPRESENTATIVE

(@ National denomination and its translation in EN or FR if existing.
@) NGO = Non Governmental Organisation, to be completed if NFPO is indicated

® Registration number in the national register of companies. See table with corresponding field denomination by country.




