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1. [bookmark: _Toc260151636][bookmark: _Toc520446312]Information on tendering
Participation in this procurement procedure is open on equal terms to all natural and legal persons coming within the scope of the Treaties, as well as to international organisations. It is also open to all natural and legal persons established in a third country which has a special agreement with the Union in the field of public procurement on the conditions laid down in that agreement. Where the multilateral Agreement on Government Procurement[footnoteRef:1] concluded within the World Trade Organisation applies, the participation to this procedure is also open to all natural and legal persons established in the countries that have ratified this Agreement, on the conditions it lays down. [1:  See http://www.wto.org/english/tratop_E/gproc_e/gp_gpa_e.htm] 

1.1. [bookmark: _Toc440276991][bookmark: _Toc520446313][bookmark: _Toc260151638]Contractual conditions 
The tenderer should bear in mind the provisions of the draft contract which specifies the rights and obligations of the contractor, particularly those on payments, performance of the contract, confidentiality, and checks and audits. 
1.2. [bookmark: _Toc520446314]Compliance with applicable law
The tender must comply with applicable environmental, social and labour law obligations established by Union law, national legislation, collective agreements or the international environmental, social and labour conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:2].  [2:  Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public procurement and repealing Directive 2004/18/EC (OJ L 94, 28.3.2014, p. 65).] 

1.3. [bookmark: _Toc520446315][bookmark: _Toc260151639]Joint tenders 
A joint tender is a situation where a tender is submitted by a group of economic operators (natural or legal persons). Joint tenders may include subcontractors in addition to the members of the group. 
In case of joint tender, all members of the group assume joint and several liability towards the Contracting Authority for the performance of the contract as a whole, i.e. both financial and operational liability. Nevertheless, tenderers must designate one of the economic operators as a single point of contact (the leader) for the Contracting Authority for administrative and financial aspects as well as operational management of the contract.
After the award, the Contracting Authority will sign the contract either with all members of the group, or with the leader on behalf of all members of the group, authorised by the other members via powers of attorney. 
1.4. [bookmark: _Toc520446316]Subcontracting
Subcontracting is permitted but the contractor will retain full liability towards the Contracting Authority for performance of the contract as a whole. 
Tenderers are required to identify subcontractors whose share of the contract is above 20 % and those whose capacity is necessary to fulfil the selection criteria. 
During contract performance, the change of any subcontractor identified in the tender or additional subcontracting will be subject to prior written approval of the Contracting Authority. 
1.5. [bookmark: _Toc520446317]Structure and content of the tender
The tenders must be presented as follows: 
Part A: Identification of the tenderer (see section 1.7)
Part B: Non-exclusion (see section 4.1)
Part C: Selection (see section 4.2)
Part D: Technical offer
The technical offer must cover all aspects and tasks required in the technical specifications and provide all the information needed to apply the award criteria. Offers deviating from the requirements or not covering all requirements may be rejected on the basis of non-compliance with the tender specifications and will not be evaluated. 
Part E: Financial offer 
The maximum contract price is EUR 500,000 (five hundred thousand). Tenders with prices higher than the maximum will be considered unacceptable.
The price for the tender must be quoted in euro. Tenderers from countries outside the euro zone have to quote their prices in euro. The price quoted may not be revised in line with exchange rate movements. It is for the tenderer to bear the risks or the benefits deriving from any variation. 
Prices must be quoted free of all duties, taxes and other charges, including VAT, as the European Union is exempt from such charges under Articles 3 and 4 of the Protocol on the privileges and immunities of the European Union. The amount of VAT may be shown separately. 
 The quoted price must be a fixed amount which includes all charges (including travel and subsistence). Travel and subsistence expenses are not refundable separately.
Part F: Power of attorney (for consortia only) 
1.6. [bookmark: _Toc520446318]Identification of the tenderer
The tender must include a cover letter signed by an authorised representative presenting the name of the tenderer (including all entities in case of joint tender) and identified subcontractors if applicable, and the name of the single contact point (leader) in relation to this procedure. 
In case of joint tender, the cover letter must be signed either by an authorised representative for each member, or by the leader authorised by the other members with powers of attorney. The signed powers of attorney must be included in the tender as well. Subcontractors that are identified in the tender must provide a letter of intent signed by an authorised representative stating their willingness to provide the services presented in the tender and in line with the present tender specifications. 
In addition the tenderer must fill and sign Annex I (identification of the Tenderer) and join it to the tender. 
2. [bookmark: _Toc116205446][bookmark: _Toc260151644][bookmark: _Toc364842480][bookmark: _Toc520446319]Technical specifications
2.1 General Background
2.1.1 Policy framework
The core objectives of the EU Energy Union Framework Strategy are to develop a long-term, secure, sustainable and competitive energy system in the EU. For this, it is important to continue to increase the share of renewable energy sources in the EU. The EU policy for Climate and Energy set targets of 20% of renewable energy in the EU energy mix by 2020 and 27% by 2030. The corresponding greenhouse gas (GHG) emissions reduction targets are 20% and 40% respectively, with respect to 1990 levels. The European Union is promoting the use of renewable energy in transport to reach the objective of 10% renewable energy in transport by 2020. The use of biofuels is one way of meeting these targets. These targets have been established by the Renewable Energy Directive (RED, 2009/28/EC) adopted in 2009. 
EU Member states have chosen to include biofuels in the surface transport sector that is responsible of most of the transport emissions. In 2012, biofuels represented 5.3% of the cumulated final consumption of petrol, diesel and biofuels for transport, 80% of these biofuels being biodiesels. Currently, biofuels are mostly 'first generation' i.e. relying on biomass that can also be used for food and feed. One drawback is the potential change of use of the land causes by this demand which can have direct as well as indirect effects on GHG emissions, resource efficiency, biodiversity, food and nutrition security. 
Recast of the Renewable Energy Directive (REDII)
The Renewable Energy Directive called for the inclusion of 10% of renewables in transport while the recast of RED II calls for an overall target of 14% from renewable energy sources. Furthermore RED II provides for the inclusion of renewable fuels of non-biological origin (e-fuels from RES electricity) as well as for low carbon fuels of non-renewable origin.
The recast of the Renewable Energy Directive has been recently agreed amongst the EU institutions[footnoteRef:3] with the co-legislators agreeing to continue to promote renewables in transport with a dedicated measure. The current 10% target will be replaced by a requirement for Member States to introduce an obligation on fuel suppliers enabling the achievement of a 14% target for renewables which includes a 3.5% share of advanced biofuels.  As regards conventional biofuels, bioliquids and biomass fuels (produced from food or feed crops) consumed in transport, their production will be frozen at the level of such fuels reached in 2020 in the respective Member State with an additional 1%, but it must not go beyond 7%. Member States with a share of conventional biofuels of less than 1% by 2020 will be able to increase their consumption of such fuels to 2%.  [3:  The agreement still needs to be formally endorsed by the Parliament and the Council. ] 

The Annex IX to the RED II specifies which feedstock can count towards the advanced biofuel sub-target. Annex IX consists of two parts: A and B. 	
Fuel volumes from part B feedstocks are capped at 1.7% of energy content of transport fuels in 2030. Fuel volumes from Annex IX, part A feedstocks show a steady growth track: 0.2% in 2022, 1% in 2025, 3.5% in 2030 double counted. The achievement of the target is to be facilitated by several multipliers on energy content. Aviation and marine sectors receive incentives to stimulate the uptake and development of these fuels; fuels supplied to the aviation and shipping industry will receive a multiplier of 1.2 (i.e. 1 ton of fuel counts for 1.2 tons of fuel towards the targets, on an energy content basis). For biogas and biofuels produced from feedstocks listed in Annex IX (parts A and B) a multiplier of 2 shall apply. Other multipliers related to electrification of transport are: road transport x4.0 and for trail transport x1.5 on energy content.
In addition, the contribution towards the renewable targets of conventional biofuels produced from crops for which a significant expansion of the production area into land with high carbon stock has been observed would be subject to a specific limit. Between 2021 and 2023 this limit is set at the level of consumption of those types of biofuels in that Member State in 2019. As of 31 December 2023, this limit is gradually reduced to 0% by 2030. Low indirect land-use change risk biofuels will be excluded from this limit.
The Commission released a Communication on "Clean Power for Transport: A European alternative fuels strategy" and proposed a Directive on the deployment of alternative fuels infrastructure, which became Directive 2014/94/EU. These have paved the way towards the establishment in 2015 of the Sustainable Transport Forum (STF) and aiming at defining a holistic strategy that reconciles all modes of transport at EU level. Subsequently, the creation of the Sub Group on Advanced Biofuels (SGAB) published 3 reports (on policy, technology status and costs of advanced biofuels) recommending strategies to the STF on achieving the White Paper on Transport objective for low-carbon and sustainable fuels notably for aviation with a target of 40 % by 2050[footnoteRef:4].  [4:  European Commission, Directorate-General for Mobility and Transport, Sustainable Transport Forum Sub group on advanced biofuels : 
Building up the future: 
https://publications.europa.eu/en/search-results?p_p_id=portal2012searchExecutor_WAR_portal2012portlet_INSTANCE_q8EzsBteHybf&p_p_lifecycle=1&p_p_state=normal&queryText=MI0417510ENN&facet.collection=EULex,EUPub,EUWebPage,EUSummariesOfLegislation&language=en&startRow=1&resultsPerPage=10&SEARCH_TYPE=SIMPLE&
Building up the future: Technology Status and Reliability of the Value Chains: https://publications.europa.eu/en/publication-detail/-/publication/f1c977d1-67a4-11e8-ab9c-01aa75ed71a1/language-en/format-PDF/source-search
Building up the future: , The Costs of Biofuels:  https://publications.europa.eu/en/publication-detail/-/publication/13e27082-67a2-11e8-ab9c-01aa75ed71a1/language-en/format-PDF/source-71250236
] 

2.1.2 Sustainability Criteria
With regard to biofuels, the RES establishes a mandatory sustainability scheme for biofuels, which applies to all biofuels and their raw materials irrespective of whether they were cultivated and/or produced inside or outside the territory of the EU. The consignments of consumed biofuels must comply with the sustainability requirements in order to be allowed to be used for the below mentioned purposes, as set put in Art.17(1) of Directive 2009/28/EC:
(a) measuring compliance with the requirements of this Directive concerning national targets;
(b) measuring compliance with renewable energy obligations;
(c) eligibility for financial support for the consumption of biofuels and bioliquids.
Member States will in the above mentioned cases need to ensure that economic operators provide evidence that the consignments of biofuels comply with the requirements of the sustainability scheme of Directive 2009/28/EC. 
The sustainability criteria are laid down in Articles 17, 18 and 19 of Directive 2009/28/EC.
Economic operators may choose to use a "voluntary scheme" that the Commission has recognised for the purpose of proving compliance with this regime (Article 18 (4) 2nd paragraph of Directive 2009/28/EC). 
The RED II further strengths the sustainability regime of the European Union while it introduced sustainability criteria for bioenergy.
2.1.3 EU Bioeconomy Strategy
In 2017 the Commission carried out a review of its 2012 EU Bioeconomy Strategy (SWD(2017)374),  which concluded that although the Strategy is delivering on the key actions and that the importance of the opportunities offered by the Bioeconomy is increasingly recognised in Europe and beyond more coordination amongst all related policies is needed. Nevertheless, while the objectives of the 2012 EU Bioeconomy Strategy are still deemed appropriate and relevant, and while its Action Plan has significantly delivered on its proposed objectives, a refocusing of the Action Plan would optimise impact across all sectors of the Bioeconomy. In particular the Sustainable Development Goals, the Paris Climate Agreement, the modernisation of the Common Agricultural Policy (CAP) along with several other EU policies[footnoteRef:5] need  careful realignment.  [5: EU Action Plan for the Circular Economy (COM(2015) 614 final) and the new waste legislation, the Food 2030 Research and Innovation agenda (SWD(2016)319), the renewed EU Industrial Policy Strategy (COM(2017) 479 final), the Commission Work Programme for 2018-2020 (COM(2017) 650 final), the Energy Union, the EU Biodiversity Strategy Mid-Term Review (COM/2015/0478 final), the Common Fisheries Policy (CFP) and the Blue Growth Strategy, the Convention on Biological Diversity (CBD) and the industrial transformation towards a sustainable economy. ] 

Ensuring sustainable use of biological and natural resources to feed and nourish a growing population and at the same time substitute non-renewable resources in industrial processes, while safeguarding that ecosystems are maintained in good condition and continue to supply their services in the long term and biodiversity is not adversely impacted, remains a challenge that cuts across a number of different sectors. It is necessary to improve our understanding of the direct and indirect impacts of (projected increased) biomass production and use, including on GHG emissions, on natural resources such as water, soil, biodiversity and ecosystem services, including the direct and indirect land-use changes, among others.
It is clear that land availability and use is an essential element in all the above mentioned policies. In order to develop and implement the right policies a detailed understanding of the actual available agricultural and non-agricultural land in the EU is necessary. 
2.1.4 Land abandonment
In the SGAB report "Building up the future" (see ref. 4 above, figure 14, page 61 & 62) it was reported that there has been little or no discussion on the subject of agricultural land abandonment in the EU. Figure 1 below shows the reduction in Utilised Agricultural Area (UAA) in Germany, Spain, France and Italy between 1974-2010. A noticeable acceleration in UAA reduction is clear for the period 2000-2010 in all four countries. Figure 2 shows the same reduction as percentage of utilised agricultural land in these selected countries.
Not all EU Countries thus face the same dimension of the problem, but the major EU agricultural Member States show the same trend, with Spain and Italy demonstrating higher loses in UAA.
A significant fraction of such abandoned land can be used for installing energy crops or other types of plantations for other industrial uses but for this to become attractive to farmers clear and dedicated policies are needed. The SGAB put forward the opinion that the EU should develop strong policies to encourage farmers to stop abandoning agricultural land and thus increase the production of crops and their residues. Furthermore such policies should favour reclaiming abandoned land putting it back into sustainable production. 
[image: ]
Figure 1: Utilised Agricultural Area (UAA) reduction in DE, ES, FR, IT between 1974-2010
[image: ]
Figure 2: : Utilised Agricultural Area (UAA) change in DE, ES, FR, IT between 1990-2010
Some of the key reasons identified by the SGAB for this land abandonment are listed below:
· Increased conversion of farmland to urban.
· Not sufficiently attractive income from agriculture for farmers.
· Degradation of agricultural land to semi-arid or arid areas, and salinization due to climate change and drought, that make land inadequate for economically sustainable agricultural production.
In addition to the above, demographic trends in rural areas can also play a major role.
2.2 Objectives
The objectives of this study are: 
· to provide the most recent statistical and scientific data on the Utilised Agricultural Area in the EU at present
· to provide the most recent statistical data and scientific evidence on agricultural land abandonment in the EU, 
· to identify the reasons why agricultural land is abandoned, 
· to support the Commission in proposing policies that can reverse this trend, 
· to support the Commission in proposing policies aiming at reclaiming abandoned agricultural land and putting it under active production for energy crops.
· to provide the most recent statistical data and scientific evidence on non-agricultural land in the EU that could potentially be used for energy crops/plantations. And, 
· to support the Commission in proposing policies aiming at reclaiming non-agricultural land (e.g. salinized, eroded, polluted, etc.) for energy crops/plantations. 
2.3 Tasks
Task 1: The first task is to determine the actual Utilised Agricultural Area in the EU at present.
Task 2: This Task aims to determine the extent of the Utilised Agricultural Area decrease in the EU since 1975 and report this is the periods: 1975-1990, 1990-2005 and 2005-2017. Furthermore attention should be given into taking into account the accession of New Member States over the above period.
Task 3: To analyse and investigate all barriers and impediments that lead to decrease in Utilised Agricultural Area in the EU. This may differ from region to region and may include several parameters.
Task 4: Based on the analyses under Task 2 & 3, to elaborate proposals and recommendations for policy improvements aiming to reverse the trend of reduced Utilised Agricultural Area in the EU. This should be accomplished by taking into consideration related EU policies.
Task 5: Based on the analyses under Tasks 2-4 to elaborate proposals and recommendations for policy improvements aiming to reclaim and take back into active production abandoned land wherever possible. This should be accomplished by taking into consideration related EU policies.
[bookmark: _GoBack]Task 6: In addition to the above tasks, the study should aim in determining the non-agricultural land in the EU that could be converted into active production for energy crops/plantations and elaborate proposals and recommendations for necessary policies supporting such actions
Task 7: The results of the study should be communicated to the Commission and all stakeholders.

2.5 Input by the Contracting Authority 
Commission's publications under contract on renewables can be found at: 
https://ec.europa.eu/energy/en/studies?field_associated_topic_tid=44
The EU policies and legislatives acts can be found at:
https://ec.europa.eu/energy/en/topics/renewable-energy

2.6 Deliverables
All reports and deliverables are to be drafted in the English language.
All reports and deliverables will be submitted in 2 hard copies as well as electronically. 
2.6.1 Submission of deliverables
Expected main deliverables based on the tender specifications are: 
A progress report showing progress of the work shall be submitted to the Commission at the latest 4 months after the date of entry into force of the contract. This early date is planned so that the Commission can access the progress of the study and it should include results from Task 1 and preliminary results from Task 2. 
A draft final report shall be submitted to the Commission at the latest 10 months after the contract was signed. The draft final report shall cover the tasks described in the technical specifications above. 
The Commission will have 15 days to provide the Contractor with its comments. Within 20 days of receiving the Commission's observations, the Contractor will submit additional information or another report.
The contractor will submit the final report to the Commission at the latest 11 months after the entry into force of the contract. The final report shall include the results from all the Tasks described above.
2.6.2 Performance and quality requirements: 
The contractor is expected to provide the highest quality possible for reporting and should pay particular attention to this considering the wide ranging options for value chains and transport sectors. The reports should be drafted in English, using figures and tables wherever possible and should be short, well-structured and concise. 
2.6.3 Progress meetings planned with the Contracting Authority 
The contractor is expected to outline the strategy for keeping the Commission informed of the work carried out by the ART-Fuels Forum. The contractor should propose meetings to be held with the Commission but these should be well justified and structured (purpose, timing structure etc.).
2.7 Duration of the Tasks
The duration of the tasks shall not exceed 12 months. This period is calculated in calendar days.
Execution of the tasks begins after the date on which the Contract enters into force.
In principle, the deadlines set out below cannot be extended. The Contractor is deemed solely responsible for delays occasioned by subcontractors or other third parties (except for rare cases of force majeure). Adequate resources and appropriate organisation of the work including management of potential delays should be put in place in order to observe the timetable below.
A kick-off meeting will take place in Brussels, at the latest 21 days following the entry into force of the contract, in order to settle all the details of the work to be undertaken.  
Following the submission of the draft progress report, a meeting will be organised in Brussels to discuss the Commission’s observation. The exact date will be agreed upon with the Contractor.
Following the submission of the draft final report, a meeting will be organised in Brussels to discuss the Commission’s observation. The exact date will be agreed upon with the Contractor.
2.8 Place of performance
The tasks will be performed on the Contractor’s premises. However, meetings between the contractor and the Commission shall be held on Commission premises in Brussels.
3. [bookmark: _Toc520446320]Content, Structure and graphic requirements of the deliverables  
The contractor must deliver the study and other deliverables as indicated below. 
3.1. [bookmark: _Toc520446321]Content
3.1.1. Final study report
The final study report must include:
· an abstract of no more than 200 words and an executive summary of maximum 6 pages, both in English and French;
· specific identifiers which must be incorporated on the cover page provided by the Contracting Authority; 
· the following disclaimer:
“The information and views set out in this [report/study/article/publication…] are those of the author(s) and do not necessarily reflect the official opinion of the Commission. The Commission does not guarantee the accuracy of the data included in this study. Neither the Commission nor any person acting on the Commission’s behalf may be held responsible for the use which may be made of the information contained therein.” 
3.1.2. Publishable executive summary
The publishable executive summary must be provided in both in English and French and must include:
· specific identifiers which must be incorporated on the cover page provided by the Contracting Authority; 
· the following disclaimer:
“The information and views set out in this [report/study/article/publication…] are those of the author(s) and do not necessarily reflect the official opinion of the Commission. The Commission does not guarantee the accuracy of the data included in this study. Neither the Commission nor any person acting on the Commission’s behalf may be held responsible for the use which may be made of the information contained therein.” 
3.1.3. Requirements for publication on Internet
The Commission is committed to making online information as accessible as possible to the largest possible number of users including those with visual, auditory, cognitive or physical disabilities, and those not having the latest technologies. The Commission supports the Web Content Accessibility Guidelines 2.0 of the W3C. 
For full details on the Commission policy on accessibility for information providers, see: http://ec.europa.eu/ipg/standards/accessibility/index_en.htm.
For the publishable versions of the study, abstract and executive summary, the contractor must respect the W3C guidelines for accessible pdf documents as provided at: http://www.w3.org/WAI/ . 
3.2. [bookmark: _Toc520446322]Structure
Given the complexity of the study in view of the numerous countries and reasons of agricultural land abandonment necessary to be addressed the tenderer must provide a detailed structure of the final report based on Chapters, Sections and Subsections in the tender submission
3.3. [bookmark: _Toc520446323]Graphic requirements
The contractor must deliver the study and all publishable deliverables in full compliance with the corporate visual identity of the European Commission, by applying the graphic rules set out in the European Commission's Visual Identity Manual, including its logo. The graphic rules, the Manual and further information are available at: 
http://ec.europa.eu/dgs/communication/services/visual_identity/index_en.htm
A simple Word template will be provided to the contractor after contract signature. The contractor must fill in the cover page in accordance with the instructions provided in the template. The use of templates for studies is exclusive to European Commission's contractors. No template will be provided to tenderers while preparing their tenders.
4. [bookmark: _Toc520446324]Evaluation and award
The evaluation is based solely on the information provided in the submitted tender. It involves the following: 
· Verification of non-exclusion of tenderers on the basis of the exclusion criteria
· Selection of tenderers on the basis of selection criteria
· Verification of compliance with the minimum requirements set out in these tender specifications
· Evaluation of tenders on the basis of the award criteria
The contracting authority may reject abnormally low tenders, in particular if it established that the tenderer or a subcontractor does not comply with applicable obligations in the fields of environmental, social and labour law. 
The tenders will be assessed in the order indicated above. Only tenders meeting the requirements of one step will pass on to the next step.
4.1. [bookmark: _Toc520446325]Verification of non-exclusion
All tenderers must provide a declaration on honour (see Annex 2), signed and dated by an authorised representative, stating that they are not in one of the situations of exclusion listed in that declaration on honour. 
In case of joint tender, each member of the group must provide a declaration on honour signed by an authorised representative. 
In case of subcontracting, identified subcontractors must provide a declaration on honour signed by an authorised representative.
The successful tenderer must provide the documents mentioned as supporting evidence in the declaration on honour before signature of the contract and within a deadline given by the contracting authority. This requirement applies to each member of the group in case of joint tender, and to identified subcontractors.
The obligation to submit supporting evidence does not apply to international organisations. 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit the documentary evidence if it has already been submitted for another procurement procedure and provided the documents were issued not more than one year before the date of their request by the contracting authority and are still valid at that date. In such cases, the tenderer must declare on its honour that the documentary evidence has already been provided in a previous procurement procedure, indicate the reference of the procedure and confirm that that there has been no change in its situation. 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit a specific document if the contracting authority can access the document in question on a national database free of charge. 
4.2. [bookmark: _Toc520446326]Selection criteria
Tenderers must prove that they have the capacity to complete the Task specified in the tender. For this purpose tenderers shall: 
· submit at least 8 studies in agricultural land and energy crop related issues.
· submit at least 5 studies in policy related issues on biofuels
Tenderers must prove their legal, regulatory, economic, financial, technical and professional capacity to carry out the work subject to this procurement procedure. 
The tenderer may rely on the capacities of other entities, regardless of the legal nature of the links which it has with them. It must in that case prove to the Contracting Authority that it will have at its disposal the resources necessary for performance of the contract, for example by producing an undertaking on the part of those entities to place those resources at its disposal.
The tender must include the proportion of the contract that the tenderer intends to subcontract.
2. Declaration and evidence
The tenderers (and each member of the group in case of joint tender) and subcontractors whose capacity is necessary to fulfil the selection criteria must provide the declaration on honour (see Annex 2), signed and dated by an authorised representative, stating that they fulfil the selection criteria applicable to them. In case of joint tender or subcontracting, the criteria applicable to the tenderer as a whole will be verified by combining the various declarations for a consolidated assessment. 
This declaration is part of the declaration used for exclusion criteria (see section 4.1) so only one declaration covering both aspects should be provided by each concerned entity. 
After contract award, for the selection criteria:
· the successful tenderer will be required, for technical and professional capacity criteria , to provide the evidence mentioned below before signature of the contract and within a deadline given by the contracting authority.
· for the Economical and financial capacity criteria, the Contracting Authority will evaluate on the basis of the evidence uploaded in the "Participant Register of the Participant Portal.
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit the documentary evidence if it has already been submitted for another procurement procedure and provided the documents were issued not more than one year before the date of their request by the contracting authority and are still valid at that date. In such cases, the tenderer must declare on its honour that the documentary evidence has already been provided in a previous procurement procedure, indicate the reference of the procedure and confirm that that there has been no change in its situation. 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit a specific document if the contracting authority can access the document in question on a national database free of charge. 
2. Regulatory capacity
Tenderers must prove that they are allowed to pursue the professional activity necessary to carry out the work subject to this call for tenders. 
4.2.2. Economic and financial capacity criteria
The tenderer must have the necessary economic and financial capacity to perform this contract until its end. In order to prove their capacity, the tenderer must comply with the following selection criteria. 
Annual turnover of the last two financial years above EUR 1 million; this criterion applies to the leader in case of a joint tender. 
4.2.3. Technical and professional capacity criteria and evidence
a. Criteria relating to tenderers
Tenderers (in case of a joint tender the combined capacity of all members of the group and identified subcontractors) must comply with the criteria listed below. The project references indicated below consist in a list of relevant services provided in the past three years, with the sums, dates and clients, public or private, accompanied by statements issued by the clients. 
- Criterion A1: The tenderer must prove experience in the field of Utilised Agricultural Area, agricultural land abandonment, energy crops, data collection, related modelling work, biofuels policy and drafting reports and recommendations for policy and decision makers.
Evidence A1: the tenderer must provide references for at least 10 projects delivered in these fields in the last three years with a minimum value for each project of € 0.5 million.
- Criterion A2: The tenderer must prove capacity to work in English.
Evidence A2: the tenderer must provide references for 10 projects delivered in the last three years showing the necessary language coverage. Please note that these 10 projects must be different to those in Evidence A1 above.
- Criterion A3: The tenderer must prove capacity to draft reports in English. 
Evidence A3: the tenderer must provide one document of at least 10 pages (report, study, etc.) in this language that it has drafted and published or delivered to a client in the last two years. The verification will be carried out on 5 pages of the document. 
- Criterion A4: The tenderer must prove its capacity to organise and manage large meetings, in excess of 50 participants with numerous stakeholders in the area of agricultural land and/or energy crops.
Evidence A4: the tenderer must provide references for 5 such meetings organised in the last four years. 

Criteria relating to the team delivering the service: 
The team delivering the service should include, as a minimum, the following profiles listed under B1-B4 below. 
Evidence will consist in CVs of the team responsible to deliver the service. Each CV should indicate the intended function in the delivery of the service. 
B1 - Project Manager: At least 15 years' experience in project management, including overseeing project delivery, quality control of delivered service, client orientation and conflict resolution, as well as experience in project of a similar size (at least € 0.5 million) and experience in management of external team of at least 5 persons outside of his/her organisation and in addition to his/her own team. 
Evidence: CV
B2 - Language quality check: All members of the team leading certain sections of the work should have at least C1 level in the Common European Framework for Reference for Languages[footnoteRef:6] in English. These members should be identified in the tender documents as well as their role in drafting the report(s)/deliverable(s). [6:  	See http://www.coe.int/t/dg4/linguistic/Cadre1_en.asp ] 

Evidence: a language certificate or past relevant experience. 
B3 - Experts in agricultural land and energy crops management: The tender team should consist among others on at least 5 persons with minimum 8 years of professional experience. Relevant higher education degree or equivalent professional experience of at least 8 years' professional experience in the field. These members should be identified in the tender documents as well as their role in the tender.
Evidence: CV
B4 - Team for data collection: collectively the team of at least 5 persons should have knowledge of English and proven experience of 5 years in data collection techniques. 
Evidence: CV and a language certificate or past relevant experience.
4.3. [bookmark: _Toc440277011][bookmark: _Toc440277012][bookmark: _Toc440277013][bookmark: _Toc440277014][bookmark: _Toc440277016][bookmark: _Toc520446327]Award criteria
The contract will be awarded based on the most economically advantageous tender, according to the 'best price-quality ratio' award method. The quality of the tender will be evaluated based on the following criteria. The maximum total quality score is 100 points. 
· Quality of the proposed methodology (50 points - – minimum score 50%) 
	Sub-criterion 1.1 Structure of the Tender (30 points – minimum score 50%): 
The structure of the tender will be critical in the effectiveness of the work to be undertaken and thus this criterion will assess how the tenderer plans to address the data collection. It will also access the feasibility of the approach proposed and the clarity and completeness of the offer.
Sub-criterion 1.2 Analysis and policy recommendations (20 points – minimum score 50%)
Coherence with the defined scope and objectives, scientific soundness, completeness and feasibility of the methodology proposed in view of analysing the field of agricultural land use and energy crops.
 Organisation of the work and resources (30 points – minimum score 50%)
This criterion will assess how the roles and responsibilities of the proposed team and of the different economic operators (in case of joint tenders, including subcontractors if applicable) are distributed for each task. It also assesses the global allocation of time and resources to the project and to each task or deliverable, and whether this allocation is adequate for the work. The tender should provide details on the allocation of time and human resources and the rationale behind the choice of this allocation. Details should be provided as part of the technical offer. It is not a budget requested as part of the financial offer. 
· Quality control measures (20 points – minimum score 50%)
This criterion will assess the quality control system applied to the service foreseen in this tender specification concerning the quality of the deliverables, the language quality check, and continuity of the service in case of absence of the member of the team. The quality control system should be detailed in the tender and specific to the tasks at hand; a generic quality system will result in a low score. 
Tenders must score minimum 50% for each criterion and sub-criterion, and minimum 70% in total. Tenders that do not reach the minimum quality levels will be rejected and will not be ranked.
4.4. [bookmark: _Toc520446328]Ranking of tenders
The contract will be awarded to the most economically advantageous tender, i.e. the tender offering the best price-quality ratio determined in accordance with the formula below. A weight of 70/30 is given to quality and price. 
	Score for tender X
	=
	cheapest price
price of tender X
	*
	100
	*
	price weighting (in %)
	+
	total quality score (out of 100) for all award criteria of tender X
	*
	quality criteria weighting (in %)



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

5. [bookmark: _Toc520446329][bookmark: _Toc343185197][bookmark: _Toc381784125]Legal validation and financial viability assessment
In the course of the procedure, tenderers are requested to register in the European Commission's Participant Register. On registering, each organisation obtains a Participants Identification Code (PIC, 9-digit number), 
In the course of the procedure, the EU Validation Services (Research Executive Agency Validation Services) may contact tenderers via the Participant Register and ask for supporting documents with respect to the legal existence and status and economic and financial capacity. Please note that a request for supporting documents in no way implies that the tenderer has been successful. 
For this purpose, the EU Validation Services may request the tenderer to submit the following documents: 
i. For the purpose of the legal validation of the entities:
· Signed legal entity identification form[footnoteRef:7]: [7:  http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal-entities_en.cfm ] 

Natural Person Form
Private Legal Entity Form
Public Legal Entity Form
· Official VAT document or — if the entity is not registered for VAT — the proof of VAT exemption, not older than 6 months.
· Signed Bank Account Form, and
· the following additional documents, where relevant:
	Status
	Documents to be submitted

	Private body
(including SME)

	Registration extract (not older than 6 months).


	Public body
	Copy of the act, law, decree or decision that established the organisation as a public body (or, if this doesn’t exist, any other official legal document that proves this).


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

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


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

	Secondary or higher education establishment
	Copy of an official document attesting that the organisation is recognised such as ‘secondary or higher education establishment by the national education system and is entitled to deliver diplomas recognized by the State.

	International organisation
International organisation of European interest

	Copy of the relevant international treaty creating the organisation under international public law.


	Natural person
	Copy (legible) of valid identity card or passport.


	Entities without legal personality
	-Copy of an official document attesting that the representatives of the entity have the capacity to undertake legal obligations on its behalf.
- Copy of an official document attesting that the entity has the
same operational and financial capacity as that of a legal entity :i.e.
a document showing patrimony/asset/capital that is separated
and different from those of the members/owners of the entity, and
 a copy of the rules providing that creditors can rely on
this patrimony/asset/capital and — in case of liquidation/insolvency — are reimbursed before the patrimony/asset/capital is divided between the owners/members.


	 
	


ii. For the purpose of preparing the financial capacity assessment:
	Status 

	Documents to be submitted

	Legal entity
	1. Profit and loss account
2. Balance sheet
3. Explanatory notes and/or annexes that form part of the above financial statements (if available)
4. External audit report12, for the procurement domain – to be submitted on voluntary basis if the entity has already been audited for other purposes


	Natural Person
	1. Income tax declaration
2. Certified declaration of current patrimony (may not be
applicable to procurement), including:
a. fixed patrimony (e.g. land, tenement, hereditament, medium/long-term time deposits (more than one year), stock options that cannot be exercised within one year)
b. current patrimony (e.g. available cash, savings, short-term time deposits (maximum of one year), stock-options that can be exercised within one year)
3. List of certified debts, which must contain all debts (with dates and figures), broken down in short-term debts (of maximum one year) and medium/long-term debts (of more than one year)(may not be applicable to procurement).

	Start-up companies without closed accounts

	Business plan


6. [bookmark: _Toc520446330]Annexes
1.  Tenderer 's Identification Form
2.  Declaration of honour on exclusion criteria and selection criteria
3.  Power of attorney (mandate in case of joint tender)
4.  Standard Word template for studies 
5.  Draft Contract or purchase order


ANNEX 1

IDENTIFICATION OF THE TENDERER
(Each service provider, including any member of a consortium or grouping and subcontractor(s) whose share of the work is more than 20% of the contract must complete and sign this identification form)

Call for tenders MOVE/ENER/SRD  C2/2018-440


	Identity

	Name of the tenderer
	

	Legal status of the tenderer
	

	Date of registration
	

	Country of registration
	

	Registration number
	

	VAT number
	

	Description of statutory social security cover (at the level of the Member State of origin) and non-statutory cover (supplementary professional indemnity insurance)[footnoteRef:8] [8:  For natural persons.] 

	

	Address

	Address of registered office of tenderer
	

	Where appropriate, administrative address of tenderer for the purposes of this invitation to tender
	

	Contact Person

	Surname:
First name:
Title (e.g. Dr, Mr, Ms) :
Position (e.g. manager):
Telephone number:
Fax number:
E-mail address:
	

	Legal Representatives

	Names and function of legal representatives and of other representatives of the tenderer who are authorised to sign  contracts with third parties
	

	Declaration by an authorised representative of the organisation[footnoteRef:9] [9:  This person must be included in the list of legal representatives; otherwise the signature on the tender will be invalidated.] 

I, the undersigned, certify that the information given in this tender is correct and that the tender is valid.

	Surname:
First name:

	Signature:



	
[bookmark: OLE_LINK42][bookmark: OLE_LINK43][bookmark: _Toc343696431]
ANNEX 2

Declaration of honour on
exclusion criteria and selection criteria

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


	ID or passport number: 

	Full official name:
Official legal form: 
Statutory registration number: 
Full official address: 
VAT registration number: 




	·  declares whether the above-mentioned person is in one of the following situations or not:

	SITUATION OF EXCLUSION CONCERNING THE PERSON
	YES
	NO

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

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

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

	[bookmark: _DV_C368](i) fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of selection criteria or in the performance of a contract;
	|_|
	|_|

	[bookmark: _DV_C369](ii) entering into agreement with other persons with the aim of distorting competition;
	|_|
	|_|

	[bookmark: _DV_C371](iii) violating intellectual property rights;
	|_|
	|_|

	[bookmark: _DV_C372](iv) attempting to influence the decision-making process of the contracting authority during the award procedure;
	|_|
	|_|

	[bookmark: _DV_C373](v) attempting to obtain confidential information that may confer upon it undue advantages in the award procedure; 
	|_|
	|_|

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

	[bookmark: _DV_C378](i) fraud, within the meaning of Article 1 of the Convention on the protection of the European Communities' financial interests, drawn up by the Council Act of 26 July 1995;
	|_|
	|_|

	[bookmark: _DV_C379][bookmark: _DV_C381][bookmark: _DV_C383](ii) corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of EU Member States, drawn up by the Council Act of 26 May 1997, and in Article 2(1) of Council Framework Decision 2003/568/JHA, as well as corruption as defined in the legal provisions of the country where the contracting authority is located, the country in which the person is established or the country of the performance of the contract;
	|_|
	|_|

	[bookmark: _DV_C384][bookmark: _DV_M250][bookmark: _DV_C385][bookmark: _DV_C387](iii) participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA;
	|_|
	|_|

	[bookmark: _DV_M251][bookmark: _DV_C391][bookmark: _DV_M252][bookmark: _DV_C392][bookmark: _DV_C394]iv) money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council;
	|_|
	|_|

	[bookmark: _DV_C395][bookmark: _DV_M253][bookmark: _DV_C397][bookmark: _DV_C399](v) terrorist-related offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA, respectively, or inciting, aiding, abetting or attempting to commit such offences, as referred to in Article 4 of that Decision;
	|_|
	|_|

	[bookmark: _DV_C400][bookmark: _DV_M254][bookmark: _DV_C402][bookmark: _DV_C404](vi) child labour or other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council;
	|_|
	|_|

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

	f) [bookmark: _DV_C410]it has been established by a final judgment or final administrative decision that the person has committed an irregularity within the meaning of Article 1(2) of Council Regulation (EC, Euratom) No 2988/95;
	|_|
	|_|

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

	|_|
	|_|


[bookmark: _DV_C376]
	[Only for legal persons other than Member States and local authorities, otherwise delete this table]
·  declares whether a natural person who is a member of the administrative, management or supervisory body of the above-mentioned legal person, or who haspowers of representation, decision or control with regard to the above-mentioned legal person (this covers the company directors, members of the management or supervisory bodies, and cases where one natural person holds a majority of shares) is in one of the following situations or not: 

	SITUATIONS OF EXCLUSION CONCERNING NATURAL PERSONS WITH POWER OF REPRESENTATION, DECISION-MAKING OR CONTROL OVER THE LEGAL PERSON
	YES
	NO

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

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

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

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



	·  declares whether a natural or legal person that assumes unlimited liability for the debts of the above-mentioned legal person is in one of the following situations or not: 

	SITUATIONS OF EXCLUSION CONCERNING NATURAL OR LEGAL PERSONS ASSUMING UNLIMITED LIABILITY FOR THE DEBTS OF THE LEGAL PERSON
	YES
	NO
	N/A

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

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



	·  declares whether the above-mentioned person is in one of the following situations or not:

	GROUNDS FOR REJECTION FROM THIS PROCEDURE
	YES
	NO

	h) has not distorted competition by being previously involved in the preparation of procurement documents for this procurement procedure; 
	|_|
	|_|

	i) has provided accurate, sincere and complete information to the contracting authority within the context of this procurement procedure;
	|_|
	|_|

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





REMEDIAL MEASURES
If the person declares one of the situations of exclusion listed above, it should indicate the measures it has taken to remedy the exclusion situation, thus demonstrating its reliability. They may include e.g. technical, organisational and personnel measures to prevent further occurrence, compensation of damage or payment of fines. The relevant documentary evidence which appropriately illustrates the remedial measures taken should be provided in annex to this declaration. This does not apply for the situations referred in point (d) of this declaration.
EVIDENCE UPON REQUEST
Upon request and within the time limit set by the contracting authority the person shall provide information on the persons that are members of the administrative, management or supervisory body, as well as the following evidence concerning the person or the natural or legal persons which assume unlimited liability for the debt of the person:
For situations described in (a), (c), (d) or (f), production of a recent extract from the judicial record is required or, failing that, an equivalent document recently issued by a judicial or administrative authority in the country of establishment of the person showing that those requirements are satisfied. 
For the situation described in point (a) or (b), production of recent certificates issued by the competent authorities of the State concerned are required. These documents must provide evidence covering all taxes and social security contributions for which the person is liable, including for example, VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions. Where any document described above is not issued in the country concerned, it may be replaced by a sworn statement made before a judicial authority or notary or, failing that, a solemn statement made before an administrative authority or a qualified professional body in its country of establishment.
If the person already submitted such evidence for the purpose of another procedure, its issuing date does not exceed one year and it is still valid, the person shall declare on its honour that the documentary evidence has already been provided and confirm that no changes have occurred in its situation. 
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	· declares whether the above-mentioned person complies with the selection criteria as provided in the tender specifications:

	SELECTION CRITERIA
	YES
	NO

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

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

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

	· declares that the above-mentioned person will be able to provide the necessary supporting documents listed in the relevant sections of the tender specifications and which are not available electronically upon request and without delay. 
	




Full name	Date	Signature


ANNEX 3
[bookmark: _Toc295465525]POWER OF ATTORNEY
 mandating one of the partners in a joint tender as lead partner and lead contractor[footnoteRef:10]  [10:  To be filled in and signed by each partner in a joint tender except the lead partner.] 

	The undersigned:
– Signatory  (Name, Function, Company, Registered address, VAT Number) 

 having the legal capacity required to act on behalf of his/her company,

HEREBY AGREES TO THE FOLLOWING:

1) To submit a tender as a partner in the group of partners constituted by Company 1, Company 2, Company N, and led by Company X, in accordance with the conditions specified in the tender specifications and the terms specified in the tender to which this power of attorney is attached. 
2) If the European Commission awards the Contract to the group of partners constituted by Company 1, Company 2, Company N, and led by Company X on the basis of the joint tender to which this power of attorney is attached, all the partners shall be co-signatories of the Contract in accordance with the following conditions:
(a) All partners shall be jointly and severally liable towards the European Commission for the performance of the Contract.
(b) All partners shall comply with the terms and conditions of the Contract and ensure the proper delivery of their respective share of the services and/or supplies subject to the Contract.
1) Payments by the European Commission related to the services and/or supplies subject to the Contract shall be made through the lead partner’s bank account: [Provide details on bank, address, account number].
2) The partners grant to the lead partner all the necessary powers to act on their behalf in the submission of the tender and conclusion of the Contract, including: 
(a) The lead partner shall submit the tender on behalf of the group of partners.
(b) The lead partner shall sign any contractual documents — including the Contract, and Amendments thereto — and issue any invoices related to the Services on behalf of the group of partners.
(c) The lead partner shall act as a single contact point with the European Commission in the delivery of the services and/or supplies subject to the Contract. It shall co-ordinate the delivery of the services and/or supplies by the group of partners to the European Commission, and shall see to a proper administration of the Contract.

Any modification to the present power of attorney shall be subject to the European Commission’s express approval. This power of attorney shall expire when all the contractual obligations of the group of partners towards the European Commission for the delivery of the services and/or supplies subject to the Contract have ceased to exist. The parties cannot terminate it before that date without the Commission’s consent.

Signed in …………………………  on        [dd/mm/yyyy]

Place and date:
Name (in capital letters), function, company and signature:




ANNEX 4

Standard Word template for studies
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[bookmark: _Toc488763239][bookmark: _Toc488763536][bookmark: _Toc263859406][bookmark: _Toc271882169][bookmark: _Toc520446332]How To Use This Document Template
[bookmark: _Toc263859407][bookmark: _Toc271882170][bookmark: _Toc520446333]Cover page
Add the title of the document which should be center aligned. Add any other relevant information if necessary which should be left aligned on the left vertical axe of the EC logo. 
The font colour of the title should be White.

[bookmark: _Toc263859408][bookmark: _Toc271882171][bookmark: _Toc520446334]Page set up
Top margin: 3.5
Bottom margin: 2.5
Left margin: 3
Right margin: 2.5

[bookmark: _Headings_and_subheadings][bookmark: _Toc263859409][bookmark: _Toc271882172][bookmark: _Toc520446335]Headings and subheadings
The following styles should be used for headings and subheadings.  
Heading 1 
Font type: Verdana
Font Size: 14
Colour: R:38, G:54, B:115
Heading 2
Font type: Verdana
Font Size: 11
Colour:  R:38, G:54, B:115
Heading 3
Font type: Verdana
Font Size: 10
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Font style: Verdana
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[bookmark: _Toc263859411][bookmark: _Toc271882174][bookmark: _Toc520446337]Header
The header should include the EU flag and the reference text: 
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The title of the document
Font type: Verdana Italic
Font size: 8
[bookmark: _Toc263859412][bookmark: _Toc271882175][bookmark: _Toc520446338]Footer
Add the relevant name of the month and year in the footer which should appear to the left below the line. 
Font type: Verdana Italic
Font size: 8. 
The page numbers will appear automatically. 
[bookmark: _Toc263859413][bookmark: _Toc271882176][bookmark: _Toc520446339]Bulleted list
The bullet should be square and the colour should be Black. For reference please see list under "Headings and subheadings".  To apply the style of the list, select "List Bullet 2" from the "Style" drop down menu. 

[bookmark: _Toc263859414][bookmark: _Toc271882177][bookmark: _Toc520446340]Hyperlinks
By default the hyperlinks will appear in blue (colour coder: R:26, G:63, B:124), no underline. 
[bookmark: _Toc263859415][bookmark: _Toc271882178][bookmark: _Toc520446341]Table of Contents	
This template is complete with Styles for a Table of Contents. From the Insert menu, choose Reference, then Index and Tables. Click on the tab "Table of Contents". In the "Format" box, select "From template". 
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