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1. INFORMATION ON TENDERING 

Participation 

Participation in this tender procedure is open on equal terms to all natural and legal 
persons coming within the scope of the Treaties and to all natural and legal persons 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 Procurement1 concluded within the WTO applies, the 
participation to the call for tender is also open to nationals of the countries that have 
ratified this Agreement, on the conditions it lays down.  

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.  

Joint tenders  

A joint tender is a situation where a tender is submitted by a group of economic operators 
(consortium). Joint tenders may include subcontractors in addition to the joint tenderers.  

In case of joint tender, all economic operators in a joint tender assume joint and several 
liabilities towards the Contracting Authority for the performance of the contract as a whole. 
Nevertheless, tenderers must designate a single point of contact for the Contracting 
Authority. 

After the award, the Contracting Authority will sign the contract either with all members 
of the group, or with the member duly authorised by the other members via a power of 
attorney.  

Subcontracting 

Subcontracting is permitted in the tender but the contractor will retain full liability towards 
the Contracting Authority for performance of the contract as a whole.  

Tenderers must give an indication of the proportion of the contract that they intend to 
subcontract. 

Tenderers are required to identify all subcontractors whose share of the contract is above 
10%.  

During contract execution, the change of any subcontractor identified in the tender will be 
subject to prior written approval of the Contracting Authority.  

                                                 

 
1 See http://www.wto.org/english/tratop_E/gproc_e/gp_gpa_e.htm 

http://www.wto.org/english/tratop_E/gproc_e/gp_gpa_e.htm


 

 4

Content of the tender 

The tenders must be presented as follows:  

Identification of the tenderer (see below) 

Evidence for exclusion criteria (see section 2.2) 

Evidence for selection criteria (see section 2.3) 

Technical offer (see section 2.5) 

Financial offer (see section 2.6) 

Identification of the tenderer: legal capacity and status 

The tender must include Annex 1 presenting the name of the tenderer (including all entities 
in case of joint offer) and identified subcontractors if applicable, and the name of the single 
contact person in relation to this tender.  

If applicable, Annex 1 must indicate the proportion of the contract to be subcontracted. 

In case of joint tender, Annex 1 must be signed by a duly authorised representative for 
each tenderer, or by a single tenderer duly authorised by other tenderers (with power of 
attorney).  

Subcontractors must provide a letter of intent stating their willingness to provide the 
service foreseen in the offer and in line with the present tender specification.  

In order to prove their legal capacity and their status, all tenderers must provide a signed 
Legal Entity Form with its supporting evidence. The form is available on:  
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.
cfm  

Tenderers that are already registered in the Contracting Authority’s accounting system (i.e. 
they have already been direct contractors) must provide the form but are not obliged to 
provide the supporting evidence where such evidence has already been submitted to it for 
the purposes of another procurement procedure and provided that the issuing date of the 
documents does not exceed one year and that they are still valid. 

The tenderer (or the single point of contact in case of joint tender) must provide a Financial 
Identification Form and supporting documents. Only one form per offer should be 
submitted (no form is needed for subcontractors and other joint tenderers). The form is 
available on: http://ec.europa.eu/budget/contracts_grants/info_contracts/index_en.cfm  

Tenderers must provide the following information if it has not been included with the 
Legal Entity Form:  

- For legal persons, a legible copy of the notice of appointment of the persons authorised to 
represent the tenderer in dealings with third parties and in legal proceedings, or a copy of 
the publication of such appointment if the legislation which applies to the legal entity 
concerned requires such publication. Any delegation of this authorisation to another 
representative not indicated in the official appointment must be evidenced. 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/index_en.cfm
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- For natural persons, where applicable, a proof of registration on a professional or trade 
register or any other official document showing the registration number. 

2. EVALUATION AND AWARD  

2.1. Evaluation steps  

The evaluation is based on the information provided in the submitted tender. It takes place 
in three steps:  

(1) Verification of non-exclusion of tenderers on the basis of the exclusion criteria 

(2) Selection of tenderers on the basis of selection criteria 

(3) Evaluation of tenders on the basis of the award criteria 

Only tenders meeting the requirements of one step will pass on to the next step.  

2.2. Exclusion criteria 

All tenderers shall provide a declaration on their honour (see Annex 2), duly signed and 
dated by an authorised representative, stating that they are not in one of the situations of 
exclusion listed in the Annex 2. 
The declaration on honour is also required for identified subcontractors whose intended 
share of the contract is above 10%.  
The successful tenderer shall provide the documents mentioned as supporting evidence in 
Annex 2 before signature of the contract and within a deadline given by the contracting 
authority. If the requested evidence is not submitted in due time, the Contracting Authority 
can award the Contract to the Tenderer evaluated as the next-best. This requirement 
applies to all members of the consortium in case of joint tender and to identified 
subcontractors whose intended share of the contract is above 10%.  

2.3. Selection criteria 

Tenderers must prove their economic, financial, technical and professional capacity to 
carry out the work subject to this call for tender.  

The evidence requested should be provided by each member of the group in case of joint 
tender and identified subcontractor whose intended share of the contract is above 10%. 
However a consolidated assessment will be made to verify compliance with the minimum 
capacity levels.  

The tenderer may rely on the capacities of other entities, regardless of the legal nature of 
the links which it has with them. They 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. 
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2.3.1. Economic and financial capacity criteria and evidence 

In order to prove their economic and financial capacity, tenderers (i.e. in case of joint 
tender, the combined capacity of all members of the consortium and identified 
subcontractors) must comply with the following criteria:  

- Turnover of the last two financial years above € 250,000 (per annum) 

- The analysis of the financial capacity will be performed by the Contracting Authority 
based on the following methodology:  

http://ec.europa.eu/dgs/education_culture/calls/evaluation-procurements_en.htm 

The following evidence should be provided:  

- annex 3 " Economic and financial capacity analysis form" filled in with the relevant 
statutory accounting figures, in order to calculate the financial ratios 

- for economic operators required under national law to keep a complete set of 
accounts: the balance sheet, profit and loss account and annexes of the last two years for 
which accounts have been closed; 

- for economic operators required under national law to keep a simplified set of 
accounts: the statement of expenditure and revenue and the annex showing assets and 
liabilities for the last two financial years for which accounts have been closed; 

- in all cases, a statement of overall turnover and turnover concerning the supplies or 
services covered by the contract, provided over the last two financial years for which 
accounts have been closed. 

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

2.3.2. Technical and professional capacity criteria and evidence 

a. Criteria relating to tenderers 

Tenderers (in case of a joint tender the combined capacity of all tenderers and identified 
subcontractors) must comply with the following criteria:  

- The tenderer must prove experience in the field of cultural policy and urban 
planning/territorial development, while demonstrating the capacity to work at a 
broad European level. Such experience must be proved by at least 10 projects 
delivered in the field of culture and territorial development - or 6 projects  
delivered in fields of cultural policy and 6 projects delivered in the field of urban 
planning or territorial regeneration - in the last three years, involving work in at 

http://ec.europa.eu/dgs/education_culture/calls/evaluation-procurements_en.htm
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least 8 EU countries  (it is the combination of projects which must reach the 
necessary coverage), with a minimum value for each project of € 30,000. 

- Having conducted at least 5 projects directly involving city or regional 
administrations in the last three years. 

- Proven capacity of logistic organization, as demonstrated by the organization of 12 
events (conferences, seminars, study visits) in 3 years, in at least 8 EU countries, 
involving the support to travel arrangements for at least 30 persons per event. 

 
b. Criteria relating to the team delivering the service:  

The team delivering the service all throughout the project should include, as a minimum, 6 
members supporting the project throughout its duration, plus a pool of minimum of 3 
additional experts for the study visits, with the following profiles:  

Project Manager: At least 12 years' experience in project management at EU level, 
including overseeing project delivery, quality control of delivered service; Experience in 
management of team of at least 5 people; Excellent communication and organisational 
skills; Experience of working together with local authorities throughout the EU.  

Experts on cultural policy and urban planning (identification of practices, content support, 
analysis, evaluation) – at least 2 members 

They should have minimum 8 years' professional experience in at least two of the 
following fields: 

 Urban planning, urban regeneration  and territorial development 

 Culture for social cohesion, intercultural dialogue; 

 Culture as a catalyst for creativity, innovation,  growth and jobs (cultural 
and creative industries, linkages between culture and the rest of the 
economy, new culture business models, digital economy, etc.); 

 Cultural heritage 

Each field mentioned above should benefit from expertise of at least one member of 
the team. 

Besides, the tenderer should foresee at least 3 additional experts who may work at the 
preparation, the animation and follow up to the study visits, including follow up coaching 
with selected participants. They should have a deep knowledge and experience in topics 
related to the intersection between cultural policies and the economic and social dimensions 
of territorial development and regeneration, as proven by at least 12 years’ professional 
experience in the field. 

 

Support team to the logistic organisation – at least 2 members 

They should have a minimum 4 years full-time experience in the organisation of events 
and logistic support to conferences or meetings.  
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Communication manager (website, advertisement, editing reports etc)  - at least 1 member, 
with at least 3 years’ experience in communication activities, relevant IT skills and fluent 
in English, as proven by certificates or past relevant experience. 

Linguistic skills: all personnel in the organization should be fully operational in English, as 
demonstrated by certificates or previous experience; experts supporting city visits should 
be able to speak both English and a vehicular language allowing them a proper 
communication with the cities. The pool of experts that is identified in the proposal should 
have sufficient knowledge of at least 7 EU languages. 

The Tenderer should prove that all the experts will be available throughout the duration of 
the action to perform the tasks for which they are proposed, and have committed to devote 
the necessary time to the tasks they will be assigned. 

c. Evidence:  

The following evidence should be provided to fulfil the above criteria:  

- List of relevant services provided in the past three years, with sums, dates and recipients, 
public or private.  

- The educational and professional qualifications of the persons who will provide the 
service for this tender (CVs). Each CV provided should indicate the intended function in 
the delivery of the service.  

2.4. Award criteria 

The tender will be awarded according to the best-value-for-money procedure. The quality 
of the tender will be evaluated based on the following criteria. The maximum total quality 
score is 100 points.  

- Methodology proposed for each single task, as specified in the task description. 
- Robustness of management structure, including quality control measures  
- Quality of the sample outputs (description of initiatives, sample of structure of the 

reports of city visits) 
 

• Quality of the proposed methodology (45 points - – minimum threshold 50%)  

This criterion will assess the quality of the methodology for each single task, as detailed in 
the Technical specifications (Section 3 of this document), and namely: the criteria for the 
selection of initiatives to be highlighted in the catalogue, and on the way the selection will 
be implemented in practice; the way a specific initiative may be described and classified in 
the catalogue; the criteria that will be used to choose the cities/regions hosting the study 
visits; a description of the methodology that will be used for the selection of participants; 
the way the visits will be prepared and organised; the methodology for the ex post 
evaluation and for the follow-up to the visit with all participating cities/regions; a 
methodology for the follow-up coaching. 
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• Robustness of management structure, including quality control measures (30 
points – minimum threshold 50%) 

This criterion will assess how the roles and responsibilities of the proposed team and of the 
economic operators (in case of joint tenders, including subcontractors if applicable) are 
distributed for each task. In particular, the assessment will focus on the arrangements that 
will be put in place to ensure the smooth organization of the visits, and how the evaluation 
by participants will feed the improvement of the following visits.  

The criterion will also assess 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 resources and the rationale behind the 
choice of this allocation.  

It will also assess the understanding of risks and the quality control system applied to the 
service foreseen in these tender specifications. The quality system should be detailed in the 
tender and specific to the tasks at hand; a generic quality system will result in a low score.  

 

• Quality of the outputs provided as samples (25 points – minimum threshold 
50%) 

As indicated in the Technical Specifications, the tender should provide two specimens 
related to the envisaged work: 

1. how one initiative may be described and analysed in the catalogue; and  

2. an outline of the possible structure of the report of study visits.  

This criterion will assess the quality of this production. 

*** 

Tenders must score minimum 50% for each criterion and minimum 65% in total. Tenders 
that do not reach the minimum quality thresholds will be rejected and will not be ranked. 

After evaluation of the quality of the tender, the tenders are ranked using the formula 
below to determine the tender offering best value for money.  

A weight of 60/40 is given to quality and price. 

Score for tender X = cheapest price / price of tender X * 40 + total quality score (out of 
100) for all award criteria of tender X / 100 * 60 

 

Score for 
tender X 

 

= 

 
cheapest price 

_________ 

price of tender X 
 

 

* 

 

40 

 

 

+ 

total quality score (out of 
100) for all award criteria 

of tender X 
_____________ 

100 

 

* 

 

60 

2.5. Technical offer  

The technical offer must cover all aspects and tasks required in the technical specifications 
described in section 3, and provide all the information needed to apply the award criteria. 
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Offers deviating from the requirements or not covering all requirements may be excluded 
on the basis of non-conformity with the tender specifications and will not be evaluated.  

2.6. Financial offer  

The price for the tender must be quoted in euro (use Annex 4). 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 assume 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.  

3. TECHNICAL SPECIFICATIONS 

3.1. GENERAL BACKGROUND AND REFERENCES  
The role of the EU in the field of cultural policy, as laid down in the Treaty, is to 
contribute to the flowering of cultures of Member States by promoting co-operation among 
them. 

To achieve this objective, the ‘Creative Europe’ programme2 can inter alia supports 
actions that contribute in concrete ways to promoting more effective knowledge 
management and knowledge sharing for cultural policy at the European level. This 
initiative is one of them. 

It looks at cities and regions, because they are increasingly engaged in the promotion of 
culture and because this is the level where the cultural and creative sectors can efficiently 
develop, in particular through networking and clustering. Besides, cities and regions have 
demonstrated a growing interest to working together under the overarching framework of 
European integration – as demonstrated by the increasing number of city networks at 
European level and initiatives also stemming directly from cities aimed at an exchange of 
practices. 

The project should take into account and build upon the results of other city networks in 
the field of culture that were funded through EU programmes in the past – such as 
Intercultural cities, HerO, MILE , Ecce Innovation project, Creative Clusters in low 
density urban areas, CREA:RE – Creative Regions etc. 

At the same time, the present initiative would test a methodology of support to exchange 
among cities and regions that could allow a larger number of cities and regions to 
participate, thus building a sort of broader learning community.  

                                                 

 
2  
 Regulation No 1295/2013 of the European Parliament and of the Council of 11 December 2013 



 

 11

The purpose would be to help cities and regions make a sound investment in culture, 
including by making use of the opportunities that are available at EU level such as for 
example those that will be offered by the European Structural Investment Funds.    

The Commission will ensure that the results of the initiative are fed into the work on Urban 
development on a European level, as f. ex, in the framework of the URBACT III 
programme (European Territorial Cooperation programme) and the Urban development 
Network which will be established according to article 9 of the ERDF regulation.  

3.2. PURPOSE OF THE CONTRACT 

Culture is broadly recognized as a key element in strategies for urban and regional 
development. The presence and quality of cultural activities is a major factor of 
attractiveness of a city and a measure of quality of living. Cultural heritage is a key 
element of the image and identity of cities and regions and the main focus of city tourism. 
The presence and development of cultural and creative industries may constitute a main 
economic drive for the city and the region. And, very importantly, participation in arts and 
culture may enhance intercultural dialogue, support social cohesion and lead to social 
innovation.  

Therefore, investing in culture seems to be a wise decision for local and regional 
policymakers. How to invest, however, is a more complex issue. Making the right choices 
is all the more essential in a moment of budgetary restrictions; now more than ever, cities 
and regions must ensure that their spending is efficient. 

Learning how to make the best of the potential of culture may be key to well-being and 
development in Europe; its rich urban life and its arts and culture are key features that 
should be promoted in synergy with other measures for urban development. 

Some cities and regions seem to have been more successful than others in making strategic 
choices about culture, and in ensuring long term benefits to their investment.  

What can be learnt from their experience? Can this be transferred to other contexts? 

Interestingly enough, culture is a good of a special nature. The more one “consumes” it, 
the more one wants it. Unlike other sectors, in which sharing strategies and secrets may 
cause losing value, in the case of culture cities are not in competition – an improvement of 
investment in culture in more than one place may increase the overall attractiveness of a 
region and foster the creation of audiences which in turn will support culture and creative 
industries.  

Therefore, it appears that an exchange among city and regional administrations (at the 
level that is the most appropriate for decision-taking) may be highly beneficial.  

The present call aims to support exchanges of experience via direct contacts through 
city/region administrations by study visits. In fact, a direct observation, on site, of 
interesting initiatives, and the possibility to discuss in depth about issues and details of 
implementation with those responsible for their development, is the best way to understand 
and draw ideas that can be transferred.  

The purpose of the project however is also to go beyond the study visits – on the one hand, 
with the provision of follow-up coaching to cities/regional administrations which took part 
in the visits, in order to maximize its impact; and on the other hand, by reaching a larger 
number of interested parties through a broad dissemination of information (development of 
an online catalogue, website, newsletter, use of social media). 
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3.3. DESCRIPTION OF TASKS 

Task I Identification of practices and creation of a catalogue 

The contractor shall identify a number (at least 70) of initiatives related to urban and 
regional development through culture that are worth disseminating and sharing at 
European level.  

They should be selected on the basis of reasoned criteria, which might include  
- strategic vision 
- the way culture is integrated into a broader urban or regional development plan 
- high impact 
- innovative approach 
- transferability 
- geographical balance 

 
A specific focus could be placed on the experience of the European Capitals of Culture, 
also taking account of the experience of cities that did not obtain the title but continued to 
work on culture after the competition. 
The analysis should look at culture and territorial development in a broad sense, including 
a balanced coverage of the following aspects:  

- Cultural heritage as driver of economic growth and social inclusion 
- Cultural and creative industries as a motor for urban regeneration and economic 

vitality 
- Culture for social inclusion, social innovation and intercultural dialogue 

 
The selection of initiatives should be based both on the direct expertise and knowledge of 
the contractors and on calls to cities and regions through different channels. 

 The bid should contain an outline of the criteria for the selection of initiatives to be 
highlighted, and on the way the selection will be implemented in practice.  

Such initiatives will be gathered in an analytical catalogue, which for each initiative will 
contain a short description, an extensive outline and a list of contacts so as to obtain further 
information. The catalogue should be a learning tool for other city/region administrations 
that would like to take their inspiration from the described initiatives. Therefore, it should 
be clear and pedagogical. The information should be structured in a thematic way and 
easily searchable.  

 The bid should contain an initial proposal of 3 different initiatives that could be 
inserted in the catalogue. It should also contain an indication of how initiatives may 
be described and classified, with a practical example of how this will be done in 
relation to one among the three initiatives.  

 

Task II Organisation of study visits 

Based on a selection of initiatives from the catalogue, the contractor will organize over 22 
months at least 15 visits in cities/regions, involving the participation of representatives of 
at least 10 cities from other countries. The selection of both host cities/regions and  
participants may cover all countries participating in the Creative Europe Programme. 
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Task II.1. Selection of cities for study visits 

Among the initiatives identified in the catalogue, a smaller number will be selected by the 
contractor after approbation by the Commission for the organization of study visits. 

Criteria for the selection of sites for study visits may be, for instance, considerations on the 
transferability of the example, the availability and interest by cities to host the visit, the 
thematic and the geographical balance. 

 The bid should specify which criteria will be proposed to the Commission to 
choose the cities hosting the study visits. 

Task II.2 Call to participants 

The contractor shall issue a call among EU city and regional administrators to ensure the 
participation in the study visits. Travel and accommodation expenses will be covered for 
20 participants per visit as an average. 

Participant cities and regions should be represented both at political and decision-making  
and at technical level (that is, two representatives per city/region ). The participation of 
representatives with broader mandates than culture (in particular mayors or deputy mayors, 
and urban planners) should be prioritized.  

Cities and regions asking to participate should outline their learning objectives and explain 
how they intend to take inspiration from the visit to find solutions for their own context. If 
justified by specific learning needs, cities/regions may take part in more than one study 
visit (the contract may cover costs for participation for up to three visits by the same 
city/region).   

The contractor will select participants to the visits on the basis of explicit criteria such as 
the quality of applications, the likelihood of transferability of results (similarity of 
context/size/issues), the linguistic requirements, etc. For transparency reasons, the 
contractor will keep documentation of applications and of the selection procedure and 
inform EC. In order to be activated, each visit must have the participation of 
representatives of cities/regions from at least 3 different countries than the one of the host. 

They will ensure communication with participants, by confirming to the selected ones the 
dates for the visit at least 45 days in advance, and by sending to them a draft programme 
and details at least one month in advance. In case some selected participants could not 
attend, the contractor will promptly ensure that other participants are given the possibility 
to attend. 

 The bid should contain a description of the methodology that will be used for the 
selection of participants. 

 

Task II.3. Preparation and organization of the visit 

Well in advance to the visit, the contractor will work with the host city/regions for the 
preparation of the programme, by helping them make the best selection of practices to be 
shown and to define a balanced schedule.  

Such preparation may involve, if needed, a preliminary onsite visit. 

In advance to the meeting, they will send to participants  
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- a detailed programme, containing a thorough description of the initiatives that will 
be visited 

- an issue paper of about 4-8 pages outlining the main learning, in terms of issues 
and solutions that were devised, which can be derived from the initiative 

- A presentation of participants, summarizing their reasons to take part in the visit.  
` 
As a rule of thumb, the visits could last three days/two nights, starting around noon on the 
first day and ending in the early afternoon of the third day, so as to allow participants to 
travel in the day. However, different arrangements could be envisaged, if justified by the 
programme, the location and the requirements of participants. 

The visits should include three main moments: 1) an introduction, consisting of an overall 
presentation, outlining the strategy which supports the initiative and its origins and 
development, involving the participation of authorities and stakeholders; 2) a series of 
onsite visits; and 3) a conclusion allowing participants to debate about what they saw and 
to draw lessons. Care should be placed on ensuring sufficient time for discussion. 

Visits could take place in different languages, depending on the host and the participants. 
The contractor shall try to match, whenever possible, the language skills of participants 
with the language of the visit. At any rate, interpretation to and from a language spoken by 
the group should be foreseen and provided by the contractor.  

The contract will cover  
- the organization of travelling arrangements and the travel and hotel expenses for 

participants;  
- the provision of expertise and support to the host city/region in preparation and 

during the visit;  
- the preparation of support documents for the visit; 
- interpretation to and from English or a language spoken by the group -  if 

appropriate;  
- a contribution to the costs of organization (meals, local transportation) 

 
It is expected that host cities/regions should provide meeting facilities (including coffee 
etc).  
Commission representatives, or external experts appointed by the Commission, may decide 
to take part in the visits. 

 The bid should contain a thorough description of the arrangements that will be put 
in place to ensure the smooth organization of the visit, including organization of 
travel arrangements, communication with participants, the solutions for 
interpretations, as well as a clear analysis of risks and of measures that will be put 
in place to reduce them. 

 

After the visit, the contractor will develop an analytical document, which summarizes the 
debate and the main lessons learnt during the visit. 

It will consist of a short executive summary (1-2 pages) outlining the main findings and 
discussion of the visits, and of a more analytical part (about 8-10 pages) describing the 
visit and detailing the main points of the discussion and of the presentations during the 
visit. 
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This document, completed with photographical documentation, will be sent to participants 
(and for information to the Commission) not later than one month after the visit. It will 
also be published on the Internet, after appropriate editing which should take into account 
privacy requirements and possible sensitive issues in the discussion.  

 The bid should contain an indication of the type of expertise that will be provided 
to carry out the work; a suggestion for a possible structure of the report, and an 
indication of how the contractor will ensure similar quality standards for all study 
visit reports. 

 
Task II.4. Follow up to each visit 

Following the visit, the contractor will evaluate the satisfaction of participants and hosts. 
The results of such evaluation should be used to improve following visits.  

 The bid should contain an indication of criteria for evaluation, and of the way they 
will ensure that the results of the evaluation of each visit will contribute to 
improving the remaining ones. 

After the visit, participants will be asked in writing to explain what they learnt and how 
this could be transferred to their own context, as well as to evaluate what kind of 
information and coaching they would still need in order to be able to build upon the 
lessons learnt About 45 days after the visit, they will be contacted again in order to assess 
whether the visit led to some development and whether they would need further assistance 
or information. 

 The bid should contain an indication of an efficient procedure for this individual 
follow-up  

 

Task III Transferability of results 

 Task III.1 Coaching  

A number (at least 10) of cities taking part in the visits will be selected by the contractor 
for a more intensive follow-up, and coaching. They will be selected on the basis of a set of 
different criteria, such as for instance the interest in undergoing this deeper process, also 
linked to the participation to more than one visit; the commitment to implement solutions 
on the ground; the interest of the specific context of the city/region, either because of its 
potential and likelihood of transferability of results, or because of specific challenges; the 
geographical balance. 

The contractor will provide to these cities/regions a follow-up coaching to help them carry 
out the initiatives related to culture for urban development that they may want to envisage. 
This coaching will help cities/regions realize their strength and potential, take account of 
possible challenges and issues, and identify opportunities for funding or solutions for 
provision of support. The experts will issue a report with recommendations for each city 
they will coach.  The coaching could take the form of meetings with and visit by experts 
and/or peer-reviews by a small number of other cities/regions.  

 The bid should contain a methodology for the selection of cities for the follow-up 
coaching and for its implementation. 
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Task III.2 Online Forum 

Besides, the contractor will put at the disposal of all participating cities the access to an 
online forum on a website specifically set up for the project (see below) , which cities can 
use to exchange information and advice. They will regularly animate it so as to ensure that 
it is active. 

 

Task IV Analysis and dissemination 

All through the project cycle, the contractor shall ensure systematic communication on the 
project. 

They will advertise the project at least through a set number of specific channels (city 
networks, associations etc). They will also issue a short electronic newsletter (at least 10 
issues for the duration for the contract), containing news and information on the project, to 
be disseminated through the same channels. 

They will set up a specific website for the project, which will at least contain the catalogue 
of initiatives, the schedule and description of study visits, the study visits reports, the 
forum facility plus a news section containing possible relevant information linked to 
culture and urban development.  

After the final visit, the contractor will develop a thematic analysis, consisting of a report 
of about 20-30 pages which will cluster the findings of the visits on the basis of a thematic 
structure. 

Such thematic analysis may be presented at a closing event that will be organized by the 
Commission, if possible in correspondence with some key Commission event in the field 
of culture or urban development (such as for instance the European Culture Forum or Open 
days). 

One representative for each host city/region may also be invited to attend (travel expenses 
will be reimbursed by the Commission) 

** 

The financial offer of the tenderer should include the tenderer's costs related to its participation 
in the kick-off, progress and final report meetings organised by the Commission. 
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3.4. INDICATIVE TIME SCHEDULE OF EXECUTION OF THE CONTRACT: 

 

T0 Contract start 

T0 + 2 weeks Submission of draft inception report + 1st interim payment 

T0 + 3 weeks Kick-off meeting with the Commission 

T0 + 3 months List of identified initiatives + proposition of choice of cities/regions 
(submitted to the Commission) 

T0 + 4 months Catalogue of initiatives delivered (submitted to the Commission) 

T0 + 5 months Calendar of visits submitted to the Commission 

T0 + 7.5 months Start of first visit 

T0 + 10 months  1st progress report + 2nd interim payment 

T0 + 20 months  2nd progress report + 3rd interim payment 

T0 + 29.5 months Submission of draft final report  

T0 + 30 months Final meeting with the Commission 

T0 + 32 months Submission of the final report + payment of balance 

 

 

3.5. INCEPTION AND PROGRESS REPORTS REQUIREMENTS 

• Inception report 
The inception report must be drafted in English and submitted at least one week before the 
Kick-off meeting with the Commission. 

The report must include at least:  

o Detailed work plan and timetable for implementing the work; 
o Details on the approach to be followed for each task; 
o A precise indication of the repartition of tasks among the experts, in support to 

the study visits.  

• Key deliverables and progress reports 
Not later than three months after the signature of the contract, the contractors shall submit 
to the Commission a list of identified initiative, and a first proposition of choice of 
cities/regions where study visits might be hosted. Such choice will be discussed and agreed 
with the Commission. 
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The Catalogue of initiatives will be produced not later than four months after the 
signature of the contract and sent to the Commission. 

The calendar of visits will be presented not later than five months after the signature of 
the contract. It will contain an indication of the dates and content of the visits. The dates 
for the first five visits should be already confirmed at this stage, while the dates for the 
following visits may be provisional and confirmed at a later stage, always at least three 
months before the visit will take place. 

The 1st progress report will be submitted ten months after the signature of the contract, 
and the 2nd progress report twenty months after the signature of the contract. 
They will contain  

o complete information on the activities carried out in pursuit of the results set out 
in the technical specifications;  

o Complete information on the progress achieved towards the results; 
o Problems encountered, solutions found or proposed, and impact on future work; 
o A detailed timetable and methodology for completion of the work. 

 
Each report will be submitted in English to the responsible body in printed form (one copy) 
and by e-mail. Electronic files must be in Microsoft ® Word for Windows format or 
equivalent. 

In the absence of observations from the Commission within the payment deadline, the 
reports will be considered as being approved. 

If any observations, within 20 calendar days of receiving the Commission’s observations, 
the Contractor will submit the report in definitive form, taking full account of these 
observations, either by following them precisely, or by explaining clearly why they were 
not followed.  Should the Commission still not consider the report acceptable, the 
Contractor will be invited to amend the report until the Commission is satisfied. 

4. CONTENT, STRUCTURE AND GRAPHIC REQUIREMENTS OF THE FINAL 
DELIVERABLES 

All final deliverables produced for the European Commission and Executive Agencies 
shall conform to 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 
logo3.  
 

4.1. Content 

                                                 

 
3 The Visual Identity Manual of the European Commission is available upon request. Requests should be made to the 

following e-mail address: comm-visual-identity@ec.europa.eu 

mailto:comm-visual-identity@ec.europa.eu
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4.1.1. Final report 

The final report shall be submitted within 32 months after the entry into force of the Contract. 

It should include an Executive Summary of 4 pages maximum. The Executive Summary 
should be provided in English and in French. 

The report must include at least:  

o Comprehensive information on all the activities and approaches carried out in 
pursuit of the results set out in the technical specifications; 

o Problems encountered, solutions found and their impact on the outcomes achieved; 

o An evaluation of outcomes, conclusions and recommendations to the European 
Commission. 

4.2. Structure 

The final report should not exceed 25 pages and it should be completed by annexes (including 
at least all visits and coaching reports). 
 

5. ANNEXES 

The following documents are annexed to these Tender Specifications and form an integral 
part of them: 

Annex 1 : Tenderer Information 

Annex 2 : Declaration on Honour 

Annex 3 : Economic & Financial Capacity 

Annex 4 : Price 

Annex 5 : Draft Contract 

http://ec.europa.eu/dgs/education_culture/calls/evaluation-procurements_en.htm
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