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PART 1: TECHNICAL DESCRIPTION 
 
1. Introduction 
 
1.1 Background 
 
Europe needs to invest more in innovative ways to protect the environment while at the same 
time boosting competitiveness. The Europe 2020 Strategy identifies economic, social and 
environmental aspects as key to stimulate progress and deliver smart, sustainable and inclusive 
growth. Eco-innovation and environmental technologies are seen to be instrumental in reaching 
environmental objectives whilst at the same time offering significant economic opportunities.  
 
Eco-innovation is any innovation (product, process or organisational innovation) that reduces the 
use of natural resources and decreases the release of harmful substances across the whole life-
cycle while contributing to the economic, environmental and social pillars of sustainability. 
 
Already in January 2004, the Commission adopted the Environmental Technologies Action Plan 
(ETAP) to further environmental technologies to improve the environment and European 
competitiveness, mainly through ensuring the integration of eco-innovation in other policies and 
mechanisms. The ETAP has been the subject1 of two progress reports and it has been reviewed 
once. In addition two reviews2 of the ETAP National Roadmaps, detailing Member State actions 
for eco-innovation, have been carried out.  
 
• To follow orientations from the Europe 2020 Strategy and the Innovation Unit Flagship, the 

Commission will adopt in November 2011 a new Eco-Innovation Action Plan (EcoAP) 
building upon the Innovation Union in respect of the "environmental" dimension of 
innovation.   

 
• The EcoAP will be a follow up action of the Innovation Union Initiative. The Action Plan 

will propose measures to integrate eco-innovation into other actions and mainstream it into 
EU key policies. , The review of environmental legislation, standards, green skills, financing 
and international cooperation will provide new opportunities to put eco-innovation back on 
the political agenda. 

 
 
 
 

                                                 
1   CEC 2005, Report on the implementation of the Environmental Technologies Action Plan in 2004, COM(2005) 

16 final; CEC 2007, Report on the Environmental Technologies Action Plan (2005-2006), COM(2007) 162 
final; Ecorys 2009, The implementation of the Environmental Technologies Action Plan, Rotterdam 

2   CEC 2007, Commission Staff Working Document Accompanying Report of the Environmental Technologies 
Action Plan (2005-2006) {COM(2007) 162 final}; WIFO 2009, Assessment of ETAP roadmaps with regard to 
their eco-innovation potential, Vienna 
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1.2 Current communication activities 
 
The current communication activities started in 2004. They are: 
 
Website structure and content:  
 
The home page features -in its main part- actual news related to European and national 
developments concerning eco-innovation on political and technical level. 
 
The homepage gives access  
- under 'Policy' to information on the Action Plan itself,  
- under 'ETAP in action' to classified articles,  
- to funding information,  
- under 'ETAP information' to communication related information and to key projects and studies, 
and  
- to related events starting with the regular Forum on Eco-Innovation. 
Specific buttons give access to an overview of support to eco-innovation, to the ETAP newsletter, 
and to the Forum on Eco-innovation. 
 
The website has more than 2000 pages, visited by around 11000 persons per month; news alerts 
are sent twice a month to more than 8000 subscribers informing on news articles, hot news and 
events. 
 
 
Promotion 
A stand to represent ETAP has been organised at various events like the Green Week, the 
European Business Summit, Pollutec Lyon, etc. Publications were distributed and contacts made. 
 
Synergies have been created with relevant activities, services, programmes (CIP eco-innovation, 
Eco-Innovation Observatory (EIO), European Business Awards (EBAE), European enterprise 
Network (EEN, Europe Innova, OECD..). 
 
More information about the ETAP and later the new Eco-Innovation Action Plan can be 
found on: http://ec.europa.eu/environment/etap/index_en.htm 
 
 
Market study: 
The activities mentioned above have been the subject of a market study conducted in 20103. The 
report of this study gives all indications on the state-of-play of the activities, their assessment and 
proposition for continuation. The decision of the Commission is to follow the recommendations 
described in scenario 4 of the study. 
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http://ec.europa.eu/environment/etap/published_files/2011_technopolis_market_research_on_european_commu
nication_activitie_on_environmental_technologie_eco-innovation.pdf 

http://ec.europa.eu/environment/etap/index_en.htm
http://ec.europa.eu/environment/etap/published_files/2011_technopolis_market_research_on_european_communication_activitie_on_environmental_technologie_eco-innovation.pdf
http://ec.europa.eu/environment/etap/published_files/2011_technopolis_market_research_on_european_communication_activitie_on_environmental_technologie_eco-innovation.pdf
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The main recommendations of this study address: 
 
- The need to reinforce the image of the Action Plan and the awareness about its role, 
specifically as a policy framework allowing the implementation of its actions and to create an 
'identity' and strategic position for eco-innovation within the national (socio) economic context. 

 
- The need to focus on the specific audience of Member States representatives as key target 
audience (including regional authorities, governmental agencies with respect to eco-innovation 
and environmental technologies). Some other relevant actors as well as their needs should be 
considered: industries as key player in the application of environmental technologies, umbrella 
organisations, networks of national and European level and their needs. 
 
The study gives good indications about the scope of the communication part of the contract to 
aim at, the audiences and their needs and information on successful communication activities in 
the Member States.  
 
 
2. Objectives 
  
2.1 Main objective: 
 
Communicating with the Member States representatives -and to some extent with key 
stakeholders- is a primary concern for the European Commission. Since it is recognised at 
Commission level that communication is more than information, it is necessary to give particular 
attention to ensure a good cooperation with and between these actors and to tap into their 
experience. 
It is equally important to adjust the messages to be passed to this audience so as to explain the 
priorities of the Eco-Innovation Action Plan and how it will contribute towards greater eco-
innovation development and uptake.   
 
The main objective is to raise a sound awareness of the Action Plan within the relevant audience. 
A successful communication strategy will ensure that its recipients are aware of the matter 
communicated to them (they know), that they perceive it as being off added-value to them (they 
trust) and that they endorse it by implementing it (they act). 
 

• Member States representatives at relevant level and stakeholders are aware of the Eco-
Innovation Action Plan, of its role and added value in policy development and of related 
activities at EU and MS level. 

 
• The actions of the Plan are perceived as catalysts for a good implementation of the Plan 

and for an integration of eco-innovation in all related policies; Information exchanged is 
perceived as catalyst for duplication and for a step change in the use of natural resources. 

 
• Member States representatives at relevant level and stakeholders endorse the Plan by 

implementing the actions and by duplicating the best practices shared. 
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2.2 Specific objectives: 
 
The role of the Eco-Innovation Action Plan is to pull together and ensure coherence between 
European and national actions and -lead by good example- coordinating and assisting national 
actors in interpreting policies and implementing them. 
 
The specific objectives of this call for tender build mainly on recommendations of the study 
mentioned above and on past experiences. 
They are to strengthen the existing activities, to build a strong community and – from the existing 
website - to create an efficient information and exchange platform for Member States 
representatives and key stakeholders, and to support its work with useful communication tools.  
 
 

3. Content / Description of the tasks 
 
3.1 Overview - General tasks and issues:  
 
Geographical scope: the services to be delivered will need to cover mainly the EU Member 
States and Norway. Some articles may cover eco-innovations taking place in countries outside 
Europe if relevant for EU MS.  
 
Languages: the service provider should maintain the multilingual strategy of the current ETAP 
website ensuring that the interface remains available and updated in the 5 languages (EN, DE, 
FR, IT, ES). 
 
Confidentiality and/or intellectual property rights: the service provider must ensure that there 
are no restrictions based on confidentiality and/or intellectual property rights to be expected from 
any third party due to the publication of any documents. 
 
Visual identity: the service provider should maintain the main elements of the visual identity of 
the current ETAP website and remain consistent with that of the European Union4 and of DG 
Environment5. 
 
Hand over  
At the beginning of the contract, all items (e.g. publications, news, events, mailing lists, ..), files 
and contact database will be made available by the Commission to the successful contractor who 
should ensure an optimum continuity of services for the EcoAP audience from the date of 
signature of the contract within 2 weeks. 
 

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

5 http://ec.europa.eu/environment/index_en.htm 
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Meetings should be organised by the contractor each three months at the DG Environment 
premises in Brussels (travel costs should be included in the offer).  
Regular editing meetings (telephone interviews possible) need additionally to be organised by the 
contractor every two months. 
 
The contractor shall take short minutes in English during all meetings and send them to the 
Commission for approval within one week after the meeting. The contractor will also take contact 
with the Commission on a regular basis as needed by email or telephone.  
 
 
The contractor will need to: 

• Build on the High Level Working Group of Member States representatives to establish an 
active 'EcoAP Community' including key stakeholders; 

• Enhance the functionalities of the website and bring and maintain it to the level of an 
efficient information and exchange platform; 

• Actively contribute to the improvement of the quality and coherence of the 
communication activities within the platform and outside; 

• Determine the appropriate tools and activities to ensure optimum outreach to and input 
from the target audiences; 

• Determine the tone and style of the EcoAP communication; 
• Promote actively the actions of the Plan and related activities; 

 
 
Communication on and general support for eco-innovation is part of the activities of different 
Commission services and agencies (DG ENTR Europe Innova6, DG Research & Innovation7, 
European Environment Agency8 (EEA), Executive Agency for Competitiveness and Innovation9 
(EACI), ERA-NET Eco-Innovera10, ECOPOL11). The activities under this contract should seek 
synergies with any Commission communication activities, but mainly those mentioned above, 
while avoiding overlaps in the diffusion of information in order to strengthen the communication 
activities on eco-innovation and to facilitate the identification of information sources. 
 
Tenderers should identify and specify what kinds of activities are envisaged and propose creative, 
practical and cost-effective solutions of what would be appropriate to ensure the tasks described. 
 
The tenderers should offer an integrated approach to the overall management of the work 
programme describing in detail the project management. 

                                                 
6 http://www.europe-innova.eu  
7 http://ec.europa.eu/research/index.cfm  

8 http://technologies.ew.eea.europa.eu/  
9 http://ec.europa.eu/eaci/eco_en.htm  
10 http://www.eco-innovera.eu  
11 http://www.ecopol-project.eu/  

http://www.europe-innova.eu/
http://ec.europa.eu/research/index.cfm
http://technologies.ew.eea.europa.eu/
http://ec.europa.eu/eaci/eco_en.htm
http://www.eco-innovera.eu/
http://www.ecopol-project.eu/
http://www.ecopol-project.eu/
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During the execution of the contract, delivery of accepted content or material must be punctual, 
hence an effective and dynamic process management must be proposed.  
 
Tenderers should also describe the detailed project planning for the various actions, including 
important milestones and deliverables based on the specifications in this document and the actual 
work proposed. This will bring together all deliverables for the tasks to be carried out: including 
website updates, content delivery, promotional activities, a smooth hand-over at the end of the 
contract etc.  
 
A project manager to ensure the coordination with the Commission services should be proposed.  
He must maintain close contact with the Commission project officer, and provide regular 
overviews of progress in implementation, resource use, main achievements, outputs and impacts, 
financial elements.  
 
It should be borne in mind that communication on the EcoAP is an ongoing effort. For this reason 
the work must be delivered in a way that can easily be continued by other contractors or the 
Commission after termination of the contract in question.  
 
 
The offer must: 
- outline the approach and methodology for the tasks; 
- explain how the work would be organised within the team, from kick-off to final delivery, 
including possible sub-contractors, and how long would be required for each stage; 
- provide a detailed and complete cost estimate and indication of man/hour by tasks. Tenders 
should include all the costs related to general administration and coordination, as well as any 
other expenses linked to providing the services; 
- include the Work plan (Annex 10); 
- identify the key risks and indicate how the contractor plans to mitigate them. 
 
 
3.2 Detailed tasks: 
 
At minimum the tenderer must foresee: 
 
Task 1 -  EcoAP Community 
 
The contractor should establish a structured relationship based on interaction and effective 
dialogue with and between the Member States representatives at different levels (national, 
regional, governmental agencies) at the first place including the Green Spider Network12.  
Other relevant key stakeholders like European Organisations (industry, business, research..) will 
have to be taken into consideration. 
 

                                                 
12 12 http://ec.europa.eu/environment/networks/greenspider/ 
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The existing Community of the ETAP High Level Working Group (Member States 
representatives from the 27 MS) will serve as a basis. 
 
Through this Community, the contractor will allow MS representatives to network with their 
peers and foster new ideas for better implementation of the Action Plan. Through these activities, 
the contractor will extract and collect best practices, success stories, problems and experiences 
from MS (for example on roadmaps and with the implementation of the ETAP and EcoAP) and 
give access to these findings in the forms of articles on the platform (see Task 3 Content 
provision).  
 
The contractor should, based on information from the Commission and from the Community, 
make sure that the audience is informed about the process in the implementation of the Action 
Plan in a structured way. 
 
For this, the contractor should have regular and targeted contacts with the members of the 
Community and to organise physical and virtual meetings and discussions between them. 
 
This task is estimated at around 25% of the total activities.  
 
 
Especially for this task, the contractor will need to have a profound understanding of 
European Policies, in particular in the area of the environment, enterprises, resource 
efficiency, economics, innovation of eco-innovation, industrial policy; he must keep up-to-
date with related policy developments 
 
 
Task 2 - Content provision for the platform:  
 
This task complements largely / is based on the activities of the EcoAP Community.  
The quality and scope of the content (articles, information, interviews, newsletters, etc.) to 
be published regularly on the platform and disseminated to the audience is thus paramount 
for the aim of the contract. 
 
The contractor should produce, edit and publish new, relevant and timely articles in 5 languages 
(EN, FR, DE, IT, SP).  
The scope of the current content is expected to be substantially reinforced and further developed: 
more knowledge content, more substance, deeper technical, economic and policy analysis. 
 
Actual permanent information pages will be occasionally reviewed and kept up-to-date. 
 
 
Expected scope of the content: 
As identified by the market study on the ETAP communication (see 1.2), the specific audience 
expresses the need to read and discuss applied information on: 
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- policy information showing how eco-innovation policy has been implemented in the MS, 
success stories and problems/solutions related to the aspects of implementation of 
legislation/the Eco-Innovation Action Plan, best practices and comparisons between 
Member States; 

- technology information showing how developments have been applied and used by actors 
in the field; 

- illustration of how the eco-innovative approach is key for the development of sustainable 
innovative companies and sustainable innovative economic systems, regional, national 
and EU wide; 

- illustration of the links between policy and regulation, as well as between technology and 
regulation; 

- networking opportunities for eco-innovation; 
- eco-innovation related policies and measures; 
- analysis and material applied to Member States eco-innovation industries/sectors, like 

examples, case studies that could facilitate networking and/or the implementation of the 
Plan's actions. 

 
The contractor should propose any additional topic he would see complementary to this 
minimum. 
 
Articles of different lengths and focus (see below) will be produced, edited, proofread and 
published by the contractor in quality English (same standard holds for the pages in other 
languages) and designed for the specific audience. 
There needs to be a balance between articles on related policy, political issues, and innovation 
and technology.  
An important common factor across articles is how eco-innovation can lead to a symbiosis of 
environmental, economic and job-creation benefits.  
 
Sources 
The preparation of content and editorial of the material to be published will be carried out by the 
contractor.  
Material gathering and information collection will be sought actively by the contractor  
- as described under task 2 'EcoAP Community' and  
- through screening of the relevant literature (Commission news, news services, other services 
relaying information in the field, specific companies or institutes or public organisations, as well 
as leading practitioners in the field. The tenderers should in their offer present a key list of 
sources it will draw upon when preparing the communication materials.  
 
Quantity 
The content should be a minimum of: 
- 41 short articles (i.e. up to 400 words each);  
- 11 long articles (i.e. up to 1000 words each); 
- 11 web interviews (i.e. up to 1000 words each);  
- approx. 15 short news (i.e. up to 50 words)  
- approx. 20 news flashes (i.e. up to 20 words each). 
- 3 specific news alerts (i.e. up to 2000 words).  
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Short and long articles and interviews are the main items that will be published and announced 
via an electronic news alert. 
There will be a minimum of 3 items per news alert, one of which at least should concern specific 
country information from Member States. 
News alerts will also include short news, events, hot topics, etc… 
 
The annual production of content will be spread over 21 news alerts: news alerts are sent every 
two weeks with exception of December where only one news alert and August where no news 
alert will be sent. 
 
On specific occasion, special issues of the news alert might need to be sent out (for example to 
announce an important Commission decision, the launch of important calls, etc…). 
 
Description: 
Short articles featuring recent news have to be delivered on a timely basis. In addition, short 
articles highlighting specific technological or innovation advances will include a short contextual 
setting through policy relevance or market position, etc.   
 
Long articles may feature technologies, innovations, or policy related news, and provide deeper 
contextual setting through analysis or comparison. For example, long articles featuring 
technologies or innovations will in particular highlight comparison with competing alternatives, 
and try to give estimates of economic, environmental or job-creation effects.  
 
Interviews of leading practitioners in the field. The scope of the questions will be discussed with 
the Commission prior to the interviews. 
 
Short news announcing new publications, adoption of policy, publication of calls, reports, etc. 
will be placed in the news alerts with a link to the relevant source. 
 
Specific news alerts should identify one specific topic and, based on already published articles 
and interviews, propose an analysis and perspectives. 
 
Newsflashes announcing new publications, adoption of policy, publication of calls, reports, etc. 
will be placed on a specific section of the home page of the platform with a link to the relevant 
source. 
 
Translation 
After acceptation by the Commission of the final versions of the above indicated content, the 
contractor will translate it from English into French, Italian, Spanish and German and publish 
them on the platform. 
 
The offer has to include the translation costs of all the new content produced under this contract 
(including meta data) into French, Italian, Spanish and German. To allow timely releases of the 
articles on the platform, as well as their good linguistic quality, the translation process (including 
control and validation by the Commission) should be very well scheduled.  
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The contractor should coordinate the sending of documents for translation and the sending of 
translated documents to the web team. 
 
 
The offer must include a list of 10 proposals of articles and background. Two articles should be 
developed into long articles as specified in this contract. A mock news alert should also be 
submitted. 
 
This activity is evaluated at around 50% of the total activities.  
 
 
Task 3 – Platform 
 
For this task the contractor should operate, improve, maintain and increase the use of the platform 
as efficient information and exchange platform while responding to the needs of the 
Community and defining, producing, maintaining and upgrading certain sections. 
 
The task involves all activities related to the development and maintenance of a multilingual 
platform, including some continuing content development. 
 
Scope: 
The platform is the official information source about the Eco-Innovation Action Plan. It should 
relay recent political developments, emerging policy orientations and actions at EU and MS 
levels.  
It needs mainly to promote the Action Plan within the eco-innovation community and should 
make it appear as an ambitious plan potentially having a positive impact on EU and national 
environmental policies in terms of development towards green growth and competitiveness, and 
on the relevant stakeholders.  
 
The platform needs also to be a stimulating entry point and user friendly, efficient information 
and exchange platform for the EcoAP Community who will expect among others 
- to find out about eco-innovation and about activities of the implementation of the 

Commission's Action Plan supporting it, 
- to see activities in the MS (example of best practices, success stories, problems and 

experiences for example on roadmaps and with the implementation of the ETAP and EcoAP), 
- background information to the main related policies, 
- policy and technology news,  
- links and important events.  
 
Operation: The ETAP/EcoAP platform is hosted on the EUROPA server. 
 
NOTE : A revision of the current website will be done by the European Commission before 
signature of this contract! 
It concerns a review of the navigation, better use of the space, reorganisation of information, 
standardisation of the formats, rewriting of background information. 
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• The contractor must ensure that the platform is and remains user friendly, easy to search 
in, well referenced on the web and competitive and attractive in comparison to other web 
platforms. 

 
• In particular, special attention must be given to the innovative and appealing presentation 

of the information (in terms of information structure, variety and suitability of contents, 
design, added-value compared with other websites). 

 
• In order to ensure the attractiveness and traffic on the platform, the contractor is required 
-  to identify and propose possible use of state of the art technology (including viable 

social media networks, possibility for commentary or editorial type content, RSS/SML 
feeds, forum, etc..),  

- to propose possibilities for animated debates / Interactive platforms for the Community 
(either available within the Commission or able to coexist with the main part of Europa), 

- and to propose a methodology and an approach to follow, moderate and animate these 
tools.  

 
• The contractor will pro-actively and regularly identify and publish on the platform 

relevant studies, reports, press releases, videos, useful links, etc. after validation by the 
Commission. 

 
• The contractor will continue to send the bi-monthly news alert to the users who 

subscribed to it. 
 

• He is expected to guarantee a minimum animation of the platform by  
- identifying, collecting and uploading information items, 
- publishing written material, etc.. 

 
• Any further images and messages that the contractor would add to the platform will be 

consistent with the existing identity across the platform publications and should be 
approved by the Commission before being used.  

 
• The contractor will manage and develop the web content on its local server and deliver 

the new/updated files to the Commission for uploading onto the Europa server on which 
the site is hosted. Any modifications of and additions to the platform must be designed in 
the context of Europa website standards. Any modifications/additions must be fully 
compatible with Europa formats and the specified interactive tools. Further information is 
available in Annex 9. This site is often updated and the latest version should be taken as 
reference. (Certain links will not be accessible at this address. Tenderers should note that 
information contained in those links is not a requirement in order to submit a bid for the 
current contract).  

 
• The format of all the pages (text, picture, etc..) should be coherent throughout the 

platform and in line with the visual identity of the home page. 
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The European Commission will retain the copyright for all layouts, images, logos, texts and any 
other intellectual property produced for the platform and publications. Any charges for images or 
intellectual property must be included in the offer.   
 
Visibility:  
The contractor will ensure that ETAP/Eco-Innovation shall continue to rank in the top 5 in major 
search engines when searching "Eco-Innovation Action Plan", "Eco-Innovation", "Environmental 
technologies" and will foresee an increase in the use of the website. 
 
Management:  
The contractor should ensure  
- that subscriptions, un-subscriptions, updates, access rights, responses management, etc are 
properly handled, 
- that all the content published is validated and subject to an internal quality control. 
 
Example of frequency of operations: 
Occasional  
- upgrade and up-date of some sections / pages; 
- improve the navigation; 
- upload of different materials such as links, video clips, etc…; 
- creation of new pages; 
- collect and group links to ongoing research and demonstration projects related to eco-innovation 
and undertaken by other DG and their related activities; 
- collect and publish relevant studies and reports. 
 
Recurrent:  
- publish sets of 3 to 4 articles twice a month in all 5 languages 
- update event section 
- send electronic news alert indicating the new published content 
- format items so that they fit with the search tool13  
- maintenance of the subscribers' mailing list  
- Management of platform, including fixing errors, interactive feedback for error correction, re-
design, and responding to users.  
 
The contractor must manage the multilingual site including some inter-active features, audio-
visual material etc. Updating activities will include updating the content/layout of existing pages 
including some rewriting (either based on content to be drafted by the contractor or content 
provided by the Commission); adding documents/images/links etc. and the subsequent 
adjustment of all language versions. 
 
In addition to designing page layouts/templates and producing web page mock-ups and HTML 
prototypes, the graphic design work for the web will consist of the creation of promotional 
buttons, photos, and illustrations. The acquisition of copyrights should be included where 
necessary. 
                                                 
13 http://ec.europa.eu/ipg/services/search/search_en.htm 
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Working methods See Annex 9 
 
This task is estimated around 10% of the total activities.  
Task 4 - Promotion activities 
 
The aim of this task is to raise awareness about the Action Plan, the EcoAP-community and the 
platform. 
These activities are of different kinds from dissemination to networking and participating at 
events at a minimum. 
 
In order to promote the EcoAP and on the basis of strategic considerations, the contractor will 
identify appropriate opportunities and then propose detailed and targeted communication and 
promotional activities.  
The proposition will demonstrate how these actions will respond to the aim of the task while 
providing measurable added value through efficient activities. 
 
These actions will include (not exhaustive): 
 

- preparation of a communication plan,  
- -adequate media coverage towards targeted press: the press should be contacted with 

specific stories or specific angles of main developments when it comes for example to 
increased competitiveness and employment, improved living standards, economy; 

- organisation of specific actions and presence at fairs, events or conferences(min 5/year), 
such as the Forum on Eco-Innovation, GreenWeek, European Business Summit, etc. that 
take place in Brussels/Belgium or in other Member states; including explanations, 
distribution of printed copies (provided by the Commission) of recent editions of the 
leaflets and other publications. The contractor might occasionally present the EcoAP to 
restricted audience (min 2/year);  

- any innovative mechanisms for the transfer of information between the stakeholders;  
- linking with relevant initiatives, campaigns, networks (e.g. European Technology 

Platforms, the Innovation Partnerships), relays and information services such as ENDS 
Daily, Euractiv, Parliament Magazine, and a range of services, newsletters and magazines 
available on environmental technologies and eco-innovation like EEP (Newsletter of the 
European Environmental Press). The contractor should use his experience and contacts to 
identify the relevant partners (EC services, associations, etc…). He should be inventive, 
explore synergies and propose concrete actions.  

- Develop a series of specific flyers on EcoAP, at a minimum 4 (four). The contractor will 
use these flyers along with the overall flyer as part of their further promotional 
campaigns. To be delivered for printing by the Commission in QuarkXpress, InDesign or 
pdf formats. The topics for these flyers will be discussed with the Commission.  

 
The offer should contain the details and precise scenario for 3 specific examples of activities 
from those mentioned above or others. 
 
This task is estimated at around 5% of the total activities. 
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Task 5 - Evaluation/Monitoring 
 
Measuring impacts: The contractor shall set up specific feedback mechanisms for collecting 
users' opinion and for measuring their satisfaction level. 
 
The contractor should regularly (every three (3) months) monitor: 

• the evolution of the number and the quality of subscribers to the news alerts (based on the 
information provided by the system used to send them); 

• the use and interactivity of the platform such as reporting on participation levels, page 
views or articles per section of the platform, or other relevant statistics deemed useful, 
using data to be made available by the Commission on a monthly basis; 

• the number of articles/news published; 
• the topics covered; 
• the reactivity from the audience (through the platform and the community). 

 
The evaluation should also analyse which activities worked and which not and suggest possible 
adaptation. 
 
This task is evaluated at around 5% of the total activities.  
 
Performance indicators: 
Minimum usage of the platform after 12 months 
Indicators Indicative Expected 

performance 
Current performance 

Number of visits per month +30% 11000 
Users' source countries +20% 

At least 2 countries from 
Eastern Europa appears in the 
registered Users' countries 

Estimated at: 
Undefined 30% 
UK 3% of the total visits 
IT 6% of the total visits 
ES 3% of the total visits 
FR 5% of the total visits 
DE 5% of the total visits 

Number of subscribers 12000 8400 
Use of languages +20% Will be indicated later 
 
Minimum interaction with the Community: 
Indicators Indicative expected performance 
Number of topics received from MS 20 
Virtual meetings 3-4  
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4. Experience required of the Contractor (see also part 3, point 2.2) 
 
Team required 
The contractor will set up a team with the necessary know-how and experience required to 
perform all the tasks. He must master web techniques and prove his capacity to use the technical 
tools used for the EUROPA website.  
 
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 capacity: 
 

• Information and evidence that the tenderer has the logistical capacity (materials, technical 
equipment, etc.) to ensure delivery of the contractual services which are the subject of this 
invitation  

 
4.2 Qualifications and experience:  
 

• The core team must have  
- at least three but preferably five years of profound understanding of European 
Policies, in particular in the area of the environment, enterprises, resource efficiency, 
economics, innovation of eco-innovation, industrial policy; he must keep up-to-date with 
related policy developments; 
 
- at least three but preferably five years proven experience in maintaining working 
relationships with stakeholders and local authorities from all Member States 
 
- at least three but preferably five years experience in writing or reporting on 
environmental issues and/or technological issues at international or national levels. 
Editing and publishing printed material on EU policies or equivalent. 
 
- be fluent in English or French. 
 

• The CV of the project manager will have to meet, in addition, the minimum requirements 
of: 

 - at least 3 (three) 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). 
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• The composition of the team should reflect the nature of the tasks to be carried out. The 
character of the tasks should be reflected in the seniority of the team members dealing 
with them. The involvement of persons (part-time, full-time) should be in proportion to 
the expected workload of the different tasks. The contractor should clearly assign the 
person/s per different tasks in its tender. 

5. Deliverables 
 
 
• At least 14 days after the signature of the contract, the contractor will attend a kick-off 

meeting in Brussels with the Commission to confirm the details of the work programme. The 
EC will provide the contractor with all relevant updates about the project. 

• Report of the kick-off meeting will be submitted by the contractor no later than 2 weeks after 
the date of the meeting and it will be accompanied by a detailed work program that will be 
based on the tender specification, contractor's proposal as well as it will take into account any 
adjustments that might have been agreed during the kick off meeting. This report will serve as 
a reference document for the European Commission and for the contractor for the lifetime of 
the project. 

• At the latest 5 months after the signature of the contract the contractor will submit an interim 
report to the European Commission. The report should describe the work carried out during 
the project implementation period and highlight any possible problems that the contractor 
may have encountered in performance of the contract and propose corrective measures. 
At the latest 11 months after the signature of the contract, the contractor will submit a draft 
final report to the European Commission covering progress achieved in executing the tasks 
outlined in section 3 of these specifications.  
The final report, taking into account the comments of the Commission services, shall be 
presented to the Commission 12 months after the signature of the contract. In case of 
renewals, the last final report should include a self-explanatory hand-over of the activities and 
tools. 
 
It is underlined that all reports have to be written in clear, quality English. Reports should 
be concise, focusing on main messages and avoiding long sentences, redundant text, and 
repetition. Reports should use effective lay-out and style to enable the easy absorption of 
information. 

 
 
6. Duration of the tasks 
 
The tasks should be completed within 12 months of the signature of the contract (see point 5). 
The execution of the tasks may not start before the contract has been signed. The contract is a 
contract of one year renewable three times (total of 48 months) on identical terms, provided that 
the contractor's work is satisfactory in all respects and depending on budget availability. 
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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 contract. 
 
For tasks that are difficult to be substituted such as project coordination, the contractor shall 
ensure that staff are not changed except in circumstances beyond its control. In case the 
coordinator for providing services to the European Commission has changed, the European 
Commission has to approve the new candidate (based on CV)prior to his/her appointment. In no 
circumstances may the contractor invoke a change of staff as a reason for failing to meet one of 
his obligations, 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. 
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PART 2: ADMINISTRATIVE DETAILS  
1. General terms and conditions for the submission of tenders 
 
Submission of a tender implies that the tenderer 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 final date 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. 
 
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 
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. 

 
 

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 



 

 21

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 sub-contractors (joint tenders described in case III) please refer to point 4 below. 
Furthermore, the questionnaire in Annex 2 must be completed. 
 
4. Subcontractors 
 
Sub-contracting for the purpose of the contract is permitted. 
 
Sub-contracting is defined as the situation where a contract has been or is to be established 
between the Commission and a contractor and where the contractor, in order to carry out that 
contract, enters into legal commitments with other legal entities for performing part of the 
service. However, the Commission has no direct legal commitment with the sub-
contractor(s). At the level of the liability towards the Commission, tasks provided for in the 
contract may be entrusted to sub-contractors, but the contractor retains full liability towards 
the Commission for performance of the contract as a whole.  
 
Accordingly: 

• The Commission will treat all contractual matters (e.g. payments) exclusively with 
the contractor, whether or not the tasks are performed by a sub-contractor; 

• The Commission will privilege direct contacts with the contractor, who is 
responsible for executing the contract; 

• Under no circumstances can the contractor avoid liability towards the Commission 
on the grounds that the sub-contractor is at fault. 

A contract which includes sub-contracting is subject to certain general conditions in particular the 
provisions on sub-contracting, checks and audits, and confidentiality. Where justified by the 
subject matter of the contract, a statement of confidentiality may be required to be submitted to 
the Commission. The sub-contracting arrangement between the contractor and his sub-
contractor should render directly applicable all those contractual obligations with regard to 
the Commission to the sub-contractor. 
Consequently, the bid must clearly identify the sub-contractor(s) and document their willingness 
to accept the tasks and their acceptance of the terms and conditions set out in part 3, point 2 
below, in particular article II.17 of the standard service contract by returning the form in Annex 
2, duly filled in and signed. 
 
Tenderers must inform the sub-contractor(s) and include in their sub-contracting documents that 
Article II.17 of the standard service contract may be applied to sub-contractors.  
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Once the contract has been signed, Article II.13 of the above-mentioned service contract shall 
govern the sub-contracting. 
 
Where sub-contracting exceeds 60.000€ or 20% of the contract value (the highest value will be 
applied), the sub-contractor(s) concerned will be assessed against the exclusion criteria, including 
absence of conflict of interest (see Annex 5), and selection criteria. 
 

Documents to be submitted - subcontracting 
If the bid envisages subcontracting, it must include the following:  
Administrative information and evidence for access to the contract 
1.  The questionnaire for joint bids and subcontracting provided in Annex 2, signed by a 

legal representative of the tenderer. A separate copy of the second page of this questionnaire 
must be provided for each sub-contractor, and include the following information: 

the reasons for sub-contracting; 
the role, activities and responsibilities of each sub-contractor; 
and the volume/proportion of tasks for each sub-contractor. 

2. A declaration of intent by each sub-contractor stating its intention to collaborate with the 
tenderer if the contract is awarded to it. 

Documents relating to the exclusion criteria 
1. Subcontractors must provide the duly signed declaration on the grounds for exclusion 

(Annex 5). Where the value of the sub-contracting to be executed by a subcontractor in a 
bid is equal to or exceeds 60.000€ or 20% of the value of the contract (whichever is higher 
of the two), the subcontractor must if and when requested, provide all the supporting 
documents to the declaration as specified in part 3, point 1. Where these services represent 
less than the above mentioned ceiling, the subcontractor shall not be required to provide the 
supporting evidence. The Commission reserves the right to ask for those documents if 
considered necessary. 

Documents relating to the selection criteria 
1. Where the value of the subcontracting to be performed by a sub-contractor in a bid is equal 

to or exceeds 60.000€ or 20% of the value of the contract, the sub-contractor must provide 
the documents relating to financial and economic capacity as specified in part 3, point 2. 
Where these services represent less than above mentioned ceiling, the sub-contractor does 
not have to provide the documents relating to financial and economic capacity. 
However, if the tenderer is relying on the capacities of the sub-contractors to fulfil the 
selection criteria, as stated in the questionnaire for joint bids and sub-contracting (Annex 2), 
these documents must be submitted. The Commission also reserves the right to ask for 
those documents in other cases if considered necessary. 

2. The sub-contractor must answer the questions in the technical questionnaire concerning the 
services it is proposing to perform. 

Documents relating to the award criteria  
The documents relating to the award criteria shall be provided only by the tenderer. 
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5. Payments 
 
This contract will be paid on a lump sum basis. 
An interim payment of 30% will be paid upon acceptance by the Commission of the interim 
report. 
A final payment of 70% will be paid upon acceptance by the Commission of the final report. 
 
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 
Union 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 offer 
 
A financial offer duly dated and signed by the person authorised to sign on behalf of the 
organisation. The price must be quoted in Euro using the template in annex 3, including for the 
countries which do not form part of the Euro zone. For the tenderers of the countries which do 
not form part of the Euro zone, the amount of the offer cannot be revised because of exchange 
rate movements. The choice of exchange rate belongs to the tenderer, who assumes the risks or 
opportunities associated with these exchange rate movements. 
The price must be a fixed amount, inclusive of all expenses. 
The price will not be subject to revision. 
The price range within which offers will be accepted for this contract is fixed at € 180000 – 
200000 (hundred eighty thousand Euro -  two hundred thousand Euro). Any offers received that 
do not respect the upper limit will be automatically excluded from the evaluation procedure. The 
lower limit is indicative. 
The price quotation must be signed by the tenderer or his duly authorised representative. 
The price must be quoted free of all duties, taxes and other charges, including VAT, as European 
Union is exempt from such charges under Articles 3 and 4 of the Protocol (n° 7) on the Privileges 
and Immunities of the European Union (OJEU C 83 of 30 March 2010). Exemption is granted to 
the Commission by the governments of the Member States, either through refunds upon 
presentation of documentary evidence or by direct exemption. For those countries where national 
legislation provides an exemption by means of a reimbursement, the amount of VAT is to be 
shown separately. In case of 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 Union is 
exempt from VAT. 
The offer shall remain valid for a period of 6 months, as from the deadline for submission of 
offer.  
 
6.2. Administrative offer 
 
An administrative information form containing information on the full name of the organisation, 
legal status, address, person to contact, person authorised to sign on behalf of the organisation, 
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telephone number, and facsimile number. The form must be duly dated, signed and stamped by 
the person authorised to sign on behalf of the company (see annex 1). 
Legal entity and financial identification forms (see annex 4), 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 5) 
Documents relating to the selection criteria (see part 3, point 2.1. Financial and Economic 
capacity) 
Τhe contractor’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+CV/
navigate.action  together with a consolidated overview of CVs in an excel table. 
A list, preferably in English or French of the principal studies, services contracts, consultancy 
work, surveys, publications or other work previously carried out during the past three years,  
indicating the name of the client and stating which, if any, were done for the European 
Commission. 
 
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 offer 
 
A technical offer with the methodology needed to fulfil the requirements mentioned in Part 1, 
point 3 must be submitted. The tender should give indications on the theoretical background 
used, the methodology used in the work that will be undertaken and on its appropriateness for this 
purpose. It should also give indications on the data to be used and their reliability. 

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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PART 3: ASSESSMENT AND AWARD OF A CONTRACT 
 
The assessment will be based on each tenderers 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 final step is to assess the quality of the 
offers against the award criteria for each offer that has passed the exclusion and selection phase. 
 
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 5 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 court, 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 
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 Union's' financial interests; 

(f)  They are currently subject to an administrative penalty referred to in Article 96(1).  
Article 94 
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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 should be shown by means of the following: 
 

• A simplified balance sheet and profit and loss account, exclusively based on the Annex 6 
form attached to these specifications; 

 
In the event that the tenderer – for valid reasons which must be communicated to the 
Commission - 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. other substantiating documents if the candidate or tenderer cannot, for valid reasons, 

provide those indicated above 
 

2.2. Technical and professional competence: 
 
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. Fulfilment of all requirements as 
set out in part 1, point 4 of these specifications must be clearly documented.  Curriculum vitae 
must be provided. 
A reference list of relevant previous projects over the past 3 years must be provided, indicating 
the sums involved, dates, recipients, public or private. 
 
 
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. 
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3. Award criteria 
 
The contract will be awarded to the most cost-effective tender. The following award criteria 
will be applied: 
 
 
 Award criteria 1 – Understanding  (max points 30 ) 
 
 This criterion is used to assess whether candidates have taken into consideration all of the 

aspects of the tasks required, such as they appear above, as well as of the contents of the 
proposed end product so as to attain the Commission's objectives. 

 
 
 Award criteria 2 – Methodology (max points 40) 
 
 This criterion assesses the suitability and strength of the proposal as measured against the 

requirements of the specification in terms of the technical content, completeness, originality of 
ideas and proposed effort. 

 
 Award criteria 3 – Project management and availability (max points 30) 
 
 Offers will be assessed as regards the organisation of the team, the time allocated to each team 

member and the availability of resources for the completion of the contractual tasks, which 
should be clearly outlined in the tender. 

 
Since assessment of the tenders will be based on the quality of the proposed services, tenders 
should elaborate on all points addressed by these specifications in order to score as many points 
as possible. The mere repetition of mandatory requirements set out in these 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. 
 
 
4. Points 
 
A points system to evaluate the award criteria relating to the technical value of the offers will be 
applied.  
A maximum of 30 points will be attributed to criterion 1, a maximum of 40 points will be attributed 
to criterion 2, and a maximum of 30 points will be attributed to criterion 3. In addition a minimum 
threshold will be set up under this system of points: 
 
 - Technical sufficiency levels:  Selected companies will have to score a minimum of 18, 24 and 18 
points under criteria 1, 2 and 3 respectively, with a minimum total of 65 points. 
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5. Budget 
 
 
The price range is fixed between € 180.000 and € 200.000 excluding VAT (including fees, travel 
and all other costs). Any offers received that do not respect the upper limit will be automatically 
excluded from the evaluation procedure. The lower limit is indicative 
 
 
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 
Union with regard to its financial contribution under the contract. 
 
 The contract may be renewed three times (total 48 months) for a further 12months each time. 
 
     The price quoted must be a firm, non-revisable price and must be quoted in euro. 
 
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 have obtained at least 65 out of the 100 points that are available for the 
technical quality of the bid. The evaluation committee will then proceed with the financial 
comparison of the tenders retained for further consideration according to the ranking procedure 
below. 
 
 
6. Ranking of the tenders and award of the contract. 
 
The bid offering the best value for money will be chosen, provided that the minimum number of 
points cited above is achieved. The ranking of the tenders will be calculated as follows: 
 

• All bids that do not reach the stated technical sufficiency levels for each individual award 
criteria will not be considered for contract award.  

 
• All bids that have passed the individual levels and score 65 or higher are deemed to be 

technically sufficient. Then the price is divided by the total number of points awarded to 
obtain the price-quality ratio. The award of the contract will be made in accordance with 
the lowest ratio.  

 
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 3/2/2012 at 10h30 in the Commission building at 
Avenue de Beaulieu 5, B-1160 Brussels. 
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One authorised representative of each tenderer (with proof of identity) may attend the opening of 
tenders (no expenses paid). Please inform env-tenders@ec.europa.eu of the name of the attendee 
in advance of the opening. 
 
8. Information for tenderers 
 
After the award decision has been taken, the Commission will inform tenderers including the 
grounds for any decision not to award a contract or to recommence the procedure.  
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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 Tenderer                                   
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ANNEX 2 - QUESTIONNAIRE FOR JOINT BIDS AND SUBCONTRACTING 
 

This questionnaire should only be completed if your tender involves a joint bid or subcontracting. 
Joint bid (refer to part 2, point 3) 

 
1.  Does your bid involve more than one tenderer?  Yes    No   
Questions 2 - 4 shall be answered only if you have answered yes to question 1.  
2.  Please fill in the name of the company having power of attorney for the group of tenderers 

and acting as a co-ordinator: 
            

3.  Please fill in the names of the other companies taking part in the joint offer: 
            
            
            
 

4. If a consortium or similar entity exists, please fill in the name and the legal status of the 
entity: 
            
 

Subcontracting (refer to part 2, point 4) 
5.  Does your bid involve subcontracting?   Yes    No   
If the answer is yes, please complete question 6, and the next page per sub-contractor.  
6.  List of sub-contractors: 
  …….….……………………………….… 
  …….….……………………………….… 
  …….….…………………………………. 
 

Reasons, roles, activities and responsibilities of sub-contractors. 
Please complete this page for each sub-contractor (one page per sub-contractor):  
 
Name of the sub-contractor: 
…….….……………………………….……………………………………….. 
Official legal form:  
…….….……………………………….……………………………………….. 
Country of registration:  
…….….……………………………….……………………………………….. 
Statutory registration number: 
…….….……………………………….……………………………………….. 
(Internet address, if applicable):  
…….….……………………………….……………………………………….. 
Official address in full:  
…….….……………………………….……………………………………….. 
…….….……………………………….……………………………………….. 
Contact person:  
…….….……………………………….……………………………………….. 
Telephone number:  
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…….….……………………………….……………………………………….. 
Reasons for subcontracting: 
…….….……………………………….……………………………………….. 
Role, activities and responsibilities of the sub-contractor: 
…….….……………………………….……………………………………….. 
The volume or the proportion of the sub-contracting: 
…….….……………………………….……………………………………….. 
Do you intend to rely on capacities from the sub-contractor in order to fulfil the selection criteria? 
If yes, specify which selection criterion - financial and economic capacity or technical and 
professional capacity - and be aware that the tenderer must provide the documents which make it 
possible to assess the selection criteria. 
…….….……………………………….……………………………………….. 
 
 
Tenderer:   Date:    Signature: 
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ANNEX 3 - FINANCIAL OFFER TEMPLATE 
 

(FOR GUIDANCE PURPOSES ONLY) 
PRICE AND ESTIMATED BUDGET BREAKDOWN 
Calculation of the costs (incl. travel, overheads, consumables and any other related costs) 
Type of 
service 
provider 

Position 
within the 
project team 

Number of 
working 
days 

Allocation of 
tasks 

Proportion 
of the 
contract in 
% 

Costs in € 

Lead contractor      
 …… ……. …….. …….. …….. 
 …… ……. …….. …….. …….. 
 …… ……. …….. …….. …….. 
 Sub-total …….  …….. …….. 
Sub-contractor 1      
 …… ……. …….. …….. …….. 
 …… ……. …….. …….. …….. 
 Sub-total …….  …….. …….. 
Sub-contractor 2      
 …… ……. …….. …….. …….. 
 …… ……. …….. …….. …….. 
 Sub-total …….  …….. …….. 
Sub-contractor 3      
 …… ……. …….. …….. …….. 
 …… ……. …….. …….. …….. 
 Sub-total …….  …….. …….. 
…….      
External experts      
 …… ……. …….. …….. …….. 
 …… ……. …….. …….. …….. 
 Sub-total …….  …….. …….. 
 Total ……  …… …… 

 
Signature of Tenderer     ............................................................   
Date     ............................................................  
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ANNEX 4 - LEGAL ENTITY AND FINANCIAL IDENTIFICATION FORMS  
  

 
 
 
These forms can be downloaded from  
 
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 
(Legal entity form) 

 
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 
(financial identification form) 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm


 

 35

ANNEX 5 
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 Union's 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:  
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 6 
 
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  ( i n  a  s e p a r a t e  e x c e l  t a b l e )  
 

How to complete Annex 6 
 
Simplified balance sheet and profit and loss account 
Annex 6 has to be completed by all private tenderers (and their partners in case of a consortium). 
Tenderers considered as public bodies or international organisations shall not complete this form. Private 
tenderers shall indicate if they are profit making or non profit making companies/organisations. 

The purpose of this form is to collect financial data based on your company’s/organisation's balance 
sheets. Please find below a correspondence table giving an explanation on the regrouping of different 
accounts with respect to the 4th Accounting Directive. 
 
You should carefully complete this form. Given its complexity, we advise you to have the form completed 
by a professional accountant or an auditor.  The data reported will be used to evaluate the financial 
viability of the company/organisation. Therefore 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.  
 
The amounts have to be filled in euros (for financial statements established in other currencies please refer 
to EC InforEuro exchange rates available on 
http://ec.europa.eu/budget/inforeuro/index.cfm?fuseaction=home&SearchField=&Period=2003-
9&Delim=,&Language=en according to the closing date of the statement) 
 
Abbreviation  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 previous certified historical balance sheet. 
 
Results 
The data submitted will be used to calculate the following rations: 
 
1)  Quick Ratio = Current assets-Stocks-Debtors>1year / Short term debt (bank and non bank) 
 indicates if the tenderer could face his short terms obligations 
 
2) GOP Ratio= Interest / GOP 
 compares the interest paid with the gross operation profit (Autonomy) 
 
3) Profitability (1) = GOP / Turnover 
 measures the risk of the company in its business cycle (proportion of the economic surplus generated by the business activity) 
 
4) Profitability (2) = NOP (i.e. GOP - depreciation) / Turnover 
 measures the risk of the company in its business cycle (after depreciation) 
 
5) Solvency = Total debt / Equity 
 shows the proportion of external financing of the company (independance of the tenderer from external financing) 
 

http://ec.europa.eu/environment/funding/calls_en.htm
http://ec.europa.eu/budget/inforeuro/index.cfm?fuseaction=home&SearchField=&Period=2003-9&Delim=,&Language=en
http://ec.europa.eu/budget/inforeuro/index.cfm?fuseaction=home&SearchField=&Period=2003-9&Delim=,&Language=en
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** Activity ratio : contract amount by year / turnover 
determines the importance of the market for the tenderer and its ability to manage the complementary volume of activity 
 
The financial data will be used to assess the applicant's liquidity, solvency, financial profitability, and the ability to 
meet obligations and manage the complementary volume of activity.  
Financial capacity assessment shall guarantee a selection of tenderers with sound and sufficient financial resources 
allowing them to run their activities over the period of implementation of the contract. In cases where the financial 
performance of the applicant is not stable, the Commission may seek to safeguard the interest of the European Union 
by asking for a guarantee from a bank or financial institution equal to the amount of the pre-financing payment. 
 

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 called 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 compagy 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 compagny 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 compagny is linked by 
virtue of participating interest 
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) 
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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 

5.2.1. Long term bank debt   C. Creditors "credit institutions" 
(> one year) 

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

5.1.2. 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  

 
 



 

 39

 
    

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 
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 charges 

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 7 
 
 

 

EUROPEAN COMMISSION 
DIRECTORATES-GENERAL  
ENVIRONMENT AND CLIMATE ACTION 
SRD - Shared Resources Directorate 
SRD.2 - Finance 

    
 
 
 
 
 
 
 
 
_____________________________________________________________________________ 
 
 
 
ACKNOWLEDGEMENT OF YOUR TENDER 
 
 
 
 
Our reference: ENV.E.4/SER/2011/0061 
 
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  
       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 Union 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 8 
 
CHECK LIST 
 

 
 Document / information Page(s) in offer 
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 (and supporting evidence, if 
relevant) 

 

5 Questionnaire for joint bids and sub-contracting  
6 Acknowledgement form with candidate's address  
7 Technical bid  
8 Possible annexes  
9 Tenders correctly labelled and addressed  
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ANNEX 9 
 

1. RULES FOR HOSTING WEBSITE OR INFORMATION SYSTEM  
Version 3.3 – dated 18 July 2011 
Authors: DG Environment & DG Climate Action - Shared Resources Directorate SRD.3 - Information Technology, 
DG Environment F3 – Communication, DG Climate Action - Communication 
 
2. HOSTING OF WEBSITES ON EUROPA FOR DG ENVIRONMENT 
 

General information for development or maintenance of a web-site 
 

The contractor shall ensure that the website is compliant with the Information Provider 
Guidelines (IPG) for EUROPA: http://www.ec.europa.eu/ipg 
 
This guide covers all aspects of publishing on the EUROPA site, describing the relevant 
editorial, technical and presentation standards in force, as well as providing a wide range 
of recommendations based on best practices. 

 
Specific information for development of a web-site 
 
As the website will be hosted on the Europa server of the European Commission as part 
of the Environment website (http://ec.europa.eu/environment/index_en.htm), the 
contractor should respect the environment template (this template may evolve and the last 
version of the template can be found at 
http://ec.europa.eu/environment/temp/template.zip). For instance, the website cannot 
contain dynamic pages based on application programming and/or database contents. Other 
technologies as Flash, XML or Javascript are accepted.  
The contractor will be free to use a web content management system locally but the web 
pages are to be delivered to the Commission in static HTML format.  
 
The contractor will develop the website at his premises and infrastructure. The process of 
acceptance by DG-ENV is an iterative process that contains at least the following phases: 

• delivery of a version to DG-ENV 
• validation by DG-ENV  
• emission of validation report by DG-ENV (minimum of 5 working days after 

delivery) 
• correction by the contractor 

Once accepted, DG-ENV will deploy the version onto the Hosting Environment. 
 

Specific information for maintenance of a web-site 
 
The contractor should follow the following rules for the maintenance of the web-site: 

• When receiving update requests from DG ENV, the contractor should first ask 
validation of the files at his premises 

• When validated, the contractor should send only the updated files to the mailbox 
"env-europa@ec.europa.eu" putting the responsible within the technical unit in 

http://www.ec.europa.eu/ipg
http://ec.europa.eu/environment/index_en.htm
http://ec.europa.eu/environment/temp/template.zip
mailto:env-europa@ec.europa.eu
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copy. The files can be sent as a zip per e-mail or uploaded on one of the contractor 
http server. The path information should be saved within the zip file.  

• The contractor will receive a notification when the files have been uploaded on the 
Europa server. 

 
3. HOSTING OF INFORMATION SYSTEMS AT EC'S DATACENTRE 
 

In order to host an Information System at EC's Europa or IntraComm servers, the 
contractor shall first ensure that the system will be compliant with the IPG and the DG 
Climate Action web template. 
In addition, the contractor shall also ensure that the system is compliant with the 
Commission's Information System Hosting Guidelines as well as the Technical 
Guidelines for Publishing on the Web Servers. 
 
The contractor is invited to make use of the RUP@EC methodology for developing the 
Information System. RUP@EC is a customisation of RUP to the Commission's 
administrative, legislative and regulatory frameworks. RUP@EC does not fundamentally 
alter the RUP principles/practices. 
It is a phased and iterative approach for the emission of the deliverables. 
 
The contractor will anyway have to follow the RUP@EC lifecycle and guidelines as well 
as provide the expected outputs as described in the RUP@EC development case. 
 
Should a contractor make full use of RUP@EC, a copy of the complete RUP@EC site 
can be provided. This will bound the contractor by the following non-disclosure 
agreement: 

 
"The Contractor undertakes not to make use of nor to divulge to third parties any 
facts, information, knowledge, documents or other matters communicated to it or 
brought to its attention in the performance of the Contract or any results arising 
there from. It shall continue to be bound by this undertaking after expiry of the 
Contract" 

 
Before being allowed to deploy the information system on European Commission's 
DataCentre, the contractor will also have to prepare an Information Hosting Request and 
pass the hosting accreditation process. This process will require a minimum of 6 calendar 
weeks. 
 

 
4. ONLINE SURVEYS 
 

The contractor is allowed to use the official Interactive Policy Making (IPM) tool of the 
EC. 
It is an Internet-based software package aiming at the creation of online questionnaires on 
Europa in up to 20 languages. It handles different types of single or multiple choice 
questions, as well as free text fields. Results can be displayed as histograms, percentages 
or in full details and can be exported to Excel. 
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More info at the following location: 
http://myintracomm.ec.europa.eu/serv/en/digit/serv_for_it_teams/it_infra_tools/ipm/Pages
/index.aspx  

5. USE OF THE EC'S FLEXIBLE PLATFORM 
 

The contractor is allowed to use the Flexible Platform for Internet Services (FPFIS) of the 
EC. 
It is a technical platform, easy to set up and maintain, supporting new ways of 
communication media, like blogs, forums, e-polling and collaboration tools.  
To access that platform, the contractor working outside of the EC's premises will be 
requested to sign a security convention. The procedure to operate under a security 
convention takes usually between 6 to 8 weeks. 
 
More info at the following location: 
http://www.cc.cec/wikis/display/fpfis/Home 

 
6. MS-OFFICE TOOLS 

 
The contractor will use the version of MS-Office available at the Commission at the time 
of the delivery (presently, the Commission is using MS-Office 2003 but intends to use 
MS-Office 2010 soon) 
 

7. DISCLAIMER 
 

Contractors are requested to not consider technological solutions other than the ones used 
and supported at the EC, when they exist and cover the same or similar needs. 

 
 
8. LINKS TO DOCUMENTS 

 
• Information Provider Guidelines (IPG) for EUROPA: http://www.ec.europa.eu/ipg 

 
• Information System Hosting Guidelines: 

http://myintracomm.ec.europa.eu/serv/en/digit/strategy_and_policy/tc_strategy/Do
cuments/ISP_Service%20catalogue_brochureISH.pdf 

 
• Infrastructure Service Provisions (ISP) Service catalogue: 

http://myintracomm.ec.europa.eu/serv/en/digit/isp_service_catalogue/Pages/isp_se
rvice_catalogue.aspx 

 
• RUP@EC development case:  

Development 
Case.doc (205 KB)

 

http://myintracomm.ec.europa.eu/serv/en/digit/serv_for_it_teams/it_infra_tools/ipm/Pages/index.aspx
http://myintracomm.ec.europa.eu/serv/en/digit/serv_for_it_teams/it_infra_tools/ipm/Pages/index.aspx
http://www.cc.cec/wikis/display/fpfis/Home
http://www.ec.europa.eu/ipg
http://myintracomm.ec.europa.eu/serv/en/digit/strategy_and_policy/tc_strategy/Documents/ISP_Service catalogue_brochureISH.pdf
http://myintracomm.ec.europa.eu/serv/en/digit/strategy_and_policy/tc_strategy/Documents/ISP_Service catalogue_brochureISH.pdf
http://myintracomm.ec.europa.eu/serv/en/digit/isp_service_catalogue/Pages/isp_service_catalogue.aspx
http://myintracomm.ec.europa.eu/serv/en/digit/isp_service_catalogue/Pages/isp_service_catalogue.aspx
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Annex 10: Work Plan Template 
Annex 10 - Work Plan 

 
Overall objective 
Xxx 
Specific objective 
 
Key target groups 
 
Specific tasks and indicators 
Objectives served 
 

Description of the tasks Performance 
indicator(s) 

Timing 
(months from 
start of 
contract) 

Work 
effort 
in 
person
-weeks

1 2 3     
 X X     
 X      
X       

Total  
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