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SPECIFICATIONS 
 

To Invitation to Tender ENV.F.3/FRA/2010/0014 
 

Framework contract for "Strategic development and implementation of 
communication campaigns in the field of Environment" 

 
These specifications follow the publication of  

- the prior information notice in OJ 2010/S 62-091260 of 30/03/2010 
- the contract notice in OJ 2010/ S 70– 104293 of 10/04/2010 
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PART 1: TECHNICAL DESCRIPTION 

 
1. BACKGROUND 
 

The main role of DG Environment is to initiate and define new environment policy and 
legislation, to promote integration of environmental concerns into other policy areas, and to 
ensure that agreed policy measures are implemented effectively in the EU Member States. Its 
mission statement is: 

"PROTECTING, PRESERVING AND IMPROVING THE ENVIRONMENT FOR PRESENT AND 
FUTURE GENERATIONS, AND PROMOTING SUSTAINABLE DEVELOPMENT". 

The 6th Environmental Action Plan (EAP) outlines the framework for environmental policy-
making in the European Union for the period 2002-2012 and outlines actions that need to be 
taken to achieve them1. 

In line with priorities of the 6th EAP and with the priorities of the 'Europe 2020 Strategy'2., the 
focus of DG Environment's  work programme in the coming years will be on: 

- Environment policy's contribution to greening of the economy.  It encompasses eco-
innovation, environmental technology and the next phase of sustainable consumption and 
production to make the EU more resource efficient. 

- Halting the loss of biodiversity.  The March 15th 2010 Environment Council adopted 
conclusions that set out the EU headline target on halting the loss of biodiversity and the 
degradation of ecosystems services, and restoring them in so far as feasible by 2020, and its 
vision for the better protection of biodiversity in the EU by 20503. In addition, it called for 
reinforced mainstreaming of biodiversity.  There is a need to develop a strategy aimed at 
reaching the agreed target.  

- Contributing to the EU air, land and water management policies to increase the resilience of 
ecosystems. 

The communication activities in DG Environment are regarded as an integral part of the overall 
operation - supporting the conception and implementation of policy.  Therefore, the 
Communication Unit actively promotes the main policies of the DG in close cooperation with 
technical policy units by supportive means of information, communication, awareness-raising 
and dialogue. 

 
 
 

                                                 
1 http://ec.europa.eu/environment/newprg/index.htm 

2 http://ec.europa.eu/eu2020/index_en.htm  

3 http://www.consilium.europa.eu/uedocs/cms_data/docs/pressdata/en/envir/113373.pdf 

http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CELEX:32002D1600:EN:NOT
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2. OBJECTIVES AND NATURE OF CONTRACT 
 
2.1 Objectives 

The prime objective of this framework contract is to ensure that DG Environment has a tool to 
acquire necessary external services for strategic development and implementation of 
communication campaigns that it may need to reach its communication objectives efficiently, 
swiftly and with high quality. 
 
To that end, DG Environment wishes to be able to draw on the services of companies specialising 
in integrated communication services. 
 
2.2 Nature of the contract 

The Framework contract will be based on specific agreements made by the Commission to carry 
out specific tasks. The details of the deliverables will be agreed as part of service requests made 
by the Commission. Deliverables may vary in nature from request to request. 

The applicable model framework contract accompanies the invitation to tender. By submitting an 
offer for this call for tender, bidders declare their acceptance of it and must take it into account in 
drawing up their tender. 

When the Commission wishes to procure services under the Framework contract, it will send the 
contractor a request for services by post, fax or e-mail. The request will set out the terms of 
reference for the task. 

Tenderers' attention is drawn to the fact that the Framework contract does not constitute 
placement of an order but is merely designed to set the legal, financial, technical and 
administrative terms governing relations between the contracting parties during the contract term. 
Orders can only be placed using the model contained in Annex 7 to these Terms of Reference. 
Following the placement of an order, a specific agreement shall be drawn up for that work. A 
model specific agreement corresponding to the model contract is provided in Annex 7. 

Signature of the Framework contract does not give the contractor any exclusive rights to the 
services covered by the Framework contract. In any case, the Commission reserves the right, at 
any time during the Framework contract, to cease placing orders without the contractor having 
the right to any compensation  

DG Environment will be the overall manager for the Framework contract defined in these Terms 
of Reference. It will be the only administrative contact point as regards the Framework contract, 
will draft and handle the work plan for the Framework contract. 
 
3. CONTENT / TECHNICAL SPECIFICATION OF THE TASKS 
 

The contractor will be required to perform integrated communication services at the EU level to 
strategically develop and carry out communication campaigns for DG Environment.  The term 
'integrated communication services' is understood as being an 'A to Z' development and 
implementation of communication actions, including: 
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1. Advice for the design and preparation of activities:  

1.1. Definition / adjustments to the strategic platform 

1.2. Definition / adjustments of target audiences; 

1.3. Recommendations on formulation of key messages and prioritisation of messages; 

1.4. Recommendations on the choice of communication channels;  

2. Development of messages and of presentation proposals in the most appropriate form on all 
media adapted to the target audience: 

2.1. Graphic design proposals of communication tools including printed material, internet, 
TV/on-line videos, web banners, etc.; 

2.2. Drafting (in EN) and translation (into all EU languages) of messages for advertisments, 
PR articles, websites, etc; 

3. Coordination and implementation of the action (including production of the materials 
including print/audiovisual media, and dissemination via the channels identified in the design 
phase); 

3.1. Production of communication materials and delivery in the appropriate technical form to 
channels that will disseminate them including printed material, audiovisual material for 
TV and on-line use, etc. 

3.2. Design, development and updating of websites (in compliance with the requirements of 
the Commission's internet server EUROPA – see the Information Providers' Guide4) and 
of web based applications for social media, etc. (including hosting services where 
needed); 

3.3. Development of media plans and purchase of necessary advertising space; 

3.4. Developing media partnerships in order to obtain free media space to disseminate 
campaign messages; 

3.5. Managing PR and media relations for the campaign, including handling relations with 
journalists, designing and executing PR events, finding relevant public figures to be used 
as 'ambassadors' to disseminate campaign messages; 

3.6. Identifying and setting up partnerships with relevant multipliers (NGOs, scientific 
organisations, local authorities, etc) that may be needed to effectively implement the 
campaign activities and to maximize its reach; 

4. Follow-up of the actions and measurement of their impact (both qualitative and quantitative), 
including reports drawing conclusions  and 'lessons learned' as well as making 
recommendations; 

5. Analysis of existing data and carrying out appropriate research that may be necessary to 
ensure quality delivery of tasks listed in points 1 – 4. 

The above list is not exhaustive.   

                                                 
4 http://ec.europa.eu/ipg/index_en.htm 



 

 5

 
All the actions must be conducted in a coherent and complementary manner and in synergy with 
other DG Environment communication actions in the field of biodiversity and nature. 
 
To carry out these tasks, the successful tenderer will have to coordinate with the Commission 
services as well as to liaise with other players such as:  

-  DG ENV contacts in the Environmental Ministries of Member States (these will be provided 
to the contractor after signature of the contract) 

-  other organisms that may be identified later 

where necessary and on matters relevant to the timely and quality delivery of services that are the 
subject of this call for tender.  

In addition, the contractor may also have to liaise on an operational level with other contractors 
of DG Environment whenever it might be necessary for the smooth practical execution of tasks 
(i.e. reception or forwarding of files, materials, etc). 

 
3.1 Hypothetical Tasks  

The actual services to be rendered will vary from request to request and are not known at this 
point in time.  However, for the purposes of the award process, tenderers should provide a bid for 
the hypothetical tasks described below (in other words, the tenderer should treat them as specific 
requests and provide example solutions and financial offers for them).  These tasks were chosen 
as examples of specific pieces of work that could be asked for under the framework contract.  
The bids should be of sufficient depth to allow the Commission to assess the level at which the 
tenderer has demonstrated an understanding of the tasks, has proposed the appropriate 
methodology and team to work on the projects as well as to assess the level of creativity 
displayed.  These bids will be taken into account in the assessment of the award process, as set 
out in Part 3, point 5 below.  
 
3.1.1. Hypothetical task 1: 

 

Context: 
In line with the priorities of the ‘Europe 2020’ strategy, DG Environment wishes to 
support its policy initiatives in the field of resource efficiency with a pan-European 
communication campaign.  The goal of the campaign is to motivate EU citizens to make 
responsible consumption choices.   
 
It is now September 1st, 2010. The desired launch of the campaign is 1st February 2011.  
 

Assignment: 
The tenderer is responsible for an ‘A to Z’ development of the campaign, starting from 
the analysis of the background and applying these findings to develop the campaign’s 
strategy in order to produce / deliver to the media all the necessary materials for the 
launch.  
 

The tenderer's proposal must contain at least: 
- a proposal for the overall approach proposed, with justifications; 
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- analysis of main challenges and questions that must be taken into account in defining 
the strategic phase of the campaign, and, based on the outcome of this analysis: 

 draft recommendation on the strategic approach DG ENV should take (at least 
specific objectives, main messages to communicate, target audiences); 

 draft recommendation on communication strategy (at least recommendation on 
communication channels and the role they should play)   

 draft proposal of campaign’s creative idea 
 draft proposal of visual identity (at least logo and slogan; in EN); 
 draft graphics and sample text (in EN) of campaign’s material (at least one 

advertisement that could be used in traditional media such as outdoor or print, 
at least one advertisement for the on-line media, and one brochure must be 
proposed) 

 draft proposal for the website (at least structure, mock up of a Home page and 
mock up of one of the internal pages, in EN) 

- project timeline, listing main tasks and milestones; 
- detailed budget (using the template in Annex 2). 
 

Budget:  
The budget earmarked by the Commission for this task is between € 400 000 – € 450 000 
(excluding the cost of paid advertising).   
 

For the purpose of the financial offer the tenderer must assume: 
- no need to translate any materials or website text into other EU languages 
- no need to adapt the layouts into other EU languages; 
- no need to print any of the materials, as digital layouts are accepted by media that will 

disseminate the messages; 
- no need to provide detailed media plan, 
- the website must be hosted at Europa; 
 

The proposal must indicate which parts of the task will be subcontracted. 
 

3.1.2. Hypothetical task 2: 
 

Context: 
Following the December 2008 revisions of the regulation, uptake of the EU Ecolabel 
instrument by the industry is growing.  DG Environment wishes to help this uptake by 
generating a consumer-driven demand for the Ecolabel.  Therefore a new communication 
campaign has been developed and a wave of promotional activities in retail stores will be 
implemented.  Due to a limited budget the campaign will be disseminated mostly on-line. 
It is now January 1st, 2011. The desired start of the campaign and of the promotional 
activities is April 1st, 2011. The length of the campaign is 3 months. 
 

Assignment: 
The tenderer is responsible for recommending a PR strategy to inform the media about the 
initiative and generate editorial content about the Ecolabel.  While the tenderer is neither 
responsible for development of campaign materials nor for the actual implementation, it 
will be responsible for devising a strategy to increase the reach of the campaign through 
partnerships.  
 

The tenderer's proposal must contain at least: 
- a proposal for the overall approach proposed, with justifications; 
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- a proposal for the PR strategy (at least a description of the idea for the launch event in 
three countries) and indicators of success; 

- a draft proposal for partnership (at least recommendation of the partner(s) and 
description of the working mechanism i.e. what kind of contribution would be 
provided by DG ENV/what kind of contribution would be provided by the proposed 
partner must be provided); 

- draft graphics and sample text (in EN) proposed for the materials. At least draft 
invitation to journalists (approximatively 200 words, in EN) and a brief promoting 
Ecolabel that journalist can use to write their own articles (approximatively 500 
words, in EN) must be proposed; the tenderer is expected to use its own mailing lists. 

- project timeline, listing main tasks and milestones; 
- detailed budget (using the template in Annex 2). 
 

Budget:  
The budget earmarked by the Commission for this task is between € 150 000 – € 200 000.  
 

For the purpose of the financial offer the tenderer must assume: 
- translation and layout adaptations of the invitation letter and briefing into three EU 

languages; 
- electronic dissemination of the invitations 
- the need to prepare 100 copies of the press packs per country to be distributed at the 

launch event.  Each press pack should include a document holder (A4) , briefing (A4 
page recto-verso, text and graphical elements printed in four-colours, on recycled 
paper, 150g) and a brochure promoting Ecolabel that will be provided already printed 
by DG ENV.   

 

The proposal must indicate which parts of the task will be subcontracted. 
 

 
3.1.3. Hypothetical task 3. 
 

Context:  
The EU public awareness campaign on biodiversity was launched mid March 20105.  The 
evaluation conducted in July 2010 indicates that the strategic platform chosen for the 
campaign as well as the communication materials were effective in raising awareness of 
the issue.  In particular the on-line component was very efficient, as it succeeded in 
reaching audiences that: 
- are usually not covered by traditional forms of messages from the EU (e.g. Would not 

visit the Europa website or pick up a brochure), and 
- are not particularly interested in environmental issues (through making the messages 

accessible and fun, and placing them in the ‘natural’ media environment of those 
people).    

 
Assignment: 

The tenderer is responsible for proposing a strategy and implementation tool for taking 
the campaign into the mobile media platform, to further reach audiences that are usually 
not covered by traditional forms of messages from the EU or would not get interested by 

                                                 
5 www.weareallinthistogether.eu 
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traditional forms of message about the environment.  The target audience remain adults 
(18+).  All materials must be a logical continuation of the campaign from the strategic 
point of view and must also ensure consistency of visuals and tonality.   

It is now September 1st, 2010.  The tenderer must propose the quickest possible date for 
completion of the task.  
 

The tenderer's proposal must contain at least: 
- a proposal for the overall approach, with justifications; 
- a draft recommendation of the strategy, with objectives and indicators of success; 
- a description of the idea and working mechanism for the implementation; 
- a project timeline 
- a detailed budget (using the template in Annex 2).   
 

Budget:  

The maximum budget earmarked by the Commission is between € 150 000 – € 200 000 
(including any software developments) 
 

For the purposes of the financial offer the tenderer must assume: 
- no need for translations  
 

The proposal must indicate which parts of the task will be subcontracted. 
 
It is underlined that the Commission wishes to maximise the impact and reach of its actions 
within the available budget, rather than to minimize the overall cost.  Therefore any offers 
not making use of at least the minimum available budget will get penalty points under the 
heading 'Understanding' of the award criteria.  
 
Presentation with relevant background information (such as the strategic approach, visual identity 
and examples of materials) for biodiversity and for Ecolabel campaigns that tenderers are invited to 
familiarise themselves with to prepare their bids are posted electronically with these specifications. 

 
3.2. Budget 

The maximum budget available under this contract is estimated at € 2 500 000 (excluding VAT, 
including fees, travel and all other costs).  
 
 
4. EXPERIENCE REQUIRED OF THE CONTRACTOR 
 
Tenderers must demonstrate in their offers that they have the technical and organisational 
capacity as well as the experience necessary to ensure contractual services which are the subject 
of this invitation to tender: 
 

4.1 Logistical and managerial capacity 

• Information and evidence that the tenderer has the logistical and managerial capacity 
(including the necessary human resources, materials, technical equipment, etc.) to ensure 
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delivery of contractual services which are the subject of this invitation to tender with a 
quality appropriate to the proper representation of the Commission. 

• Indication of the percentage of the total contract value which the tenderer may 
intend to subcontract.  

• The tenderer must demonstrate sufficient flexibility with regard to delivery dates. [e.g. by 
demonstrating the availability of suitable staff] 

 

4.2. Qualifications and experience 

• Tenderers must provide a list of main clients from the past 3 (three) years in areas related 
to services which are the subject of this invitation to tender. The list must indicate the type 
of service, the amount, date and duration of service, and the recipient (public or private 
customer).  

• Tenderers must show in the most appropriate way that they have the technical expertise 
and know-how to deliver the contractual services which are the subject of this invitation 
to tender with a quality appropriate to the proper representation of the Commission.  The 
examples chosen must demonstrate the tenderer's ability to provide services that are at 
least equivalent in value and in scope to the services requested in this call for tender: 

- At least one example must demonstrate the ability to develop a pan-European 
(covering at minimum 15 different Member States) communication strategy 
from scratch.  Explanation of rationales behind the approach taken must be 
included; 

- At least one example must demonstrate the capability to develop a visual 
identity inlcuding logo and slogan for a pan-European campaign (covering at 
minimum 15 different Member States); Examples of creative work must be 
attached; 

- At least one example must demonstrate the ability to develop communication 
materials for a pan-European (covering at minimum 15 different Member States) 
campaign.  Examples of creative work must be attached;  

- At least one example must demonstrate the ability to implement a pan-European 
(covering at minimum 15 different Member States) campaign including 
production of necessary materials, purchase of advertising spaces in traditional 
and on-line media and implementation of PR activites, negotiatiating media 
partnerships, etc.  Examples of materials produced and explanations of rationales 
behind the approach taken must be inlcuded; 

• The tenderer must demonstrate well founded expertise in the area of the environmental 
issues and policies, and in the field of biodiversity and sustainable consumption and 
products in particular.  This should be demonstrated by CVs of expert(s) proposed and / 
or by examples of work completed in that area. 

• The core team proposed must include staff that have the relevant skills and experience 
(as demonstrated via CVs) to efficiently carry out the tasks that are the subject of this 
call for tender and must be fluent in English (Commission B2 level or equivalent).  
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• The CV of a person appointed by the tenderer as the coordinator for providing the 
services will have to meet, in addition, the minimum requirements of: 

- At least 5 (five) years documented prior experience relevant to coordinating 
services in the area covered by this call for tender. 

- At least 1 (one) year of prior experience in working with the European 
Commission or an equivalent organisation (international public body with 
complex internal structure). 

 
 
5. DELIVERABLES 
 

The details of the deliverables will be agreed as part of the specific requests made by the 
Commission in the context of the framework contract. Deliverables may vary in nature from 
request to request. 
 

It is underlined that all reports have to be written in clear, good quality English. Reports must 
be concise, focusing on main messages and avoiding long sentences, redundant text, and 
repetition. Reports must use effective lay-out and style to enable the easy absorption of 
information. 
 
 
6. DURATION OF THE TASKS 
 
The framework contract specifies the basic conditions applicable to any assignment placed under 
its terms. Signature of the contract does not place the Commission under any obligation to place 
an assignment. The contract does not preclude the Commission from assigning tasks in the areas 
set out above to other contractors or from having these tasks carried out by Commission staff. 
 

The indicative intended commencement of the Contract is Autumn 2010 
 

The Framework contract will run for a period of 12 (twelve) months and shall be renewed 
automatically up to two times under the same conditions, unless written notification to the 
contrary is sent by one of the contracting parties and received by the other party 2 (two) months 
before expiry of the contract. The Commission has the right to cancel the framework contract at 
any point without any rights to any compensation by the contractor.  
 
 
7. STABILITY OF SERVICE 
 
For the duration of the contract the contractor will ensure that a stable service is maintained as 
required for the proper, quality implementation of the specific agreements. 
 
For tasks that require continuity, such as project coordination, the contractor shall ensure that 
staff are not changed except in circumstances beyond its control. If the coordinator for providing 
services to the European Commission has to be changed, the European Commission has to pre-
approve the new candidate (based on CV) prior to his/her appointment. Under no circumstances 
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may the Contractor invoke a change of staff as a reason for failing to meet an obligation, in 
particular as regards deadlines and quality. 
 
 
8. PLACE OF PERFORMANCE 
 
The place of performance of the tasks shall be the contractor’s premises or any other place 
indicated in the tender, with the exception of the Commission’s premises. 
 



 

 12

PART 2: ADMINISTRATIVE DETAILS  

 
1. GENERAL TERMS AND CONDITIONS FOR THE SUBMISSION OF TENDERS 
 

• Submission of a tender implies that the Contractor accepts all the terms and conditions set out 
in these specifications (including the annexes) and waives all other terms of business. 

• Submission of a tender binds the Contractor to whom the contract is awarded during 
performance of the contract.  

• Changes to tenders will be accepted only if they are submitted on or before the deadline set 
for the submission of tenders.  

• Expenses incurred in respect of the preparation and presentation of tenders cannot be 
refunded.  

• No information of any kind will be given on the state of progress with regard to the 
evaluation of tenders.  

• Once the Commission has accepted the tender, it shall become the property of the 
Commission and the Commission shall treat it confidentially.  

• The protocol on the Privileges and Immunities or, where appropriate, the Vienna Convention 
of 24 April 1963 on Consular Relations shall apply to this invitation to tender. 

 
 
2. NO OBLIGATION TO AWARD THE CONTRACT 
•  

• Fulfilment of adjudication or invitation to tender procedure shall not involve the Commission 
in any obligation to award the contract. 

• The Commission shall not be liable for any compensation with respect to tenderers whose 
tenders have not been accepted. Nor shall it be liable in the event of its deciding not to award 
the contract. 

• The Commission may cancel the tendering procedure before the framework contract is 
signed, without  tenderers being authorised to claim compensation.  

 
 
3. JOINT TENDERS 
 

When a consortium / partnership is envisaged three cases can arise: 
 

I. The offer originates from a consortium already formally set up as a separate and legal 
entity able to submit its statutes, mode of operation, technical and financial capacity, 
such as result from the contributions of its various members. It is such a consortium that 
will bear the technical and financial responsibility for the contract and will present the 
requested financial guarantee, if applicable. 

 

II. The offer originates from companies not yet having created a consortium as a separate 
legal entity but planning to constitute one as referred to in item I, if their joint offer is 
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accepted. In such a situation, the tenderer will have to provide the legal form, the 
envisaged draft statutes and mode of operation of the consortium, the various technical 
and financial contributions, letters of intent, as well as the guarantees envisaged, where 
applicable before signature of the framework contract. 

 

III. The offer originates from companies not wishing to constitute formally a consortium as 
a separate legal entity and thus constituting effectively an association. In such a case, 
the offer will be submitted in the form of subcontracting (cf. point 4 below), in which 
case one of the companies shall assume the total responsibility for the offer. This 
company will sign the contract in its name, the other companies then being regarded as 
subcontractors of the first. 

 

For joint tenders described in cases I and II above, the information required in 
 

• Part 2, 6.2 (“administrative proposal”) 

• Part 3, 1 (“information for assessment of exclusion criteria”) and 

• Part 3, 2 (“information for assessment of selection criteria”)  

must be provided for all members participating in the tender. 

 
For joint tenders described in case III please refer to point 4 below. 
 
 
4. SUBCONTRACTORS 

Subcontracting is permitted subject to the following conditions: 

• The subcontractor is the sole responsibility of the main contractor;  

• Tenderers must indicate in their offers the amount of the contract (if any) that they will 
subcontract to third parties, as well as the identity and availability of the chosen 
subcontractor(s). The contractor will not subcontract to third parties not identified in the offer 
as potential subcontractors without prior written authorisation from the Commission; 

• The contractor shall not cause the contract to be performed in fact by third parties; 

• Even where the Commission authorises the contractor to subcontract to third parties, the 
contractor shall nonetheless remain bound by his obligations to the Commission under the 
contract; 

• The contractor shall ensure that the subcontract does not affect rights and guarantees to which 
the Commission is entitled by virtue of the contract. 

 

Where the total amount envisaged for subcontracting is above 30% of the total price offer of the 
contract, evidence of the subcontractor(s) ability to perform the tasks entrusted to him/them shall 
be included in the offer. Such evidence is the same as that also required from the contractor, as 
described and identified, in Part 3, point 2 'Selection Criteria'. 
 
Where the total amount envisaged for subcontracting is above 50% of the total price offer of the 
contract, the subcontractor(s) must also, if and when requested, present evidence of compliance 
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with the exclusion criteria (as required from the potential contractor) as described in Part 3, 
point.1 below. 
Tenderers should note that the Commission will consider intended subcontracting below 30% of 
the contract value as an indication that the potential contractor has the resources to complete the 
tasks under the contract, as well as a factor potentially enhancing the proposed team organisation. 
Therefore this point will be taken into account in the assessment of the award criterion “project 
management and availability”.  
 
The subcontractors proposed in the bid will be considered automatically approved by the 
Commission if the contract is awarded. 
 
5. PAYMENTS 

• For each service order under the framework contract, the following will apply: 
- For contracts up to €60.000 or of less than 6 months duration there will only be 1 

payment: upon completion of the tasks/acceptance of the services rendered a single 
payment of 100% of the amount of the total price of the concerned specific agreement 
shall be made. 

- For contracts above €60.000 or longer than 6 months there will be 2 payments, a pre-
financing payment of 30% of the amount of the total price of the concerned specific 
agreement will be paid upon signature of the specific agreement and a final balance 
payment upon completion of the tasks/acceptance of the services rendered. 

• The final payment will be paid upon acceptance by the Commission of: 

-  Final report (if applicable, in accordance with the concerned specific agreement) 

-  Relevant invoices 

-  Statement of expenses and supporting documents for reimbursables (if applicable) 
 

The Commission reserves the right to waive the pre-financing payment, or to request a financial 
guarantee should it be deemed necessary. 
 

The Commission is exempt from all taxes and dues, including value added tax, pursuant to the 
provisions of Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European 
Communities with regard to its financial contribution under the contract. 

 
6. CONTENT OF THE TENDER 

All tenders must be presented in three sections: 
 
6.1. Financial proposal 

6.1.1. General provisions 

• Prices must be quoted in euros, including for those countries which do not form part of 
the Euro zone. For the tenderers from countries which do not form part of the Euro zone, 
the amount of the offer cannot be revised because of exchange rate movements. The 
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choice of exchange rate belongs to the tenderer, who assumes the risks or opportunities 
associated with these exchange rate movements. 

• Prices shall be fixed and not subject to revision during the first year of the contract.  From 
the beginning of the second year, 80% of each price may be revised upwards or 
downwards each year, depending on the trend in the harmonised consumer price index 
MUICP, and in accordance with the provisions laid out in Article I.3 of the draft contract 
and general conditions. 

• The price must be quoted free of all duties, taxes and other charges, including VAT, as the 
Communities are exempt from such charges under Articles 3 and 4 of the Protocol on the 
Privileges and Immunities of the European Communities of 8 April 1965 (OJEC L 152 of 
13 July 1967). Exemption is granted to the Commission by the governments of the 
Member States, either through refunds upon presentation of documentary evidence or by 
direct exemption. For those countries where national legislation provides an exemption by 
means of a reimbursement, the amount of VAT is to be shown separately. In case of 
doubts about the applicable VAT system, it is the tenderer's responsibility to contact his 
national authorities to clarify the way in which the European Community is exempt from 
VAT. 

- The tenderer must use the templates provided for this purpose in Annex 2.  

• The offer shall remain valid for a period of 9 (nine) months, as from the deadline for 
submission of offer.  

• The financial offer must be completed in full and signed by a person able to engage the 
bidder financially.  

• Please note that, if, in relation to the tasks to be carried out, a tender appears to the 
evaluation committee to be abnormally low, the Commission has the right to request in 
writing details of the constituent elements of the tender which it considers relevant and 
shall verify those constituent elements, and has the right to reject such a tender on those 
grounds alone, should the tenderer fail to provide satisfactory explanations (Article 139 of 
the Implementing Rules). 

 

6.1.2. Price schedules  

• The tenderer must indicate his unit prices for various services relating to this call for 
tender in the Specific Price Schedule (see Annex 2, part 'Specific Price Schedule').  

• The rates quoted in the Specific Price Schedule will be flat-rate amounts and will include 
all costs and expenditures incurred directly and indirectly by the contractor in the 
performance of the tasks which may be entrusted to him. 

• The tenderer's proposals must indicate all direct fees and charges as well as a lump sum 
estimate for cost types listed in subparagraph (b). Reimbursable expenses, as listed in 
subparagraph (c), should be indicated separately. 

(a) Direct fees and charges 
The tenderer must indicate his unit prices in the price schedules (see Annex 2, 
Specific Price Schedules') and prices for all the items described in the hypothetical 
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tasks (see Annex 2, 'Tasks'); if the contract is awarded to him, he must adhere to these 
prices for each specific order. 

In case the Specific Price Schedule table provided by the Commission does not list 
resource types that might be needed by the tenderer to perform the hypothetical tasks, 
the tenderer is authorised to include these additional resource types in its 
quotation, however it must extend the length of the relevant part of the Specific 
Price Schedule table and add the missing item so it becomes an integral part of 
the financial proposal.  Type of the cost, unit price and type of unit (e.g. €/km, 
€/m2, €/man-day, etc) must be clearly indicated. 

 

The lists of unit prices in Annex 2 are not exhaustive and, should the need arise, the 
Commission may ask the tenderer to provide similar or complementary services, in 
order to implement the activities provided for in Part 1, point 3 'CONTENT / TECHNICAL 
SPECIFICATION OF THE TASKS'. 
 

Management and other administration costs must be covered by the unit prices and 
therefore cannot be billed separately. 

(b) The following expenses will be reimbursed on a lump sum basis: 

- Travel and subsistence expenses (see also Article I.3 of the model   
Framework contract); 

- The cost associated with the purchase of rights to use photographs or other 
illustrations; 

- Web domain and hosting services, including by third parties. 

(c) Reimbursable expenses: 
- The cost of purchasing of advertising spaces; 

- The cost of surverys, opinion polls or qualitative studies that must be 
organized in order to execute contractual tasks; 

- The costs of sending and/or storing equipment or unaccompanied luggage, 
transported for purposes directly associated with tasks ordered by the 
Commission; 

- Rental of venues. 

 

6.1.3. Hypothetical Tasks Cost Estimates 

• On the basis of the above mentioned Specific Price Schedule, the tenderer must 
provide a Cost Estimate for all Hypothetical Tasks described in Part 1, point 3.1 
'Hypothetical Tasks' above. 

• There must be a clear indication of the percentage of the total cost that the tenderer 
may intend to subcontract.  

• The financial proposal submitted for the hypothetical tasks will be taken into 
account to establish the total price of the bid that the evaluation committee will 
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use to compare the prices of the offers received.  For a detailed calculation 
methodology see Part 3, point 5 'Price of the bid'. 

 
6.2. Administrative proposal 

• An administrative information form containing information on the full name of the 
organization, legal status, address, person to contact, person authorized to sign on behalf of 
the organization, telephone number, and facsimile number . The form must be duly dated, 
signed and stamped by the person authorized to sign on behalf of the company (see Annex 1). 

• A legal entity form and financial identification form (see Annex 3), proof of enrolment 
(certificates) in one of the professional or trade registers, in country of establishment; 

• If the tenderer is a natural person; she/he will be required to provide proof of her/his status as 
a self-employed person. To this end she/he must supply details of her/his social security cover 
and situation with regards to VAT regulation. 

• A declaration of the candidate’s eligibility; certifying that he/she is not in one of the situations 
listed in articles 93 and 94 of the Financial Regulation of the European Communities (Official 
Journal L 390 of 30/12/2006) (see Annex 4) 

• Documents relating to the selection criteria (see part 3, point 2.1. Financial and Economic 
capacity) 

• The service provider’s educational and professional qualifications and those of the firm’s 
managerial staff and, in particular, those of the person or persons responsible for providing 
the services (curriculum vitae presented on the EU standard form which can be downloaded 
from the following address – 
http://europass.cedefop.europa.eu/europass/home/vernav/Europasss+Documents/Europass+C
V/navigate.action) together with a consolidated overview of CVs in an excel table. 

• Tenders from consortia of firms or groups of service providers must specify the role, 
qualifications and experience of each member (see also part 3, points 1, 2 and 3 – exclusion, 
selection and award criteria). 

 
6.3. Technical proposal 

• Since award of the contract will be based purely on the content of the written offers, these 
must clearly demonstrate that tenderers are able to meet the requirements of the specifications 
and are capable of carrying out the work.  

• The technical proposal must address all matters outlined in the technical specifications of the 
tasks (Part 1, point 3 'CONTENT / TECHNICAL SPECIFICATION OF THE TASKS' and point 3.1 
'Illustrative Tasks').  The tender should give indications on the theoretical background used, 
the methodology used in the work that will be undertaken for each of the tasks and on its 
appropriateness for this purpose, in conformity with the guidelines included in the approach.  
It should also give indications on the data to be used and their reliability. 

• The technical proposal must be detailed enough to allow a proper evaluation of the tender on 
the basis of the award criteria defined in section 3.3 by demonstrating how well the tender 
complies with the award criteria. 

http://europass.cedefop.europa.eu/europass/home/vernav/Europasss+Documents/Europass+CV/navigate.action
http://europass.cedefop.europa.eu/europass/home/vernav/Europasss+Documents/Europass+CV/navigate.action
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7. FORM OF THE TENDER 

• The tenderer must provide one original document and four copies. They must be in DIN A4 
format. The maximum indicative number of pages is 50 pages, not including 
administrative annexes and not including examples of creative artworks that the 
tenderer might chose to provide.  Pages must be numbered.   

• The files must be prepared in an environmentally friendly way (e.g. recto-verso printing, use 
of recycled paper) and exclusively in a form of ring-binders (stapling, thermo-binding or 
other methods of attaching the pages together are not permitted). 

• Tenders must be signed by the tenderer’s authorised representative(s) in order to be 
considered. 

• Tenderers must enclose all supporting documentation relating to the information provided 
under the technical proposal.  If one or more parts of substance of the documents required are 
missing, tenders will be rejected.  

• Tenders must be sent according to the requirements set out in the letter of invitation to tender, 
and before the date and time indicated in this letter. Note: Changes to tenders will be accepted 
only if they are received before the final date for the receipt of tenders 

• Self-sealing envelopes which can be opened and then resealed without trace must not be used. 
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PART 3: ASSESSMENT AND AWARD OF A CONTRACT 

 
The assessment will be based on each tenderer's bid. 
 
All the information will be assessed in the light of the criteria set out in these specifications. The 
procedure for the award of the contract will concern only admissible bids and it will be carried 
out in three successive phases. The first step is to check that the tenderers are not excluded in any 
way from taking part in the tender procedure. The second step is to check the tenderer's capacity 
(financial and technical) to perform the contract and the third (final) step is to assess the quality 
of the offers against the award criteria. 
 
In the case of joint tenders, the exclusion, selection and award criteria will be applicable to 
all the members of the consortium. The same principle will also be applied in the case where 
there are sub-contractors. The bid must clearly identify the subcontractors and document 
their willingness to accept the tasks and thus acceptance of the terms and conditions set out 
in Part 2.1. Tenderers must inform the subcontractors that Article II.17 of the standard 
contract will be applied to them. Once the contract has been signed, Article II.13 of the 
above mentioned contract shall govern subcontractors.  
 

1. EXCLUSION CRITERIA 

Tenderers must declare on their honour that they are not in one of the situations referred to in 
articles 93 and 94 a) of the Financial Regulation. Tenderers or their representatives must 
therefore fill in and sign the form in Annex 4 to these specifications. Hereby agreeing to submit 
to the Commission, if and when requested to do so, those certificates or documents 
demonstrating that the tenderer is not in any of the situations described under points (a), (b), (d) 
and (e) below: 
 

These articles are as follows: 

Article 93: 
1. Applicants or tenderers shall be excluded if: 

(a) they are bankrupt or being wound up, are having their affairs administered by the courts, have 
entered into an arrangement with creditors, have suspended business activities, are the subject 
of proceedings concerning those matters, or are in any analogous situation arising from a 
similar procedure provided for in national legislation or regulations; 

(b) They have been convicted of an offence concerning their professional conduct by a judgment 
which has the force of res judicata;  

(c) They have been guilty of grave professional misconduct proven by any means which the 
contracting authority can justify; 

(d) they have not fulfilled obligations relating to the payment of social security contributions or 
the payment of taxes in accordance with the legal provisions of the country in which they are 
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established or with those of the country of the contracting authority or those of the country 
where the contract is to be performed; 

(e) They have been the subject of a judgment which has the force of res judicata for fraud, 
corruption, involvement in a criminal organisation or any other illegal activity detrimental to 
the Communities' financial interests; 

(f) They are currently subject to an administrative penalty referred to in Article 96(1).  

Article 94 

A contract shall not be awarded to candidates or tenderers who, during the procurement 
procedure for this contract:  

(a) are subject to a conflict of interest;  

(b) are guilty of misrepresentation in supplying the information required by the contracting 
authority as a condition of participation in the procurement procedure or fail to supply this 
information;  

(c) find themselves in one of the situations of exclusion, referred to in Article 93(1), for this 
procurement procedure. 

2. SELECTION CRITERIA 

Only those tenders fulfilling all the selection criteria will be examined in the light of the award 
criteria. The selection criteria are set out below 
 
2.1. Financial and economic capacity may be shown by means of the following: 
 

A simplified balance sheet and profit and loss account, exclusively based on the annex 5 form 
attached to these specifications; 

 

In the event that the tender is unable to complete the form as proposed above one of the 
following alternatives would be acceptable 

 

a. financial statements for the last two financial years; 
OR 

b. declaration concerning the sales turnover related to the field associated with the     
invitation to tender during the last three financial years; 

OR 
c. other substantiating documents if the candidate or tenderer cannot, for valid reasons, 

provide those indicated above 
 

2.2. Technical and professional capacity: 
 

• Experience (in line with the requirements set out in Part 1, point 4.2 'Qualifications and 
experience') as evidenced by the qualifications, both educational and professional, of the 
service provider or contractor and those of the firm's managerial staff and, in particular those 
of the person or persons responsible for carrying out the service/work. Curriculum vitae must 
be provided. 
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• A reference list of the works carried out in the last three years must be provided, with the sums, 
dates and place. The list of the most important works shall be accompanied by certificates of 
satisfactory execution, specifying whether they have been carried out in a professional manner 
and have been fully completed. 

• An indication of the proportion of the contract which the service provider may intend to 
subcontract must be clearly indicated. 

 

2.3. Authorisation to perform the contract  
• A tenderer must prove that he is authorised to perform the contract under national law, as 

evidenced by inclusion in a trade or professional register, or a sworn declaration or certificate, 
membership of a specific organisation, express authorisation or entry in the VAT register. 

•  

2.4. Access to the market  

• A tenderer must indicate in which State they have their headquarters or domicile and to 
present the supporting evidence normally acceptable under their own law. 

3. AWARD CRITERIA 

 
The following criteria will be taken into account when evaluating the technical merits of the 
tender. 
 

Award criteria 1 Understanding (maximum 25 points) 
 

This criterion is used to assess whether tenderers have understood all of the issues involved, as 
well as the nature of the work to be undertaken and whether all of the aspects required to attain 
the Commission's objectives are taken into consideration as to provide the services and/or 
products requested. 

 
Award criteria 2 Project management and availability (maximum 25 points) 
 

This criterion relates to the quality of project planning, the organisation of the team with a view 
to managing a project of this nature and the availability of the resources for the timely, speedy 
and quality completion of the contractual tasks. This includes:  

• description of the composition and organisation of the team proposed to ensure maximum 
efficiency in terms of the costs, speed and quality of the services requested 

• description of the approach the tenderer intends to adopt to ensure an effective contribution 
from the staff as a whole and the mechanisms proposed to control the quality of work 
performed by subcontractors. 

 
Award criteria 3 Creativity (maximum 25 points) 
 

This criterion is used to assess the originality of ideas and the creativity the tenderers intend to 
bring to their approach.  Both the degree to which the creativity is displayed in the solutions 
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proposed to hypothetical tasks as well as in the examples of past work that the tenderer might 
decide to enclose in its tender, will be taken into account when assessing this criterion. 

 
Award criteria 4 Methodology (maximum 25 points) 
 

This criterion assesses the capacity to resolve the questions underlying the tender and 
suitability and strength of the proposal as measured against the requirements of the 
specifications in terms of the technical content, completeness and proposed effort in a realistic 
and well-structured way.  In particular, the degree to which the proposed methodology and 
estimated resources for the case studies shows the capacity to carry out efficiently the specific 
tasks and to provide the requested deliverables will be taken into account. 
 

4. POINTS FOR TECHNICAL VALUE OF THE BID 

A points system to evaluate the award criteria relating to the technical value of the offers will be 
applied.   

To achieve the technical sufficiency level, the bids must score a minimum of 60% of the 
maximum points available under each individual award criterion as well as to achieve 
minimum total of 65 points. 
The following table sets out the maximum numbers of points that can be obtained for each 
individual criterion, along with the minimum numbers of points necessary to achieve technical 
sufficiency level on that criterion: 
 

Award criterion Maximum Minimum needed for technical 
sufficiency 

1 (Understanding) 25 15 
2 (Project Management and Availability) 25 15 
3 (Creativity) 25 15 
4 (Methodology) 25 15 
 
It is underlined that the mere repetition of mandatory requirements set out in technical 
specifications, without going into details or without giving any added value, will only result in a 
very low score. In addition, if certain essential points of these specifications are not expressly 
covered by the tender, the Commission may decide to give a zero mark for the relevant 
qualitative award criteria 
 

Having examined the tenders from a technical point of view, the evaluation committee will 
proceed considering which is the economically most advantageous offer taking into account only 
those tenders that are deemed technically sufficient. The evaluation committee will then 
proceed with the financial comparison of the tenders retained for further consideration according 
to the ranking procedure below. 
 

5. PRICE OF THE BID. 

• In order to allow the awarding authority to calculate the best value for money, total price of 
the bid will established for each bid that reached technical sufficiency level. 
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• The total price of the bid will be established as a sum of total prices of each illustrative task, 
multiplied by the task frequency.  The following hypothetical frequency of tasks that may 
occur during the contract year will be assumed:  

 

Illustrative 
task  

Assumed task frequency during 
contract year 

1 1 
2 1 
3 1 

 
 
For clarification purposes, the formula that will be used is provided below: 
 

           

Px= (p1f1) +(p2f2)+ (p3f3) 
 
Px  the total price of the bid x 
p1 to  p3 the total price of the case study  
f1 to  f3 the frequency of occurrence of the hypothetical task during contract year  
 

• It should be noted that all case studies are based on fictive examples and are intended only for 
the purpose of the technical evaluation of the offers as well as for estimating a total price per 
bid.  Under no circumstances should they be regarded as an indication of the priorities and the 
exact nature of future operations. There is by no means a guarantee that the various scenarios 
will actually be used in accordance with the frequencies assumed for the estimation of the 
total price per bid. 

 

6. RANKING OF THE TENDERS AND AWARDING OF THE CONTRACT:  

 

The bids that are deemed technically sufficient (in accordance with the provisions outlined in  
point 4 above) are ranked according to their value for money.  The contract will be awarded to 
the tender offering the best value for money, calculated according to the following formula: 
 

x's score  =  Qx * 70% + P/Px*100 * 30% 

where: 

 

Qx  Quality score obtained by bid x in the technical evaluation; 

P  Price of the cheapest bid (among selected bids that reached technical sufficiency  
  level); 

Px  Total price of bid x. 
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The Commission reserves the right not to select any tender if the amounts tendered exceed the 
budget envisaged for this project. 
 

7. OPENING OF TENDERS 

 

The tenders received will be opened on 10/06/2010  at 10:30 hrs in the Commission building at 
Avenue de Beaulieu 5, B-1160 Brussels. 

One authorised representative of each tenderer (with proof of identity) may attend the opening of 
tenders (no expenses paid). 
 

8. INFORMATION FOR TENDERERS 

 
• After publication of this Invitation to Tender, clarifications to questions received from 

potential tenderers will be available on the DG ENV website, in the Funding / Calls for 
Tender section (http://ec.europa.eu/environment/funding/calls_en.htm). Tenderers are invited to 
consult it regularly. 

 
• After the award decision has been taken, the Commission will inform tenderers of the 

outcome of the evaluation including the grounds for any decision not to award a contract or to 
recommence the procedure.  

http://ec.europa.eu/environment/funding/calls_en.htm
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ANNEX 1 - ADMINISTRATIVE INFORMATION FORM 

 
 

Organisation or individual:  

 

NAME: ..............................................................................................................................................  

ADRESS: ..........................................................................................................................................  

HEADQUARTERS: ........................................................................................................................  

 

PERSON AUTHORISED TO SIGN CONTRACT: 

  

Name and position: ..........................................................................................................................  

 

PERSON FOR ROUTINE CONTACT: 

 

Name and position: ..........................................................................................................................  

Telephone and fax number: ............................................................................................................  

 

 

  
Signature of Contractor                                    
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ANNEX 2  
 

FINANCIAL OFFER – PRICE SCHEDULE  

 
• The tenderers must use the Specific Price Schedule tables provided by the European 

Commission and must provide rates for all the items specified.  

• The rates quoted in the price schedules will be flat-rate amounts and will include all costs and 
expenditures incurred directly and indirectly by the contractor, in the performance of the tasks 
which may be entrusted to him.  If applicable for the type of the service provided, prices must 
include third-party liability and all compulsory insurance.  For detailed instructions see Part 2, 
point 6.1 of the Tender Specifications ('Financial Proposal'). 

• The presentation of the table must not be changed. 

• In case the Specific Price Schedule table provided by the Commission does not list resource 
types that might be needed by the tenderer to perform illustrative tasks, the tenderer is 
authorised to include these additional resource types in its quotation, however it must 
extend the length of the relevant part of the Specific Price Schedule table and add the 
missing item so it becomes an integral part of the financial proposal.  Type of the cost, 
unit price and type of unit (e.g. €/km, €/m2, €/man-day, etc) must be clearly indicated. 

• The lists of unit prices is not exhaustive and, should the need arise, the Commission may ask 
the tenderer to provide similar or complementary services in order to implement the activities 
provided for in Part 1, point 3.1 of this Invitation to Tender (Technical Specifications). 

 
Unit Prices 

Personnel costs 
 

Specific Price Schedule - Personnel costs 
Profile Job description Unit cost in € per 

Man-day 
Director, senior project manager, project leader 
Managing the project, including coordinating matters with the European Commission, planning, quality 
assurance, follow-up and organisation; assisting and monitoring subcontractors. 

 

Junior project manager / assistant to project manager 
• Managing the project, including coordinating matters with the European Commission, planning, 
quality assurance, follow-up and organisation. Daily coordinator of specific projects.  
• Assisting and monitoring subcontractors. 

 

Communication strategy advisor  
Expert in planning of communication activities in strategic and political perspective, using different 
communication tools, defining target audiences, key messages, advising on appropriate channels, etc.  

 

PR advisor 
Expert in planning of PR activities, including advice on themes, strategy, audience, programme, defining 
media 'hooks', monitoring event's calendar organised by third parties and suggesting suitable events, 
developing and maintaining relationship with journalists, etc. 

 

Environmental editor/ advisor with expertise in environmental issues  
Person with relevant academic education capable of following policy developments in the field of 
environment, suggesting relevant topics, drafting texts and verifying technical correctness of material 
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Specific Price Schedule - Personnel costs 
Profile Job description Unit cost in € per 

Man-day 
content. 

Journalist writer 
Journalist with confirmed experience capable of proposing concept and structure for longer products, do 
journalistic research and interviews, and draft in a language style for non-initiated general public 
(fluency and human touch elements on line with public service radio or TV news programmes), only 
writing  in his/her mother tongue or equivalent. 

 

Editorial assistant 
Person capable of assisting the journalists and copy writers with research work, documentation etc  on 
EU affairs 

 

Art director / Creative director 
Person with qualifications to develop creative ideas for the communication that maximize the impact and 
follow agreed strategy. 

 

Copy writer for traditional media and for on-line media 
Person with qualifications to draft advertisement texts, develop slogans, write short texts for websites 
and social media, etc.. 

 

Media planner 
Specialist in designing media dissemination strategy in line with the communication strategy, 
developing media plans for both traditional and on-line media, etc. 

 

Secretary / assistant 
A person assisting the team with administrative tasks.  

 

Web / social media consultant 
Person specialised in communication via the Web and social media.  

 

Graphic designer for on-line and traditional media 
Expert in the graphic design of all kinds of material for both on-line and for use in traditional media.  
Develops and updates graphical identities, layouts advertisements into web and print publishing 
templates and mock-ups, Creation of illustrations 

 

Multimedia designer 
Expert in creation of multimedia files for online purposes, including animated 
graphics, animations (e.g., Flash) and interactive graphics, recording and editing 
audio and video files for use on web and portable media.   

 

Webmaster 
Technical coordinator for the construction and maintenance of the websites. In-depth technical 
knowledge of all Internet related issues (Web standards, Page design, Web Content Management tools, 
Statistical tools, etc) 

 

Web editor 
Specialist in design and editing of HTML pages. In-depth knowledge of W3C standards with respect to 
HTML, XML, XSL, CSS, WAI-compliance, mobile formats, etc. In-depth knowledge of at least one 
professional HTML editing environment. 

 

Web developer 
Analyst/Programmer specialist in Web development, capable of providing the following services: 

• Detailed needs analysis 

• Prototyping, developing & testing information systems and 
programs, using one of the following web application 
environments:  
• Documentum WCM (XSL, Javascript, Ajax) 
• Coldfusion applications 
• Java applications 
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Specific Price Schedule - Personnel costs 
Profile Job description Unit cost in € per 

Man-day 
Web encoder 
Clerical assistant capable of integrating content in preformatted HTML pages or WCM forms 

 

Data base developer/administrator 
Analyst/programmer specialised in the development of database applications using Oracle.  

 

 
Other costs 
 

Specific Price Schedule - other costs  
Description Unit cost in € 
Correcting typing errors, spelling and grammar … /page
Correcting style and fact-checking/internal cross-checking … /page
Looking for illustrations and photographs  …/man-day
Translation (flat rate, EN into any other EU language)6 into other 
language 
 
. surcharge for urgent translation (24 hours) 

… /page
 

+ … %
Digitalising photographs/illustrations 
. for publication in paper form (300 dpi) 
. for publication on the Web (72 dpi) 

… /unit
… /unit

Adaptation of layout from electronic original (text + illustrations) to 
other language versions 
A5 format 
A4 format 
A3 format 
A2 format 
A1 format 
A0 format 
B5 format 
C5 format 

 /page
… /page
… /page
… /page
… /page
… /page
… /page
… /page
… /page

Colour proof (quality proofing for Iris-type, Epson and other printing)
A5 format 
A4 format 
A3 format 
A2 format 
A1 format 
B5 format 
C5 format 
 

… /unit
… /unit
… /unit
… /unit
… /unit

 /unit
… /unit

Quick printing of materials (2-3 days maximum, maximum 20 pages 

                                                 
6 Source language is EN.  Expected quantity of text to be the equal for all the languages as website and 

communication toolkit covers all EU-23 official languages.  One standard page is understood as 1500 characters 
without spaces. 
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200 g, matt-coated, 4-colour cover; 115 g, matt-coated, B/W inside 
pages – cyclus print paper) 
A4 format 
B5 format 
C5 format 
 

… /unit (time…)
… /unit (time…)
… /unit (time…)

Quick printing of poster (4-colour, 150 g paper, fewer than 100 
copies) 
A1 format 
A2 format 
 

… /unit (time…)
… /unit (time…)

Printing of documents such as Agendas, Lists of participants, Press 
Releases, etc. (Maximum one page, A4, B/W, recycled paper) 
 

One side only: 
- fewer than 50 units 
- 50 to 100 units 
- over 100 units  
 

Recto-verso: 
- fewer than 50 units 
- 50 to 100 units 
- over 100 units  
 

…../unit
…../unit
…./unit

…../unit
…../unit
.…./unit

Preparing e-press packs (for on-line use or for printing) 
 

…./unit

Sending out of e-press packs 
 

…./event

Follow-up of coverage in the press for events including media 
monitoring and summary report for up to two months after the date of 
the event. 
 

…../event

Establishing and managing relationship with journalists (on going 
and for events) 
 

……/journalist 

 

The above lists of unit prices are not exhaustive and the Commission may ask the tenderer to 
provide similar or complementary services, in order to implement the activities provided for in 
Part 1, point 3.1. of this Invitation to Tender ('Technical Specifications'). 

 
 
 

FINANCIAL OFFER – ILLUSTRATIVE TASKS  
 

• Providing budget estimates for the illustrative tasks, the tenderers must use the model 
quotation table below: 
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Model quotation table for illustrative tasks: 
 

Quotation for Illustrative Task X 
Description Unit prices € Quantity Total 
1. Resource 1  
2. Resource 2  
3. etc  

Total 
Description Reimbursable 

expenses € 
Quantity Total 

1. Reimbursable expense 1  
2. Reimbursable expense 2  
3. etc  

Total 
Illustrative Task X Total: 
Estimated % of subcontracting (based on the Grand Total) 

 
• The tenderer must cover all (human, technical, logistical and other) resources that will be 

needed to perform the task.  These resources should be specified in the 'description' column of 
the price schedule table. 

• The presentation of the table cannot be changed, but the length can be extended to include all 
resources needed to provide the services requested in the task. 

• Unit prices set out in the Specific Price Schedule table should be used. 

In case a resource needed to perform a task requested in a scenario is not listed in the 
Specific Price Schedule table provided by the Commission (example 1 above), it is 
obligatory for the tenderer to also extend the relevant part of the table and add the 
missing item so it becomes an integral part of the financial proposal.  Unit price and 
type of unit (e.g. €/km, €/m2, €/man-day, etc) must be clearly indicated.  

• Quoting of fractions of cost units is permitted for personnel cost (e.g. 50% of a man-day in 
case a full man-day is not necessary to execute the illustrative task). 

• Travel and subsistence expenses, costs associated with the purchase of rights to use 
photographs or other illustrations and costs for web domain and costing services (including 
by third parties) should be quoted on a lump sum basis.  Purchase of advertising space, cost of 
sending and/or storing equipment or unaccompanied luggage, transportation for purposes 
directly associated with tasks ordered by the Commission and rental of venues are 
reimbursable expenses.  For detailed instructions see Part 2, point 6.1 of the Tender 
Specifications ('Financial Proposal'). 

• A separate quotation must be provided for each of the hypothetical tasks described in Part 1, 
Point 3.1 'Hypothetical Tasks'. 

 
 
Tenderers are reminded that the financial offer must be completed in full and signed by a person 
able to engage the tenderer financially.  Any incomplete tender will be excluded from the 
evaluation procedure 
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Company: _________________________________________ 
 
Date:  _________________________________________ 
 
Signature: _________________________________________ 

 
Name in printed letters: _________________________________________ 
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ANNEX 3 - LEGAL ENTITY AND FINANCIAL IDENTIFICATION FORMS  

  
 
 
 
These forms can be downloaded from  
 
http://ec.europa.eu/budget/execution/legal_entities_en.htm  (Legal entity form) 
 
http://ec.europa.eu/budget/info_contract/ftiers_en.htm?submenuheader=0  
(Financial identification form) 

http://ec.europa.eu/budget/execution/legal_entities_en.htm
http://ec.europa.eu/budget/info_contract/ftiers_en.htm?submenuheader=0
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ANNEX 4 - DECLARATION OF THE CANDIDATE’S ELIGIBILITY REGARDING  
EXCLUSION CRITERIA 

DECLARATION ON EXCLUSION CRITERIA AND ABSENCE OF CONFLICT OF INTERESTS 

Name of the organisation/individual: 

Legal address: 

Registration number: 

VAT number: 

Name of the signatory of this form:  
 
Position:  
 

 representative legally authorised to represent the tenderer vis-à-vis third parties and acting on behalf of 
the aforementioned company or organisation [please tick box if applicable] 

 
hereby certifies that [please tick one of the two boxes] 
 

 they 
 the company or organisation that they represent: 

 
a) are/is not bankrupt or being wound up, is not having their affairs administered by the court, has not 

entered into an arrangement with creditors, has not suspended business activities, is not the subject of 
proceedings concerning those matters, or is not in any analogous situation arising from a similar 
procedure provided for in national legislation or regulations; 

b) have/has not been convicted of an offence concerning their professional conduct by a judgement which 
has the force of res judicata; 

c) have/has not been found guilty of grave professional misconduct proven by any means which the 
Commission can justify; 

d) have/has fulfilled obligations relating to the payment of social security contributions or the payment of 
taxes in accordance with the legal provisions of the country in which they are established or those of the 
country of the contracting authority or those of the country where the contract is to be performed; 

e) have/has not been the subject of a judgment which has the force of res judicata for fraud, corruption, 
involvement in a criminal organisation or any other illegal activity detrimental to the Communities’ 
financial interests; 

f) are/is currently not subject to an administrative penalty referred to in Article 96(1).  

In addition, the undersigned declares on their honour:  
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g) that on the date of submission of the tender, they, the company or organisation they represent and the 
staff proposed for this tender are not subject to a conflict of interests in the context of this invitation to 
tender; the undersigned undertakes to inform the Commission without delay of any change to this 
situation after the date of submission of the tender; 

h) that the information provided to the Commission within the context of this invitation to tender is 
accurate, sincere and complete; 

i) that, if and when requested, they will provide the evidence required under point 1, part 3 of the 
Specifications. 

 
 

Full name:   Date    Signature: 
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ANNEX 5 – FINANCIAL CAPACITY FORM 
 
E x p l a n a t i o n  –  p l e a s e  r e a d  c a r e f u l l y  b e f o r e  c o m p l e t i n g  t h e  
f i n a n c i a l  c a p a c i t y  f o r m  
 

Simplified balance sheet and profit and loss account 
Candidates shall indicate if they are a profit or a non profit making company / organisation. 

Within the form, financial data based on the company’s /organisation’s balance sheet are collected in a standardised form. Please 
find below a correspondence table giving an explanation on the regrouping of different accounts respecting the 4th Accounting 
Directive. You should complete this form carefully. Given its complexity, it is recommended that the form be completed by a 
professional accountant or an auditor. The data reported will be used to evaluate the financial viability of the 
company/organisation. Thus it is very important that data reported are accurate. The Commission may wish to cross check the 
data with those reported in the official certified accounts. For this purpose the Commission reserves the right to ask for further 
documentation during the evaluation process. 
The amounts have to be filled out in euros (use the exchange rate of the closing date of the accounts). 
Abbreviations t-1and t0 
The abbreviation t0 represents the last certified historical balance sheet and profit and loss account; t-1 is the balance sheet prior 
to the last certified one. Consequently, the closing date t0 is the closing date of the last certified historical balance sheet; the 
closing date t-1 is the closing date of the balance sheet prior to the last one. Duration t0 is the number of months covered by the 
last historical balance sheet. Duration t-1 is the number of months covered by the penultimate certified historical balance sheet. 
BALANCE SHEET CORRESPONDANCE 4th ACCOUNTING DIRECTIVE 

ASSETS ASSETS / 4th ACCOUNTING DIRECTIVE (Article 9) 
1. Subscribed capital unpaid A. Subscribed capital unpaid A. Subscribed capital unpaid (including unpaid capital) 
2. Fixed assets C. Fixed Assets  
2.1. Intangible fixed assets B. Formation expenses as defined 

by national law 
C. I. Intangible fixed assets 
 
 

B. Formation expenses as defined by national law 
C.I.1. Cost of research and development 
C.I.2.Concessions, patents, licences, trade marks and similar rights and assets, if 
they were: (a) acquired for valuable consideration and need not be shown under C 
(I) (3); or (b) created by the undertaking itself 
C.I.3. Goodwill, to the extent that it was acquired for valuable consideration 
C.I.4. Payments on account 

2.2. Tangible fixed assets C.II. Tangible fixed assets C.II.1. Land and buildings 
C.II.2. Plant and machinery 
C.II.3. Other fixtures and fittings, tools and equipment 
C.II.4. Payment on account and tangible assets in course of construction 

2.3. Financial assets C.III. Financial assets C.III.1.Shares in affiliated undertakings 
C.III.2. Loans to affiliated undertakings 
C.III.3. Participating interests 
C.III.4.Loans to undertakings with which the company is linked by virtue of 
participating interest 
C.III.5.Investments held as fixed assets 
C.III. 6. Other loans 
C.III.7. Own shares (with an indication of their nominal value or, in the absence of a 
nominal value, their accounting par value) 

3. Current assets D. Currents assets  
3.1. Stocks D.I. Stocks D.I.1. Raw materials and consumables 

D.I.2. Work in progress 
D.I.3. Finished products and goods for resale 
D.I.4 Payment on account 

3.2.1. Debtors due after one 
Year 

D.II. Debtors, due and payable 
after more than one year 
 

D.II.1. Trade debtors 
D.II.2. Amounts owed by affiliated undertakings 
D.II.3. Amounts owed by undertakings with which the company is linked by virtue of 
participating interest 
D.II.4. Others debtors 
D.II.6. Prepayments and accrued income 

3.2.2. Debtors due within one 
year 
 

D.II. Debtors due and payable 
within a year 
 

D.II.1. Trade debtors 
D.II.2. Amounts owed by affiliated undertakings 
D.II.3. Amounts owed by undertakings with which the company is linked by virtue of 
participating interest 

http://europa.eu.int/smartapi/cgi/sga_doc?smartapi!celexplus!prod!CELEXnumdoc&lg=en&numdoc=31978L0660
http://europa.eu.int/smartapi/cgi/sga_doc?smartapi!celexplus!prod!CELEXnumdoc&lg=en&numdoc=31978L0660
http://ec.europa.eu/budget/inforeuro/index.cfm?fuseaction=home&Language=en
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D.II.4. Others debtors 
D.II.6. Prepayments and accrued income 

3.3. Cash at bank and in hand D.IV. Cash at bank and in hand D.IV. Cash at bank and in hand 
3.4. Other current assets D.III Investments D.III.1. Shares in affiliated undertakings 

D.III.2.Own shares (with an indication of their nominal value or, in the absence of a 
nominal value, their accounting par 
value) 
D.III.3. Other investments 

Total assets Total assets  

 
LIABILITIES LIABILITIES / 4th ACCOUNTING DIRECTIVE (Article 9) 
4. Capital and reserves A. Capital and reserves  
4.1. Subscribed capital A.I. Subscribed capital 

A.II. Share premium account 
A.I. Subscribed capital 
A.II. Share premium account 

4.2. Reserves A.III. Revaluation reserve 
A.IV. Reserves 

A.III. Revaluation reserve 
A.IV.1. Legal reserve, in so far as national law requires such a reserve 
A.IV.2. Reserve for own shares 
A.IV.3. Reserves provided for by the articles of association 
A.IV.4. Other reserves 

4.3. Profit and loss brought 
forward from 
the previous years 

A.V Profit and loss brought 
forward from the previous years 

A.V Profit and loss brought forward from the previous years 
 

4.4. Profit and loss for the 
Financial year 

A.VI. Profit or loss for the 
financial year 

A.VI. Profit or loss for the financial year 

5. Creditors C. Creditors  
5.1.1 Long term non-bank 
debt 
 

B. Provisions for liabilities and 
charges ( > one year) 
C. Creditors ( > one year) 

B.1. Provisions for pensions and similar obligations 
B.2. Provisions for taxation 
B.3. Other provisions 
C.1. Debenture loans, showing convertible loans separately 
C.3. Payments received on account of orders in so far as they are not shown 
separately as deductions from stocks 
C.4. Trade creditors 
C.6. Amounts owed to affiliated undertakings 
C.7. Amounts owed to undertakings with which the company is linked by virtue of 
participating interests 
C.8. Other creditors including tax and social security 
C.9. Accruals and deferred income 

5.1.2. Long term bank debt  C. Creditors "credit institutions" (> one year) C.2. Amounts owed to credit institutions 
C.5. Bills of exchange payable 

5.2.1. Short term non-bank 
Debt 

B. Provisions for liabilities and 
charges (= one year) 
C. Creditors (= one year) 
 

B.1. Provisions for pensions and similar obligations 
B.2. Provisions for taxation 
B.3. Other provisions 
C.1. Debenture loans, showing convertible loans separately 
C.3. Payments received on account of orders in so far as they are not shown 
separately as deductions from stocks 
C.4. Trade creditors 
C.6. Amounts owed to affiliated undertakings 
C.7. Amounts owed to undertakings with which the company is linked by virtue of 
participating interests 
C.8. Other creditors including tax and social security 
C.9. Accruals and deferred income 

5.2.2. Short term bank debt  
 

C. Creditors "credit institutions" 
(= one year) 

C.2. Amounts owed to credit institutions 
C.5. Bills of exchange payable 

Total liabilities Total liabilities  

 
PROFIT AND LOSS ACCOUNT PROFIT AND LOSS ACCOUNT / 4TH ACCOUNTING DIRECTIVE (Article 23) 
6. Turnover 1. Net turnover 1. Net turnover 

 
7. Variation in stocks 2. Variation in stock of finished 

goods and in work in progress 
2. Variation in stocks of finished goods and in work in progress 
 

8. Other operating income 3. Work performed by the 
undertaking for its own purposes 
and capitalized.  
4. Other operating income 

3. Work performed by the undertaking for its own purposes and capitalized 
4. Other operating income 
 

9. Costs of material and 
consumables 
 

5. (a) Raw materials and 
consumables 
5. (b) Other external charges 

5. (a) Raw materials and consumables 
5. (b) Other external charges 
 

10. Other operating charges 8. Other operating charges 8. Other operating charges 
 

11. Staff costs 6. Staff costs 6. (a) Wages and salaries 
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6. (b) social security costs, with a separate indication of those relating to pensions 
12. Gross operating profit Gross operating profit .  
13. Depreciation and value 
adjustments on non financial 
assets 

7. Depreciation and value 
adjustments on non financial 
assets 

7. (a) Value adjustments in respect of formation expenses and of tangible and 
intangible fixed assets 
7. (b) Value adjustments in respect of current assets, to the extent that they 
exceed the amount of value adjustments which are normal in the undertaking 
concerned 

14. Net operating profit Gross operating profit - Depreciation and value adjustments on non-financial assets 
15. Financial income and value 
adjustments on financial assets 
 

Financial income and value 
adjustments on financial assets 
 

9. Income from participating interests 
10. Income from other investments and loans forming part of the fixed assets 
11. Other interest receivable and similar income 
12. Value adjustments in respect of financial assets and of investments held as 
current assets 

16. Interest paid  Interest paid 
17. Similar charges Similar Charges 

13. Interest payable and similar charges 

18. Profit or loss on 
ordinary activities 

Profit or loss on ordinary 
activities 

15. Profit or loss on ordinary activities after taxation 
 

19. Extraordinary income and 
Charges 

Extraordinary income and 
charges 

16. Extraordinary income 
17. Extraordinary charge 

20. Taxes on profits Taxes 14. Tax on profit or loss on ordinary activities 
19. Tax on extraordinary profit or loss 
20. Other taxes not shown under the above items 

21. Profit or loss for the 
financial year 

Profit or loss for the financial 
year 

21. Profit or loss for the financial year 
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     Annex 5 FORM to be completed   

   
Simplified balance sheet and profit and loss account for the 
determination of financial capacity    

          

Applicant name     
Type of 
company Profit making   

              
          Non profit making   
            

Closing date t0   Duration t0    months  

Closing date t-1   Duration t-1    months  
          

 Balance sheet   
 Assets     t0 (in Euro)  t-1 (in Euro)   
                  
 1. Subscribed capital unpaid          
 2. Fixed assets (2.1+2.2+2.3)   0  0   
   2.1 Intangible fixed assets          
   2.2 Tangible fixed assets          
   2.3 Financial assets          
 3. Current assets (3.1+3.21+3.22+3.3+3.4) 0  0   
   3.1 Stocks            
     3.2.1 Debtors due after one year        
     3.2.2 Debtors due within one year        
   3.3 Cash at bank and in hand        
   3.4 Other current assets          
                  
 Total assets (1+2+3)   0  0   

          
 Liabilities     t0 (in Euro)  t-1 (in Euro)   

 4. Capital and reserves (4.1+4.2+4.3+4.4) 0  0   
   4.1 Subscribed capital          
   4.2 Reserves            
   4.3 Profit and loss brought forward        
   4.4 Profit and loss for the financial year        
 5. Creditors (5.11+5.12+5.21+5.22) 0  0   
     5.1.1 Long term non-bank debt        
     5.1.2 Long term bank debt        
     5.2.1 Short term non-bank debt        
     5.2.2 Short term bank debt        
 Total liabilities (4+5)   0  0   
          
          

 Profit and loss   

       t0 (in Euro)  t-1 (in Euro)   
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 6. Turnover            
 7. Variation in stocks          
 8. Other operating income          
 9. Costs of material and consumables        
 10. Other operating charges          
 11. Staff costs            
 12. Gross operating profit (6.+7.+8.-9.-10.-11.) 0  0   
 13. Depreciation and value adjustments on non-financial assets        
 14. Net operating profit (12.-13.) 0  0   
 15. Financial income and value adjustments on financial assets        
 16. Interest paid            
 17. Similar charges          
 18. Profit/loss on ordinary activities (14+15.-16.-17.) 0  0   
 19. Extraordinary income and charges        
 20. Taxes on profit            
                  
 21. Profit/loss for the financial year (18.+19.-20.) 0  0   
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ANNEX 6 – ACKNOWLEDGMENT FORM 
 
 

 

EUROPEAN COMMISSION 
DIRECTORATE-GENERAL ENVIRONMENT / DIRECTORATE-GENERAL CLIMATE ACTION 
 
DIR SRD- SHARED RESOURCES DIRECTORATE 
SRD.2 – Finance 
 
 

    
 
 
 
 
 
 
 
 
_____________________________________________________________________________ 
 
 
 
ACKNOWLEDGEMENT OF YOUR TENDER 
 
 
 
 
Our reference: ENV.F.3/FRA/2010/0014 
 
Your reference:  
 
We wish to confirm the receipt and opening of your offer1. Your offer will now be evaluated by the 
Commission and its experts. You will be informed of the result in due course. 
 
We thank you for your interest. 
 
        
       MarketsTeam  
       ENV.SRD.2 

                                                 
1  Your personal contact data has been recorded in a database used by the Markets Team of unit SRD.2 for the 

administrative management of offers. The Commission is bound by Regulation 45/2001 on the protection of 
individuals with regard to the processing of personal data by the Community institutions and bodies. For more 
information, and to exercise your rights to access and eventually correct data concerning you, please don’t 
hesitate to contact us. 

 
 
(Please fill in your address) 
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ANNEX 7 Model Framework Contract 

 
 

 

EUROPEAN COMMISSION 
DIRECTORATE GENERAL ENVIRONMENT 
 
Directorate xxx 
The Director 

 
 

FRAMEWORK SERVICE CONTRACT 
 
 
 

CONTRACT N° 
07 XXXXXX / 200X/ XXXXXX /FRA/XX  

 
 
The European Community (hereinafter referred to as "the Community"), represented by the 
Commission of the European Communities (hereinafter referred to as "the Commission"), which 
is represented for the purposes of the signature of this contract by Mr / Ms [name in full], Director 
…………, 
 
of the one part, 
 
and 
 
[official name in full] 
[official address in full] 
[official legal form] 
[statutory registration number] 
 [VAT registration number] 
 
hereinafter referred to as "the Contractor", represented for the purposes of the signature of this 
contract by [name in full and function,] 
 
 
of the other part, 
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HAVE AGREED 
 
 

the Special Conditions and the General Conditions below and the following Annexes 
 

Annex I – Tender Specifications (Invitation to Tender No [complete] of [complete]) 

Annex II – Contractor's Tender (No [complete] of [complete]) 

Annex III – (a) Service Request 
 (b) Specific Contract 
 
which form an integral part of this contract (hereinafter referred to as “the Contract”). 
 
The terms set out in the Special Conditions shall take precedence over those in the other parts of 
the Contract. The terms set out in the General Conditions shall take precedence over those in the 
Annexes. The terms set out in the Tender Specifications (Annex I) shall take precedence over 
those in the [orders] [and] [specific contracts] (Annex III), the latter taking precedence over the 
Tender (Annex II). 
 
Subject to the above, the several instruments forming part of the Contract are to be taken as 
mutually explanatory. Ambiguities or discrepancies within or between such parts shall be 
explained or rectified by a written instruction issued by the Commission, subject to the rights of 
the Contractor under Article I.8 should he dispute any such instruction. 
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I – SPECIAL CONDITIONS 
 
 
ARTICLE I.1 - SUBJECT 
 
I.1.1 The subject of the Contract is the provision of services needed to carry out tasks defined 

in the technical specifications of the tasks part 3.1 of the Technical Description and on 
terms set out in Annex II (Contractor's tender).  The lists of unit prices in the specific 
price schedule of Annex II is not exhaustive and, should the need arise, the Commission 
may ask the tenderer to provide similar or complementary services, in order to implement 
the activities provided for in Annex I.  

I.1.2 Signature of the Contract imposes no obligation on the Commission to purchase. Only 
implementation of the Contract through orders or specific contracts is binding on the 
Commission. 

I.1.3 Once implementation of the Contract has been asked or has commenced, the Contractor 
shall reply and provide services in accordance with all terms and conditions of the 
Contract. 

I.1.4 The Contract does not confer on the Contractor any exclusive right to provide the services 
described in Annex I to the Commission.  

 
ARTICLE I.2 - DURATION 
 
I.2.1 The Contract shall enter into force on [complete] if it has already been signed by both 

contracting parties. 

I.2.2 Under no circumstances may implementation commence before the date on which the 
Contract enters into force. Execution of the tasks may under no circumstances begin 
before the date on which the order or specific contract enters into force. 

I.2.3 The Contract is concluded for a period of 12 months with effect from the date on which it 
enters into force. This contractual period and all other periods specified in the Contract are 
calculated in calendar days unless otherwise indicated. 

I.2.4 The orders or specific contracts shall be returned signed before the Contract to which they 
refer expires. 

 The Contract shall continue to apply to such orders and specific contracts after its expiry, 
but no later than 6 months 

I.2.5 The Contract shall be renewed automatically up to 3 times under the same conditions, 
unless written notification to the contrary is sent by one of the contracting parties and 
received by the other 2 months before expiry of the period indicated in Article I.2.3. 
Renewal does not imply any modification or deferment of existing obligations. 

 
 
ARTICLE I.3 –PRICES 
 
I.3.1 Prices of all services should be as listed in Annex II.  The lists of unit prices in Annex II is 

not exhaustive and, should the need arise, the Commission may ask the tenderer to 
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provide similar or complementary services, in order to implement the tasks provided for 
in the technical specifications of the tasks, part 3.1 of the Technical Description.  In such 
cases, the contractor will propose a price corresponding to the structure and level of prices 
contained in annex II.  This proposal will be subject to negotiation with the Commission. 

 
I.3.2 Prices shall be expressed in EUR. 
 
I.3.3 Prices shall be inclusive of all direct fees and charges as well as a lump sum estimate for 

cost types listed in subparagraph (a).  Reimbursable expenses, as listed in subparagraph 
(b) should be indicated separately:  

 

(a) The following expenses will be dealt with on a lump sum basis: 
 
Travel and subsistence expenses shall be reimbursed, where appropriate, on the basis of 
the shortest itinerary and should be charged based on the following:  

 
• Travel expenses shall be reimbursed as follows: 

travel by air shall be reimbursed up to the maximum cost of an economy class 
ticket at the time of the reservation; 
travel by boat or rail shall be reimbursed up to the maximum cost of a first class 
ticket; 
travel by car shall be reimbursed at the rate of one first class rail ticket for the 
same journey and on the same day; 
travel outside Community territory shall be reimbursed under the general 
conditions stated above provided the Commission has given its prior written 
agreement.; 
for journeys of less than 200 km (return trip) no subsistence allowance shall be 
payable; 
subsistence expenses should be based on the table in Annex IV to this model 
framework contract, for travel outside the EU, please consult DG Environment for 
the rates; 

• The costs associated with the purchase of rights to use photographs or other 
illustrations; 

• Web domain and hosting services, including by third parties. 
 

(b) Reimbursable expenses: 

- The cost of purchasing of advertising spaces  

- The cost of surverys and opinion polls that must be organized in order to 
execute contractual tasks  

- The costs of sending and/or storing equipment or unaccompanied luggage, 
transported for purposes directly associated with tasks ordered by the 
Commission; 

- Rental of venues. 
 
I.3.4 Prices shall be fixed and not subject to revision for implementation during the first year of 

duration of the Contract. 
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From the beginning of the second year of duration of the Contract, 80% of each price may 
be revised upwards or downwards each year, where such revision is requested by one of 
the contracting parties by registered letter no later than three months before the 
anniversary of the date on which it was signed. The Commission shall purchase on the 
basis of the prices in force on the date on which orders or specific contracts are signed. 
Such prices shall not be subject to revision. 

This revision shall be determined by the trend in the harmonised consumer price index 
MUICP published for the first time by the Office for Official Publications of the European 
Communities in the Eurostat monthly bulletin at http://www.ec.europa.eu/eurostat/. 

Revision shall be calculated in accordance with the following formula: 

 Ir 
Pr = Po (0,2+0,8  — ) 

 Io 

where: 

Pr = revised price; 
Po = price in the original tender; 
Io = index for the month in which the validity of the tender expires; 
Ir = index for the month corresponding to the date of receipt of the letter requesting a 

revision of prices. 

 
 
ARTICLE I.4 – IMPLEMENTATION OF THE CONTRACT 
 
I.4.1 Within 5 (five) working days of an order form or of a specific contract being sent by the 

Commission to the Contractor, the Commission shall receive it back, duly signed and 
dated. The period allowed for the execution of the tasks shall start to run on the date the 
Contractor signs the order form, unless a different date is indicated on the form. 

 
I.4.2 Within 10 working days of a request for services being sent by the Commission to the 

Contractor, the Commission shall receive an estimate of the resources to be allocated for 
its execution, with particulars in support. Should the Contractor be unavailable, he shall 
give reasons for refusal within the same period and the Commission shall be entitled to 
send a request to the next contractor on the list. In the event of failure to observe this 
deadline or disagreement on the allocation of resources, the Contractor shall be considered 
unavailable. 
 

 
ARTICLE I.5 – PAYMENT PERIODS 
 
Payments under the Contract shall be made in accordance with Article II.4. Payments shall be 
executed only if the Contractor has fulfilled all his contractual obligations by the date on which 
the invoice is submitted. Payment requests may not be made if payments for previous orders or 
specific contracts have not been executed as a result of default or negligence on the part of the 
Contractor. 
 

http://www.ec.europa.eu/eurostat/
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Payments under this contract will cover, on a lump-sum basis, fees, as well as travel expenses 
where appropriate.  
 
Only 1 payment will be made for contracts under €60.000 (sixty thousand euros). For the 
provision of services with a total amount above €60.000 or longer than 6 months, the Contractor 
may ask for a pre-financing payment. 
 
I.5.1 Pre-financing: 
 

Within [complete] days of: 
 
- the date on which the Contractor returns the order form or specific contract and the 

relevant invoice, indicating the reference number of the Contract and of the order or 
specific contract to which it refers, 

 
a pre-financing payment of 30% of the total value of the order or specific contract shall be 
made. 
 
However, if the amount of pre-financing is higher than €150.000,(one hundred and fifty 
thousand euros) it will be only paid, within 30 days, after the receipt of a duly constituted 
financial guarantee equal to this amount. 
 

I.5.2 Payment of the balance: 
 

The request for payment of the balance of the Contractor shall be admissible if accompanied 
by 
 
• the final technical report in accordance with the instructions laid down in Annex I (if 

applicable) 
• statements of reimbursable expenses (if applicable) 
• the relevant invoices, indicating the reference number of the Contract and of the order or 

specific contract to which they refer. 
 
provided the report has been approved by the Commission. 
 
The Commission shall have forty-five days from receipt to approve or reject the report, and 
the Contractor shall have 30 days in which to submit additional information or a new report. 
 
Within 30 days  [of the date on which the report is approved by the Commission,] [of the date 
of receipt of the relevant invoice(s)] payment of the balance corresponding to the relevant 
invoices shall be made. 
 

*** 

[For Contractors established in Belgium, the orders shall include the following provision: 
“En Belgique, l’utilisation de ce bon de commande vaut présentation d’une demande 
d’exemption de la TVA n° 450” or an equivalent statement in the Dutch or German language. 
The Contractor shall include the following statement in his invoice(s): “Exonération de la 
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TVA, article 42, paragraphe 3.3 du code de la TVA” or an equivalent statement in the Dutch 
or German language.] 
 
[For Contractors established in Italy, the provisions of the Contract constitute a request for 
VAT exemption, provided the Contractor includes the following statement in his invoice(s): 
“Operazione non imponibile ai sensi dell’articolo 72, comma 3) paragrafo 3 del D.P.R. n. 633 
del 26/10/1972 come modificato da ultimo dal D.L. n. 323 del 20/06/1996 convertito in Legge 
n. 425 dell’8/8/1996”.] 
 

ARTICLE I.6 – BANK ACCOUNT 
 
Payments shall be made to the Contractor’s bank account denominated in euro, identified as 
follows: 
 

Name of bank: [complete] 
Address of branch in full: [complete] 
Exact designation of account holder: [complete] 
Full account number including codes: [complete] 
[IBAN code: [complete]] 

 
ARTICLE I.7 – GENERAL ADMINISTRATIVE PROVISIONS 
 
Any communication relating to the Contract or to its implementation shall be made in writing and 
shall bear the Contract and order or specific contract numbers. Ordinary mail shall be deemed to 
have been received by the Commission on the date on which it is registered by the department 
responsible indicated below. Communications shall be sent to the following addresses: 
 

Commission: 
 
For technical items: 
European Commission 
Directorate-General Environment 
[Contact name] 
Directorate [complete] 
Unit [complete] 
B-1049 Brussels 
BELGIUM 
 
[Telephone n° & email address] 
 
For administrative items: 
European Commission 
Directorate-General Environment/ Directorate-General Climate Action 
Unit SRD.3 – "Financial Processing and Assistance" 
B-1049 Brussels 
BELGIUM 
 
[Telephone n° & email address] 
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Contractor: 
 
Mr/Mrs/Ms [complete] 
[Function] 
[Company name] 
[Official address in full] 

 
 
ARTICLE I.8 – APPLICABLE LAW AND SETTLEMENT OF DISPUTES 
 
I.8.1 The Contract shall be governed by Community law, complemented, where necessary, by 

the national substantive law of Belgium. 
 
I.8.1a Without prejudice to Article I.8.2, in the event that any dispute arises between the parties 

resulting from the interpretation or application of the Contract and the dispute is not 
resolved by negotiation, the parties may agree to submit the dispute to mediation. 

 If any party to the dispute gives written notice to the other party of its desire to commence 
mediation, and the other party agrees in writing, the parties shall jointly appoint a 
mutually acceptable mediator within two weeks of the date of the said written agreement. 
If the parties are unable to agree upon the appointment of a mediator within that time 
period, any party may apply to [court, organization or person agreed to by the parties 
when signing the Contract], for the appointment of a mediator. 

The mediator's written proposal or his written conclusion stating that no proposal can be 
made, shall be produced within two months of the date of the written agreement by the 
second party to commence mediation. The mediator's proposal or conclusion shall not be 
binding for the parties, who reserve the right to bring the dispute before the courts, as per 
Art. I.8.2. 

 Within two weeks of the date of notification of the proposal by the mediator, the parties 
can conclude a written agreement, duly signed by all parties, based on the proposal. 

 The parties further agree to share equally the costs of mediation by the mediator, which 
costs will not include any other costs incurred by a party in connection with the 
mediation.] 

I.8.2 Any dispute between the parties resulting from the interpretation or application of the 
Contract which cannot be settled amicably shall be brought before the courts of Belgium 

 
ARTICLE I.9 – DATA PROTECTION 
 
Any personal data included in or relating to the Contract, including its execution, shall be 
processed pursuant to Regulation (EC) No 45/2001 on the protection of individuals with regard to 
the processing of personal data by the Community institutions and bodies and on the free 
movement of such data. It shall be processed solely for the purposes of the performance, 
management and follow-up of the Contract by [entity acting as data controller] without prejudice 
to possible transmission to internal audit services, to the European Court of Auditors, to the 
Financial Irregularities Panel and/or to the European Anti-Fraud Office (OLAF) for the purposes 
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of safeguarding the financial interests of the Community. The Contractor shall have the right of 
access to his personal data and the right to rectify any such data that is inaccurate or incomplete. 
Should the Contractor have any queries concerning the processing of his personal data, he shall 
address them to [entity acting as data controller]. The Contractor shall have right of recourse at 
any time to the European Data Protection Supervisor. 
 
 
ARTICLE I.10 – TERMINATION BY EITHER CONTRACTING PARTY 
 
Either contracting party may, of its own volition and without being required to pay compensation, 
terminate the Contract by serving [complete] formal prior notice. Should the Commission 
terminate the Contract, the Contractor shall only be entitled to payment corresponding to the 
services ordered [and executed] before the termination date. On receipt of the letter terminating 
the Contract, the Contractor shall take all appropriate measures to minimise costs, prevent 
damage, and cancel or reduce his commitments. He shall draw up the documents required by the 
Special Conditions for the services rendered up to the date on which termination takes effect, 
within a period not exceeding sixty days from that date. 
 
 
ARTICLE I.10a – CONTRACT CONCLUDED DURING STANDSTILL PERIOD 
In case this Contract was signed by both the Commission and the Contractor before the expiry of 
14 calendar days from the day after simultaneous dispatch of information about the award 
decisions and decisions to reject, this Contract shall be null and void. 
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II – GENERAL CONDITIONS 

 
 
 
ARTICLE II. 1 – PERFORMANCE OF THE CONTRACT 
 
II.1.1 The Contractor shall perform the Contract to the highest professional standards. The 

Contractor shall have sole responsibility for complying with any legal obligations 
incumbent on him, notably those resulting from employment, tax and social legislation. 

 
II.1.2 The Contractor shall have sole responsibility for taking the necessary steps to obtain any 

permit or licence required for performance of the Contract under the laws and regulations 
in force at the place where the tasks assigned to him are to be executed. 

 
II.1.3 Without prejudice to Article II.3 any reference made to the Contractor’s staff in the 

Contract shall relate exclusively to individuals involved in the performance of the 
Contract. 

 
II.1.4 The Contractor must ensure that any staff performing the Contract have the professional 

qualifications and experience required for the execution of the tasks assigned to him. 
 
II.1.5 The Contractor shall neither represent the Commission nor behave in any way that would 

give such an impression. The Contractor shall inform third parties that he does not belong 
to the European public service. 

 
II.1.6 The Contractor shall have sole responsibility for the staff who execute the tasks assigned 

to him. 
 

The Contractor shall make provision for the following employment or service 
relationships with his staff: 

 
• staff executing the tasks assigned to the Contractor may not be given orders direct 

by the Commission; 
 
• the Commission may not under any circumstances be considered to be the staff's 

employer and the said staff shall undertake not to invoke in respect of the 
Commission any right arising from the contractual relationship between the 
Commission and the Contractor. 

 
II.1.7 In the event of disruption resulting from the action of a member of the Contractor's staff 

working on Commission premises or in the event of the expertise of a member of the 
Contractor's staff failing to correspond to the profile required by the Contract, the 
Contractor shall replace him without delay. The Commission shall have the right to 
request the replacement of any such member of staff, stating its reasons for so doing. 
Replacement staff must have the necessary qualifications and be capable of performing 
the Contract under the same contractual conditions. The Contractor shall be responsible 
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for any delay in the execution of the tasks assigned to him resulting from the replacement 
of staff in accordance with this Article. 

 
II.1.8 Should any unforeseen event, action or omission directly or indirectly hamper execution 

of the tasks, either partially or totally, the Contractor shall immediately and on his own 
initiative record it and report it to the Commission. The report shall include a description 
of the problem and an indication of the date on which it started and of the remedial action 
taken by the Contractor to ensure full compliance with his obligations under the Contract. 
In such event the Contractor shall give priority to solving the problem rather than 
determining liability. 

 
II.1.9 Should the Contractor fail to perform his obligations under the Contract in accordance 

with the provisions laid down therein, the Commission may - without prejudice to its right 
to terminate the Contract - reduce or recover payments in proportion to the scale of the 
failure. In addition, the Commission may impose penalties or liquidated damages 
provided for in Article II.16. 

 
ARTICLE II. 2 – LIABILITY 
 
II.2.1 The Commission shall not be liable for damage sustained by the Contractor in 

performance of the Contract except in the event of wilful misconduct or gross negligence 
on the part of the Commission. 

 
II.2.2 The Contractor shall be liable for any loss or damage caused by himself in performance of 

the Contract, including in the event of subcontracting under Article II.13. The 
Commission shall not be liable for any act or default on the part of the Contractor in 
performance of the Contract. 

 
II.2.3 The Contractor shall provide compensation in the event of any action, claim or proceeding 

brought against the Commission by a third party as a result of damage caused by the 
Contractor in performance of the Contract. 

 
II.2.4 In the event of any action brought by a third party against the Commission in connection 

with performance of the Contract, the Contractor shall assist the Commission. 
Expenditure incurred by the Contractor to this end may be borne by the Commission. 

 
II.2.5 The Contractor shall take out insurance against risks and damage relating to performance 

of the Contract if required by the relevant applicable legislation. He shall take out 
supplementary insurance as reasonably required by standard practice in the industry. A 
copy of all the relevant insurance contracts shall be sent to the Commission should it so 
request. 

 
ARTICLE II. 3 - CONFLICT OF INTERESTS 
 
II.3.1 The Contractor shall take all necessary measures to prevent any situation that could 

compromise the impartial and objective performance of the Contract. Such conflict of 
interests could arise in particular as a result of economic interest, political or national 
affinity, family or emotional ties, or any other relevant connection or shared interest. Any 
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conflict of interests which could arise during performance of the Contract must be notified 
to the Commission in writing without delay. In the event of such conflict, the Contractor 
shall immediately take all necessary steps to resolve it. 

 
 The Commission reserves the right to verify that such measures are adequate and may 

require additional measures to be taken, if necessary, within a time limit which it shall set. 
The Contractor shall ensure that his staff, board and directors are not placed in a situation 
which could give rise to conflict of interests. Without prejudice to Article II.1 the 
Contractor shall replace, immediately and without compensation from the Commission, 
any member of his staff exposed to such a situation. 

 
II.3.2 The Contractor shall abstain from any contact likely to compromise his independence. 
 
II.3.3 The Contractor declares: 
 

• that he has not made and will not make any offer of any type whatsoever from 
which an advantage can be derived under the Contract, 

• that he has not granted and will not grant, has not sought and will not seek, has not 
attempted and will not attempt to obtain, and has not accepted and will not accept, 
any advantage, financial or in kind, to or from any party whatsoever, where such 
advantage constitutes an illegal practice or involves corruption, either directly or 
indirectly, inasmuch as it is an incentive or reward relating to performance of the 
Contract. 

 
II.3.4 The Contractor shall pass on all the relevant obligations in writing to his staff, board, and 

directors as well as to third parties involved in performance of the Contract. A copy of the 
instructions given and the undertakings made in this respect shall be sent to the 
Commission should it so request. 

 
ARTICLE II. 4 – INVOICING AND PAYMENTS 
 
II.4.1 Pre-financing: 
 

Where required by Article I.5.1, the Contractor shall provide a financial guarantee in the form 
of a bank guarantee or equivalent supplied by a bank or an authorised financial institution 
(guarantor) equal to the amount indicated in the same Article to cover pre-financing under the 
Contract. Such guarantee may be replaced by a joint and several guarantee by a third party. 

 

The guarantor shall pay to the Commission at its request an amount corresponding to 
payments made by it to the Contractor which have not yet been covered by equivalent work on 
his part. 

The guarantor shall stand as first-call guarantor and shall not require the Commission to have 
recourse against the principal debtor (the Contractor). 

The guarantee shall specify that it enters into force at the latest on the date on which the 
Contractor receives the pre-financing. The Commission shall release the guarantor from its 
obligations as soon as the Contractor has demonstrated that any pre-financing has been 
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covered by equivalent work. The guarantee shall be retained until the pre-financing has been 
deducted from interim payments or payment of the balance to the Contractor. It shall be 
released the following month. The cost of providing such guarantee shall be borne by the 
Contractor. 

 
II.4.2 Interim payment: 
 

At the end of each of the periods indicated in Annex I the Contractor shall submit to the 
Commission a formal request for payment accompanied by those of the following documents 
which are provided for in the Special Conditions: 

 an interim technical report in accordance with the instructions laid down in Annex I; 
 the relevant invoices indicating the reference number of the Contract and of the order or 

specific contract to which they refer; 
 statements of reimbursable expenses in accordance with Article II.7. 

 
If the report is a condition for payment, on receipt the Commission shall have the period of 
time indicated in the Special Conditions in which: 

 to approve it, with or without comments or reservations, or suspend such period and 
request additional information; or 

 to reject it and request a new report. 

If the Commission does not react within this period, the report shall be deemed to have been 
approved. Approval of the report does not imply recognition either of its regularity or of the 
authenticity, completeness or correctness of the declarations or information enclosed. 

Where the Commission requests a new report because the one previously submitted has been 
rejected, this shall be submitted within the period of time indicated in the Special Conditions. 
The new report shall likewise be subject to the above provisions. 
 

II.4.3 Payment of the balance: 
 

Within sixty days of completion of the tasks referred to in each order or specific contract, the 
Contractor shall submit to the Commission a formal request for payment accompanied by 
those of the following documents, which are provided for in the Special Conditions: 
 

 a final technical report in accordance with the instructions laid down in Annex I; 
 the relevant invoices indicating the reference number of the Contract and of the order or 

specific contract to which they refer; 
 statements of reimbursable expenses in accordance with Article II.7. 

If the report is a condition for payment, on receipt the Commission shall have the period of 
time indicated in the Special Conditions in which: 

 to approve it, with or without comments or reservations, or suspend such period and 
request additional information; or 

 to reject it and request a new report. 

If the Commission does not react within this period, the report shall be deemed to have been 
approved. Approval of the report does not imply recognition either of its regularity or of the 
authenticity, completeness or correctness of the declarations and information enclosed. 
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Where the Commission requests a new report because the one previously submitted has been 
rejected, this shall be submitted within the period of time indicated in the Special Conditions. 
The new report shall likewise be subject to the above provisions. 

 
ARTICLE II. 5 – GENERAL PROVISIONS CONCERNING PAYMENTS 
 
II.5.1 Payments shall be deemed to have been made on the date on which the Commission's 

account is debited. 
 
II.5.2 The payment periods referred to in Article I.5 may be suspended by the Commission at 

any time if it informs the Contractor that his payment request is not admissible, either 
because the amount is not due or because the necessary supporting documents have not 
been properly produced. In case of doubt on the eligibility of the expenditure indicated in 
the payment request, the Commission may suspend the time limit for payment for the 
purpose of further verification, including an on-the-spot check, in order to ascertain, prior 
to payment, that the expenditure is eligible. 
 
The Commission shall notify the Contractor accordingly and set out the reasons for the 
suspension by registered letter with acknowledgment of receipt or equivalent. Suspension 
shall take effect from the date of dispatch of the letter. The remainder of the period 
referred to in Article I.5 shall begin to run again once the suspension has been lifted. 

II.5.3 In the event of late payment the Contractor shall be entitled to interest, provided the 
calculated interest exceeds EUR 200. In case interest does not exceed EUR 200, the 
Contractor may claim interest within two months of receiving the payment. Interest shall 
be calculated at the rate applied by the European Central Bank to its most recent main 
refinancing operations (“the reference rate”) plus seven percentage points (“the 
margin”). The reference rate in force on the first day of the month in which the payment 
is due shall apply. Such interest rate is published in the C series of the Official Journal of 
the European Union. Interest shall be payable for the period elapsing from the calendar 
day following expiry of the time limit for payment up to the day of payment. Suspension 
of payment by the Commission may not be deemed to constitute late payment. 

 
ARTICLE II. 6 – RECOVERY 
 
II.6.1 If total payments made exceed the amount actually due or if recovery is justified in 

accordance with the terms of the Contract, the Contractor shall reimburse the appropriate 
amount in euro on receipt of the debit note, in the manner and within the time limits set by 
the Commission. 

II.6.2 In the event of failure to pay by the deadline specified in the request for reimbursement, 
the sum due shall bear interest at the rate indicated in Article II.5.3. Interest shall be 
payable from the calendar day following the due date up to the calendar day on which the 
debt is repaid in full. 

 
II.6.3 In the event of failure to pay by the deadline specified in the request for reimbursement, 

the Commission may, after informing the Contractor, recover amounts established as 
certain, of a fixed amount and due by offsetting, in cases where the Contractor also has a 
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claim on the Communities that is certain, of a fixed amount and due. The Commission 
may also claim against the guarantee, where provided for. 

 
ARTICLE II. 7 - REIMBURSEMENTS 
 
II.7.1 Where provided by the Special Conditions or by Annex I, the Commission shall 

reimburse the expenses that are directly connected with execution of the tasks on 
production of original supporting documents, including receipts and used tickets. 

 
II.7.2 Travel and subsistence expenses shall be reimbursed, where appropriate, on the basis of 

the shortest itinerary. 
 
II.7.3 Travel expenses shall be reimbursed as follows: 
 

a) travel by air shall be reimbursed up to the maximum cost of an economy class ticket at 
the time of the reservation; 

 
b) travel by boat or rail shall be reimbursed up to the maximum cost of a first class ticket; 
 
c) travel by car shall be reimbursed at the rate of one first class rail ticket for the same 

journey and on the same day; 
 
d) travel outside Community territory shall be reimbursed under the general conditions 

stated above provided the Commission has given its prior written agreement. 
 
II.7.4 Subsistence expenses shall be reimbursed on the basis of a daily allowance as follows: 
 

a) for journeys of less than 200 km (return trip) no subsistence allowance shall be payable; 
 
b) daily subsistence allowance shall be payable only on receipt of a supporting document 

proving that the person concerned was present at the place of destination; 
 
c) daily subsistence allowance shall take the form of a flat-rate payment to cover all 

subsistence expenses, including accommodation, meals, local transport, insurance and 
sundries; 

 
d) daily subsistence allowance, where applicable, shall be reimbursed at the rate specified 

in Article I.3. 
 
II.7.5 The cost of shipment of equipment or unaccompanied luggage shall be reimbursed 

provided the Commission has given prior written authorisation. 
 
ARTICLE II. 8 – OWNERSHIP OF THE RESULTS - INTELLECTUAL AND 
INDUSTRIAL PROPERTY 
 
Any results or rights thereon, including copyright and other intellectual or industrial property 
rights, obtained in performance of the Contract, shall be owned solely by the Community, which 
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may use, publish, assign or transfer them as it sees fit, without geographical or other limitation, 
except where industrial or intellectual property rights exist prior to the Contract being entered 
into. 
 
ARTICLE II. 9 – CONFIDENTIALITY 
 
II.9.1. The Contractor undertakes to treat in the strictest confidence and not make use of or 

divulge to third parties any information or documents which are linked to performance of 
the Contract. The Contractor shall continue to be bound by this undertaking after 
completion of the tasks. 

 
II.9.2. The Contractor shall obtain from each member of his staff, board and directors an 

undertaking that they will respect the confidentiality of any information which is linked, 
directly or indirectly, to execution of the tasks and that they will not divulge to third 
parties or use for their own benefit or that of any third party any document or information 
not available publicly, even after completion of the tasks. 

 
ARTICLE II.10 - USE, DISTRIBUTION AND PUBLICATION OF INFORMATION 
 
II.10.1 The Contractor shall authorise the Commission to process, use, distribute and publish, 

for whatever purpose, by whatever means and on whatever medium, any data contained 
in or relating to the Contract, in particular the identity of the Contractor, the subject 
matter, the duration, the amount paid and the reports. Where personal data is concerned, 
Article I.9 shall apply. 

 
II.10.2 Unless otherwise provided by the Special Conditions, the Commission shall not be 

required to distribute or publish documents or information supplied in performance of 
the Contract. If it decides not to publish the documents or information supplied, the 
Contractor may not have them distributed or published elsewhere without prior written 
authorisation from the Commission. 

 
II.10.3 Any distribution or publication of information relating to the Contract by the Contractor 

shall require prior written authorisation from the Commission and shall mention the 
amount paid by the Community. It shall state that the opinions expressed are those of the 
Contractor only and do not represent the Commission's official position. 

 
II.10.4 The use of information obtained by the Contractor in the course of the Contract for 

purposes other than its performance shall be forbidden, unless the Commission has 
specifically given prior written authorisation to the contrary. 

 
ARTICLE II. 11 – TAXATION 
 
II.11.1 The Contractor shall have sole responsibility for compliance with the tax laws which 

apply to him. Failure to comply shall make the relevant invoices invalid. 
 
II.11.2 The Contractor recognises that the Commission is, as a rule, exempt from all taxes and 

duties, including value added tax (VAT), pursuant to the provisions of Articles 3 and 4 
of the Protocol on the Privileges and Immunities of the European Communities. 
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II.11.3 The Contractor shall accordingly complete the necessary formalities with the relevant 

authorities to ensure that the goods and services required for performance of the 
Contract are exempt from taxes and duties, including VAT. 

 
II.11.4 Invoices presented by the Contractor shall indicate his place of taxation for VAT 

purposes and shall specify separately the amounts not including VAT and the amounts 
including VAT. 

 
ARTICLE II. 12 – FORCE MAJEURE 
 
II.12.1 Force majeure shall mean any unforeseeable and exceptional situation or event beyond 

the control of the contracting parties which prevents either of them from performing any 
of their obligations under the Contract, was not due to error or negligence on their part 
or on the part of a subcontractor, and could not have been avoided by the exercise of due 
diligence. Defects in equipment or material or delays in making it available, labour 
disputes, strikes or financial problems cannot be invoked as force majeure unless they 
stem directly from a relevant case of force majeure. 

 
II.12.2 Without prejudice to the provisions of Article II.1.8, if either contracting party is faced 

with force majeure, it shall notify the other party without delay by registered letter with 
acknowledgment of receipt or equivalent, stating the nature, likely duration and 
foreseeable effects. 

 
II.12.3 Neither contracting party shall be held in breach of its contractual obligations if it has 

been prevented from performing them by force majeure. Where the Contractor is unable 
to perform his contractual obligations owing to force majeure, he shall have the right to 
remuneration only for tasks actually executed. 

 
II.12.4 The contracting parties shall take the necessary measures to reduce damage to a 

minimum. 
 
ARTICLE II. 13 – SUBCONTRACTING 
 
II.13.1 The Contractor shall not subcontract without prior written authorisation from the 

Commission nor cause the Contract to be performed in fact by third parties. 
 
II.13.2 Even where the Commission authorises the Contractor to subcontract to third parties, he 

shall none the less remain bound by his obligations to the Commission under the 
Contract and shall bear exclusive liability for proper performance of the Contract. 

 
II.13.3 The Contractor shall make sure that the subcontract does not affect rights and guarantees 

to which the Commission is entitled by virtue of the Contract, notably Article II.17. 
 
ARTICLE II. 14 – ASSIGNMENT 
 
II.14.1 The Contractor shall not assign the rights and obligations arising from the Contract, in 

whole or in part, without prior written authorisation from the Commission. 
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II.14.2 In the absence of the authorisation referred to in 1 above, or in the event of failure to 

observe the terms thereof, assignment by the Contractor shall not be enforceable against 
and shall have no effect on the Commission. 

 
ARTICLE II. 15 – TERMINATION BY THE COMMISSION 
 
II.15.1 The Commission may terminate the Contract, a pending order or a specific contract in the 

following circumstances: 
 
(a) where the Contractor is being wound up, is having his affairs administered by the courts, 

has entered into an arrangement with creditors, has suspended business activities, is the 
subject of proceedings concerning those matters, or is in any analogous situation arising 
from a similar procedure provided for in national legislation or regulations; 

 
(b) where the Contractor has not fulfilled obligations relating to the payment of social 

security contributions or the payment of taxes in accordance with the legal provisions of 
the country in which he is established or with those of the country applicable to the 
Contract or those of the country where the Contract is to be performed; 

 
(c) where the Commission has evidence or seriously suspects the Contractor or any related 

entity or person, of professional misconduct; 
 
(d) where the Commission has evidence or seriously suspects the Contractor or any related 

entity or person, of fraud, corruption, involvement in a criminal organisation or any other 
illegal activity detrimental to the Communities' financial interests; 

 
(e) where the Commission has evidence or seriously suspects the Contractor or any related 

entity or person, of substantial errors, irregularities or fraud in the award procedure or the 
performance of the Contract; 

 
(f) where the Contractor is in breach of his obligations under Article II.3; 
 
(g) where the Contractor was guilty of misrepresentation in supplying the information 

required by the Commission as a condition of participation in the Contract procedure or 
failed to supply this information; 

 
(h) where a change in the Contractor’s legal, financial, technical or organisational situation 

could, in the Commission’s opinion, have a significant effect on the performance of the 
Contract; 

 
(i) where execution of the tasks under a pending order or a specific contract has not actually 

commenced within fifteen days of the date foreseen, and the new date proposed, if any, is 
considered unacceptable by the Commission; 

 
(j) where the Contractor is unable, through his own fault, to obtain any permit or licence 

required for performance of the Contract; 
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(k) where the Contractor, after receiving formal notice in writing to comply, specifying the 
nature of the alleged failure, and after being given the opportunity to remedy the failure 
within a reasonable period following receipt of the formal notice, remains in serious 
breach of his contractual obligations. 

 
II.15.2 In case of force majeure, notified in accordance with Article II.12, either contracting 

party may terminate the Contract, where performance thereof cannot be ensured for a 
period corresponding to at least to one fifth of the period laid down in Article I.2.3. 

 
II.15.3 Prior to termination under point c), d), e), h) or k), the Contractor shall be given the 

opportunity to submit his observations. 
 

Termination shall take effect on the date on which a registered letter with 
acknowledgment of receipt terminating the Contract is received by the Contractor, or on 
any other date indicated in the letter of termination. 
 

II.15.4 Consequences of termination: 

In the event of the Commission terminating the Contract or a pending order or specific 
contract in accordance with this Article and without prejudice to any other measures 
provided for in the Contract, the Contractor shall waive any claim for consequential 
damages, including any loss of anticipated profits for uncompleted work. On receipt of 
the letter terminating the Contract, the Contractor shall take all appropriate measures to 
minimise costs, prevent damage, and cancel or reduce his commitments. He shall draw 
up the documents required by the Special Conditions for the tasks executed up to the 
date on which termination takes effect, within a period not exceeding sixty days from 
that date. 

 
The Commission may claim compensation for any damage suffered and recover any 
sums paid to the Contractor under the Contract. 

 
On termination the Commission may engage any other contractor to execute or complete 
the services. The Commission shall be entitled to claim from the Contractor all extra 
costs incurred in doing so, without prejudice to any other rights or guarantees 
enforceable under the Contract. 

 
ARTICLE II.15a – SUBSTANTIAL ERRORS, IRREGULARITIES AND FRAUD 

ATTRIBUTABLE TO THE CONTRACTOR 

 

Where, after the award of the Contract, the award procedure or the performance of the Contract 
prove to have been subject to substantial errors, irregularities or fraud, and where such errors, 
irregularities or fraud are attributable to the Contractor, the Commission may refuse to make 
payments, may recover amounts already paid or may terminate all the contracts concluded with 
the Contractor, in proportion to the seriousness of the errors, irregularities of fraud. 
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ARTICLE II. 16 – LIQUIDATED DAMAGES 
 
Should the Contractor fail to perform his obligations under the Contract within the time limits set 
by the Contract, then, without prejudice to the Contractor's actual or potential liability incurred in 
relation to the Contract or to the Commission's right to terminate the Contract, the Commission 
may decide to impose liquidated damages of 0.2% of the amount of the relevant purchase per 
calendar day of delay. The Contractor may submit arguments against this decision within thirty 
days of notification by registered letter with acknowledgement of receipt or equivalent. In the 
absence of reaction on his part or of written withdrawal by the Commission within thirty days of 
the receipt of such arguments, the decision imposing the liquidated damages shall become 
enforceable. These liquidated damages shall not be imposed where there is provision for interest 
for late completion. The Commission and the Contractor expressly acknowledge and agree that 
any sums payable under this Article are in the nature of liquidated damages and not penalties, and 
represent a reasonable estimate of fair compensation for the losses that may be reasonably 
anticipated from such failure to perform obligations. 
 
 
ARTICLE II. 17 – CHECKS AND AUDITS 
 
II.17.1 Pursuant to Article 142 of the Financial Regulation applicable to the general budget of 

the European Communities, the European Court of Auditors shall be empowered to audit 
the documents held by the natural or legal persons receiving payments from the budget 
of the European Communities from signature of the Contract up to five years after 
payment of the balance of the last implementation. 

 
II.17.2 The Commission or an outside body of its choice shall have the same rights as the 

European Court of Auditors for the purpose of checks and audits limited to compliance 
with contractual obligations from signature of the Contract up to five years after 
payment of the balance of the last implementation. 

 
II.17.3 In addition, the European Anti-Fraud Office may carry out on-the-spot checks and 

inspections in accordance with Council Regulation (Euratom, EC) No 2185/96 and 
Parliament and Council Regulation (EC) No 1073/1999 from signature of the Contract 
up to five years after payment of the balance of the last implementation. 

 
 
ARTICLE II. 18 – AMENDMENTS 
 
Any amendment to the Contract shall be the subject of a written agreement concluded by the 
contracting parties. An oral agreement shall not be binding on the contracting parties. An order or 
a specific contract may not be deemed to constitute an amendment to the Contract. 
 
 
ARTICLE II. 19 – SUSPENSION OF THE CONTRACT 
 
Without prejudice to the Commission's right to terminate the Contract, the Commission may at 
any time and for any reason suspend execution of the Contract, pending orders or specific 
contracts or any part thereof. Suspension shall take effect on the day the Contractor receives 
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notification by registered letter with acknowledgment of receipt or equivalent, or at a later date 
where the notification so provides. The Commission may at any time following suspension give 
notice to the Contractor to resume the work suspended. The Contractor shall not be entitled to 
claim compensation on account of suspension of the Contract, of the orders or specific contracts, 
or of part thereof. 
 
 
 
SIGNATURES 
For the Contractor, 
[Company name/forename/surname/function] 
 
signature[s]: _______________________ 
 

For the Commission, 
[forename/surname/function] 
 
signature[s]:_____________________ 
 

Done at [Brussels], [date] Done at Brussels, [date] 
 
In duplicate in English. 
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ANNEX I 
 
 

Tender Specifications and Monitoring 
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ANNEX II 

 
 

[Contractor's tender] 
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ANNEX IIIA 

 
a:                        SERVICE REQUEST 
 
 Under framework contract No ................... 
 between the Commission and .................. 
 
 
Pursuant to the above-mentioned framework contract, concluded between the Commission and 
your company, we request a proposal for the service specified below: 
 
1. Designation of service 

requested 
 

 

 

2. Requester(name and 
function) 

 

 

3. Draft of specific terms of 
reference 

 

See annex 

4. Estimated duration of the 
work (calendar days, or 
proposed starting and 
completion dates) 

 

5. Expertise requirement  
       

 

6. Expected result 
 

 

7. Requester's address (to which 
the proposal is to be sent) 

 

8. Requester's signature 
 

 

9. Date of signing request 
 

 

 
Thank you in advance for responding rapidly to this request by submitting at your earliest 
convenience a proposal (quote) in accordance with the provisions of the contract, within ten 
working days of the date on which the request was signed. 
 
 
Annex: Proposed draft of specific terms of reference 
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Specimen1b: SERVICE REQUEST – ANNEX “Draft specific Terms of Reference” 
 
 
1. Context/General information 
 
 
 
 
2. Subject of the service request 
 
 
 
 
3. Tasks to be performed, guide and details of how the tasks are to be carried out, meetings to 

be held 
 
 
 
 
4. Estimated expertise requirement 
 
 
 
 
5. Estimated timetable 
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ANNEX IIIB 

b  
   SPECIFIC CONTRACT No [complete] 
     implementing Framework Contract No ... 

 
 
The European Community (hereinafter referred to as "the Community"), represented by the 
Commission of the European Communities (hereinafter referred to as "the Commission"), which 
is represented for the purposes of the signature of this contract by Mr / Ms [name in full], 
Director, 
 
of the one part, 
 
and 
 
[official name in full] 
[official address in full] 
[official legal form] 
[statutory registration number 
 [VAT registration number] 
(hereinafter referred to as "the Contractor"), represented for the purposes of the signature of this 
contract by [name in full and function,] 
 
of the other part, 
 

HAVE AGREED 
 
ARTICLE III.1: SUBJECT 
 
III.1.1 This specific contract implements Framework Contract No [complete] signed by the 

Commission and the Contractor on [complete date] [and renewed on complete date]. 

III.1.2 The subject of this specific contract is [short description of subject]. [This specific 
contract relates to lot [complete] of the Framework Contract.] 

III.1.3 The Contractor undertakes, on the terms set out in the Framework Contract and in this 
specific contract and the annex[es] thereto, which form an integral part thereof, to perform 
the following tasks [:] [specified in Annex [complete].] 

ARTICLE III.2: DURATION 
 
III.2.1 This specific contract shall enter into force [[on the date on which it is signed by the last 

contracting party [on complete if it has already been signed by both contracting parties]]. 

III.2.2 The duration of the tasks shall not exceed [days/months]. Execution of the tasks shall start 
from [date of entry into force of this specific contract] or [indicate date]. The period of 
execution of the tasks may be extended only with the express written agreement of the 
parties before such period elapses. 
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ARTICLE III.3: PRICE 
 
III.3.1 The total amount to be paid by the Commission under this specific contract shall be EUR 

[amount in figures and in words] covering all tasks executed. 

III.3.2 In addition to the price [no reimbursable costs are foreseen] [costs up the an amount of 
EUR … will be reimbursed according to the provisions of the Framework contract] 

[For Contractors established in Belgium, the provisions of this contract constitute a request 
for VAT exemption No 450, provided the Contractor includes the following statement in his 
invoice(s): “Exonération de la TVA, article 42, paragraphe 3.3 du code de la TVA” or an 
equivalent statement in the Dutch or German language.] 

 
 
ARTICLE III.4: ANNEXE[S] 
 
Annex A - Resources allocated 
Annex B – Contractor’s specific Tender (no [complete] of [complete]) 
 
SIGNATURES 
 
For the Contractor, 
[Company name/forename/surname/function] 
 
 
signature[s]: _______________________ 
 

For the Commission, 
[forename/surname/function] 
 
 
signature[s]:_____________________ 
 

Done at [Brussels], [date] Done at Brussels, [date] 
 
In duplicate in English. 
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ANNEX IV  
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ANNEX 8 - CHECK LIST 
 
1.   Administrative information form filled in 
2.   Financial offer duly signed 
3. Legal entity and Financial identification forms completed and signed  
4.   Declaration of the candidate’s eligibility regarding exclusion criteria, completed, 

signed and dated  
5.   Supporting documents for selection criteria 
6.   Acknowledgement form with candidate's address 
7.   Model Framework Contract 
8.  Possible annexes 
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