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EUROPEAN COMMISSION 
DG Employment, Social Affairs and Inclusion 
 
 
Europe 2020: Social Policies 
Demography, Migration, Social Innovation, Civil Society 

 
 
 
 

  
Service Contract 
 

 
 
 
 
 Contract title Set-up of a technical support group to strengthen the activities 

of the European Alliance for Families (EAF) 
 
 Contract ref. no. VC/2011/0524 

The above title and reference no. must be quoted in all correspondence 
with the Commission. 

 
 Contractor ......... 

......... 
 
 
Other administrative information 
 
 Department DG EMPL.D.4 
 
 Pre-information notice O.J. publication ref. no: — 
 Call for tenders DG EMPL ref. no: VT/2011/052 of ……… 
 Contract notice O.J. publication ref. no: ……… 
 EPIC (CIAME) ref. no: ………/……… 
 Service category no: A10 
 
 
Other accounting information 
 
 Commitment no. SI2. ……… 

This commitment no. must be quoted in correspondence relating to 
invoices / payments. 

 
 Type of Contract V/SE/SEC02 
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The European Union (hereinafter referred to as “the Union”), 
represented by the European Commission (hereinafter referred to as “the Commission”), 
which is represented for the purposes of the signature of this Contract by Olivier ROULAND, 
Head of Unit - EMPL.D.4, DG Employment, Social Affairs and Inclusion, 

 
on the one part, 
 
AND 
 
………(official name in full), 

registered legal form: ………, 
statutory registration number: ………, 
official address in full: ………, 
VAT registration number: ………, 
(hereinafter referred to as “the Contractor”), 
represented for the purposes of the signature of this Contract by ………(forename and name 
in full), ………(function), 

 
of the other part, 
 
 
HAVE AGREED 
 
 
the Special Conditions and the General Conditions below and the following Annexes: 

− Annex I  Tender Specifications (Invitation to Tender no. VT/2011/052 of ………) and 
Monitoring 

− Annex II  Contractor's Tender (Registre CAD ref. no. ……… of ………) 
− Annex III  Breakdown of prices 
− Annex IV  CVs and classification of experts 
− Annex V  Fiscal provisions regarding invoicing by the Contractor 

which form an integral part of this Contract (hereinafter referred to as “the Contract”). 
 
The terms set out in the Special Conditions shall take precedence over those in the other parts of the 
Contract. The terms set out in the General Conditions shall take precedence over those in the 
Annexes. The terms set out in the Tender Specifications (Annex I) and in the Breakdown of prices 
(Annex III) shall take precedence over those in the Tender (Annex II). 
 
Subject to the above, the several instruments forming part of the Contract are to be taken as mutually 
explanatory. Ambiguities or discrepancies within or between such parts shall be explained or rectified 
by a written instruction issued by the Commission, subject to the rights of the Contractor under 
Article I.7 should he dispute any such instruction. 
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I. 
 
Special conditions 

 
 
 
 
 Article I.1 Subject 
 
I.1.1. The subject of the Contract is: Set-up of a technical support group to strengthen the 
activities of the European Alliance for Families (EAF). 
 
I.1.2. The Contractor shall execute the tasks assigned to him in accordance with the Tender 
Specifications annexed to the Contract (Annex I). 
 
 
 Article I.2 Duration 
 
I.2.1. The Contract shall enter into force on the date on which it is signed by the last contracting 
party. The date of signature of the present Contract is that of the date stamp applied by the postal 
services of DG Employment, Social Affairs and Inclusion on the title page of the present Contract after 
it has been signed by both parties. 
 
I.2.2. Execution of the tasks may under no circumstances begin before the date on which the 
Contract enters into force. 
 
I.2.3. The duration of the tasks shall not exceed 12 months. This period and all other periods 
specified in the Contract are calculated in calendar days. Execution of the tasks shall start from the 
date of entry into force of the Contract. The period of execution of the tasks may be extended only with 
the express written agreement of the parties before such period elapses. 
 
The Commission is not obliged to react to any request for extension of the duration of the tasks 
received less than 30 days before expiry of the period of execution or with less than one third of the 
period of execution left to run, whichever period is the shorter. 
 
I.2.4. The Contract may be renewed up to 3 time(s), each time for a period of execution of the tasks 
of 12 months, only before payment of the balance and with the express written agreement of the 
parties, indicating the date on which execution of the tasks shall start. Renewal does not imply any 
modification or deferment of existing obligations. 
 
 
 Article I.3 Contract price 
 
I.3.1. Maximum total amount 
The maximum total amount to be paid by the Commission under the Contract shall be 
EUR 400 000.00 covering all tasks executed. 
 
I.3.2. Price revisions 
Not applicable. 
 
I.3.3. Travel, subsistence and shipment expenses 
Not applicable. 
 
 
 Article I.4 Payment periods and formalities 
 
Payments under the Contract shall be made in accordance with Article II.4. Payments shall be 
executed only if the Contractor has fulfilled all his contractual obligations by the date on which the 
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invoice is submitted. Payment requests may not be made if payments for previous periods have not 
been executed as a result of default or negligence on the part of the Contractor. 
 
I.4.1. Pre-financing 
Not applicable. 
 
I.4.2. Interim payment 
Requests for interim payment by the Contractor shall be admissible if accompanied by  

− an interim technical report in accordance with the instructions laid down in Annex I, 
− the relevant invoices, 

provided the report has been approved by the Commission. 
 
The Commission shall have 60 days from receipt to approve or reject the report, and the Contractor 
shall have 30 days in which to submit additional information or a new report. 
 
Within 30 days of the date on which the report is approved by the Commission, an interim payment 
corresponding to the relevant invoices, up to maximum 50% of the total amount referred to in 
Article I.3.1, shall be made. 
 
I.4.3. Payment of the balance 
The request for payment of the balance of the Contractor shall be admissible if accompanied by: 

− the final technical report in accordance with the instructions laid down in Annex I, 
− the relevant invoices, 

provided the report has been approved by the Commission. 
 
The Commission shall have 60 days from receipt to approve or reject the report, and the Contractor 
shall have 30 days in which to submit additional information or a new report. 
 
Within 30 days of the date on which the report is approved by the Commission, payment of the 
balance of the total amount referred to in Article I.3.1 shall be made. 
 
I.4.4. Performance guarantee 
Not applicable. 
 
 
 Article I.5 Bank account 
 
Payments shall be made to the Contractor’s bank account denominated in euro 1, identified 2 as 
follows: 

− Name of bank: ……… 
− Address of branch in full: ……… 
− Exact designation of account holder: ……… 
− Full account number including codes: ……… 
− IBAN or, if non available, BIC code: — 

 
 
 Article I.6 General administrative provisions 
 
Any communication relating to the Contract shall be made in writing and shall bear the Contract 
number. Ordinary mail shall be deemed to have been received by the Commission on the date on 
which it is registered by the department responsible indicated below. Communications shall be sent to 
the following addresses: 
 

Commission 
European Commission 
Directorate-General Employment, Social Affairs and Inclusion 
EMPL.D.4 
B-1049 Brussels (Belgium) 

                                                      
1  Or local currency where the receiving country does not allow transactions in EUR. 
2  By a document issued or certified by the bank. 
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Contractor 
……… (Mr/Mrs/Ms + forename and name) 
……… (function) 
……… (company name) 
……… (official address in full) 

 
 
 Article I.7 Applicable law and settlement of disputes 
 
I.7.1. The Contract shall be governed by Union law, complemented, where necessary, by the 
national substantive law of Belgium. 
 
I.7.2. Any dispute between the parties resulting from the interpretation or application of the Contract 
which cannot be settled amicably shall be brought before the courts of Brussels. 
 
 
 Article I.8 Data protection 
 
Any personal data included in the Contract shall be processed pursuant to Regulation (EC) No 
45/2001 on the protection of individuals with regard to the processing of personal data by the 
Community institutions and bodies and on the free movement of such data. Such data shall be 
processed solely for the purposes of the performance, management and monitoring of the Contract by 
DG Employment, Social Affairs and Inclusion acting as data controller without prejudice to possible 
transmission to the bodies charged with monitoring or inspection task in application of Union law. 
 
 
 Article I.9 Termination by either contracting party 
 
Either contracting party may, of its own volition and without being required to pay compensation, 
terminate the Contract by serving 30 days formal prior notice. Should the Commission terminate the 
Contract, the Contractor shall only be entitled to payment corresponding to part-performance of the 
Contract. On receipt of the letter terminating the Contract, the Contractor shall take all appropriate 
measures to minimise costs, prevent damage, and cancel or reduce his commitments. He shall draw 
up the documents required by the Special Conditions for the tasks executed up to the date on which 
termination takes effect, within a period not exceeding sixty days from that date. 
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II. 
 
General conditions 

 
 
 
 
 Article II.1 Performance of the Contract 
 
II.1.1. The Contractor shall perform the Contract to the highest professional standards. The 
Contractor shall have sole responsibility for complying with any legal obligations incumbent on him, 
notably those resulting from employment, tax and social legislation. 
 
II.1.2. The Contractor shall have sole responsibility for taking the necessary steps to obtain any 
permit or licence required for performance of the Contract under the laws and regulations in force at 
the place where the tasks assigned to him are to be executed. 
 
II.1.3. Without prejudice to Article II.3 any reference made to the Contractor’s staff in the Contract 
shall relate exclusively to individuals involved in the performance of the Contract. 
 
II.1.4. The Contractor must ensure that any staff performing the Contract have the professional 
qualifications and experience required for the execution of the tasks assigned to him. 
 
II.1.5. The Contractor shall neither represent the Commission nor behave in any way that would give 
such an impression. The Contractor shall inform third parties that he does not belong to the European 
public service. 
 
II.1.6. The Contractor shall have sole responsibility for the staff who execute the tasks assigned to 
him. 
 
The Contractor shall make provision for the following employment or service relationships with his 
staff: 

− staff executing the tasks assigned to the Contractor may not be given orders direct by the 
Commission; 

− the Commission may not under any circumstances be considered to be the staff's employer 
and the said staff shall undertake not to invoke in respect of the Commission any right arising 
from the contractual relationship between the Commission and the Contractor. 

 
II.1.7. In the event of disruption resulting from the action of a member of the Contractor's staff 
working on Commission premises or in the event of the expertise of a member of the Contractor's staff 
failing to correspond to the profile required by the Contract, the Contractor shall replace him without 
delay. The Commission shall have the right to request the replacement of any such member of staff, 
stating its reasons for so doing. Replacement staff must have the necessary qualifications and be 
capable of performing the Contract under the same contractual conditions. The Contractor shall be 
responsible for any delay in the execution of the tasks assigned to him resulting from the replacement 
of staff in accordance with this Article. 
 
II.1.8. Should any unforeseen event, action or omission directly or indirectly hamper execution of the 
tasks, either partially or totally, the Contractor shall immediately and on his own initiative record it and 
report it to the Commission. The report shall include a description of the problem and an indication of 
the date on which it started and of the remedial action taken by the Contractor to ensure full 
compliance with his obligations under the Contract. In such event the Contractor shall give priority to 
solving the problem rather than determining liability. 
 
II.1.9. Should the Contractor fail to perform his obligations under the Contract in accordance with the 
provisions laid down therein, the Commission may - without prejudice to its right to terminate the 
Contract - reduce or recover payments in proportion to the scale of the failure. In addition, the 
Commission may impose penalties or liquidated damages provided for in Article II.16. 
 
 



 

VC/2011/0524 V/SE/SEC02-en – v. 20110228 7 ► 29
 

 Article II.2 Liability 
 
II.2.1. The Commission shall not be liable for damage sustained by the Contractor in performance of 
the Contract except in the event of wilful misconduct or gross negligence on the part of the 
Commission. 
 
II.2.2. The Contractor shall be liable for any loss or damage caused by himself in performance of the 
Contract, including in the event of subcontracting under Article II.13. The Commission shall not be 
liable for any act or default on the part of the Contractor in performance of the Contract. 
 
II.2.3. The Contractor shall provide compensation in the event of any action, claim or proceeding 
brought against the Commission by a third party as a result of damage caused by the Contractor in 
performance of the Contract. 
 
II.2.4. In the event of any action brought by a third party against the Commission in connection with 
performance of the Contract, the Contractor shall assist the Commission. Expenditure incurred by the 
Contractor to this end may be borne by the Commission. 
 
II.2.5. The Contractor shall take out insurance against risks and damage relating to performance of 
the Contract if required by the relevant applicable legislation. He shall take out supplementary 
insurance as reasonably required by standard practice in the industry. A copy of all the relevant 
insurance contracts shall be sent to the Commission should it so request. 
 
 
 Article II.3 Conflict of Interests 
 
II.3.1. The Contractor shall take all necessary measures to prevent any situation that could 
compromise the impartial and objective performance of the Contract. Such conflict of interests could 
arise in particular as a result of economic interest, political or national affinity, family or emotional ties, 
or any other relevant connection or shared interest. Any conflict of interests which could arise during 
performance of the Contract must be notified to the Commission in writing without delay. In the event 
of such conflict, the Contractor shall immediately take all necessary steps to resolve it. 
 
The Commission reserves the right to verify that such measures are adequate and may require 
additional measures to be taken, if necessary, within a time limit which it shall set. The Contractor 
shall ensure that his staff, board and directors are not placed in a situation which could give rise to 
conflict of interests. Without prejudice to Article II.1 the Contractor shall replace, immediately and 
without compensation from the Commission, any member of his staff exposed to such a situation. 
 
II.3.2. The Contractor shall abstain from any contact likely to compromise his independence. 
 
II.3.3. The Contractor declares: 

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

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

 
II.3.4. The Contractor shall pass on all the relevant obligations in writing to his staff, board, and 
directors as well as to third parties involved in performance of the Contract. A copy of the instructions 
given and the undertakings made in this respect shall be sent to the Commission should it so request. 
 
 
 Article II.4 Payments 
 
II.4.1. Pre-financing 
Where required by Article I.4.1, the Contractor shall provide a financial guarantee in the form of a bank 
guarantee or equivalent supplied by a bank or an authorised financial institution (guarantor) equal to 
the amount indicated in the same Article to cover pre-financing under the Contract. Such guarantee 
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may be replaced by a joint and several guarantee by a third party. The guarantor shall pay to the 
Commission at its request an amount corresponding to payments made by it to the Contractor which 
have not yet been covered by equivalent work on his part. The guarantor shall stand as first-call 
guarantor and shall not require the Commission to have recourse against the principal debtor (the 
Contractor). The guarantee shall specify that it enters into force at the latest on the date on which the 
Contractor receives the pre-financing. The Commission shall release the guarantor from its obligations 
as soon as the Contractor has demonstrated that any pre-financing has been covered by equivalent 
work. The guarantee shall be retained until the pre-financing has been deducted from interim 
payments or payment of the balance to the Contractor. It shall be released the following month. The 
cost of providing such guarantee shall be borne by the Contractor. 
 
II.4.2. Interim payment 
At the end of each of the periods indicated in Annex I the Contractor shall submit to the Commission a 
formal request for payment accompanied by those of the following documents which are provided for 
in the Special Conditions: 

− an interim technical report in accordance with the instructions laid down in Annex I; 
− the relevant invoices indicating the reference number of the Contract to which they refer; 
− statements of reimbursable expenses in accordance with Article II.7. 

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

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

− to reject it and request a new report. 
 
If the Commission does not react within this period, the report shall be deemed to have been 
approved. Approval of the report does not imply recognition either of its regularity or of the 
authenticity, completeness or correctness of the declarations or information enclosed. Where the 
Commission requests a new report because the one previously submitted has been rejected, this shall 
be submitted within the period of time indicated in the Special Conditions. The new report shall 
likewise be subject to the above provisions. 
 
II.4.3. Payment of the balance 
Within sixty days of completion of the tasks referred to in Annex I the Contractor shall submit to the 
Commission a formal request for payment accompanied by those of the following documents which 
are provided for in the Special Conditions: 

− a final technical report in accordance with the instructions laid down in Annex I; 
− the relevant invoices indicating the reference number of the Contract to which they refer; 
− statements of reimbursable expenses in accordance with Article II.7. 

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

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

− to reject it and request a new report. 
 
If the Commission does not react within this period, the report shall be deemed to have been 
approved. Approval of the report does not imply recognition either of its regularity or of the 
authenticity, completeness or correctness of the declarations and information enclosed. Where the 
Commission requests a new report because the one previously submitted has been rejected, this shall 
be submitted within the period of time indicated in the Special Conditions. The new report shall 
likewise be subject to the above provisions. 
 
 
 Article II.5 General Provisions concerning Payments 
 
II.5.1. Payments shall be deemed to have been made on the date on which the Commission's 
account is debited. 
 
II.5.2. The payment periods referred to in Article I.4 may be suspended by the Commission at any 
time if it informs the Contractor that his payment request is not admissible, either because the amount 
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is not due or because the necessary supporting documents have not been properly produced. In case 
of doubt on the eligibility of the expenditure indicated in the payment request, the Commission may 
suspend the time limit for payment for the purpose of further verification, including an on-the-spot 
check, in order to ascertain, prior to payment, that the expenditure is eligible. 
 
The Commission shall notify the Contractor accordingly and set out the reasons for the suspension by 
registered letter with acknowledgment of receipt or equivalent. Suspension shall take effect from the 
date of dispatch of the letter. The remainder of the period referred to in Article I.4 shall begin to run 
again once the suspension has been lifted. 
 
II.5.3. In the event of late payment the Contractor shall be entitled to interest, provided the calculated 
interest exceeds EUR 200. In case interest does not exceed EUR 200, the Contractor may claim 
interest within two months of receiving the payment. Interest shall be calculated at the rate applied by 
the European Central Bank to its most recent main refinancing operations (“the reference rate”) plus 
seven percentage points (“the margin”). The reference rate in force on the first day of the month in 
which the payment is due shall apply. Such interest rate is published in the C series of the Official 
Journal of the European Union. Interest shall be payable for the period elapsing from the calendar day 
following expiry of the time limit for payment up to the day of payment. Suspension of payment by the 
Commission may not be deemed to constitute late payment. 
 
 
 Article II.6 Recovery 
 
II.6.1. If total payments made exceed the amount actually due under the Contract or if recovery is 
justified in accordance with the terms of the Contract, the Contractor shall reimburse the appropriate 
amount in euro on receipt of the debit note, in the manner and within the time limits set by the 
Commission. 
 
II.6.2. In the event of failure to pay by the deadline specified in the request for reimbursement, the 
sum due shall bear interest at the rate indicated in Article II.5.3. Interest shall be payable from the 
calendar day following the due date up to the calendar day on which the debt is repaid in full. 
 
II.6.3. The Commission may, after informing the Contractor, recover amounts established as certain, 
of a fixed amount and due by offsetting, in cases where the Contractor also has a claim on the Union 
that is certain, of a fixed amount and due. The Commission may also claim against the guarantee, 
where provided for. 
 
 
 Article II.7 Reimbursements 
 
II.7.1. Where provided by the Special Conditions or by Annex I, the Commission shall reimburse the 
expenses which are directly connected with execution of the tasks on production of original supporting 
documents, including receipts and used tickets. 
 
II.7.2. Travel and subsistence expenses shall be reimbursed, where appropriate, on the basis of the 
shortest itinerary. 
 
II.7.3. Travel expenses shall be reimbursed as follows: 

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

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

and on the same day; 
(d) travel outside Union territory shall be reimbursed under the general conditions stated above 

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

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

that the person concerned was present at the place of destination; 
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(c) daily subsistence allowance shall take the form of a flat-rate payment to cover all subsistence 
expenses, including accommodation, meals, local transport, insurance and sundries; 

(d) daily subsistence allowance, where applicable, shall be reimbursed at the rate specified in 
Article I.3.3. 

 
II.7.5. The cost of shipment of equipment or unaccompanied luggage shall be reimbursed provided 
the Commission has given prior written authorisation. 
 
 
 Article II.8 Ownership of the Results – Intellectual and Industrial 

Property 
 
Any results or rights thereon, including copyright and other intellectual or industrial property rights, 
obtained in performance of the Contract, shall be owned solely by the Union, which may use, publish, 
assign or transfer them as it sees fit, without geographical or other limitation, except where industrial 
or intellectual property rights exist prior to the Contract being entered into. 
 
 
 Article II.9 Confidentiality 
 
II.9.1. The Contractor undertakes to treat in the strictest confidence and not make use of or divulge 
to third parties any information or documents which are linked to performance of the Contract. The 
Contractor shall continue to be bound by this undertaking after completion of the tasks. 
 
II.9.2. The Contractor shall obtain from each member of his staff, board and directors an undertaking 
that they will respect the confidentiality of any information which is linked, directly or indirectly, to 
execution of the tasks and that they will not divulge to third parties or use for their own benefit or that 
of any third party any document or information not available publicly, even after completion of the 
tasks. 
 
 
 Article II.10 Use, Distribution and Publication of Information 
 
II.10.1. The Contractor shall authorise the Commission to process, use, distribute and publish, for 
whatever purpose, by whatever means and on whatever medium, any data contained in or relating to 
the Contract, in particular the identity of the Contractor, the subject matter, the duration, the amount 
paid and the reports. Where personal data is concerned, Article I.8 shall apply. 
 
II.10.2. Unless otherwise provided by the Special Conditions, the Commission shall not be required to 
distribute or publish documents or information supplied in performance of the Contract. If it decides not 
to publish the documents or information supplied, the Contractor may not have them distributed or 
published elsewhere without prior written authorisation from the Commission. 
 
II.10.3. Any distribution or publication of information relating to the Contract by the Contractor shall 
require prior written authorisation from the Commission and shall mention the amount paid by the 
Union. It shall state that the opinions expressed are those of the Contractor only and do not represent 
the Commission's official position. 
 
II.10.4. The use of information obtained by the Contractor in the course of the Contract for purposes 
other than its performance shall be forbidden, unless the Commission has specifically given prior 
written authorisation to the contrary. 
 
 
 Article II. 11 Taxation 
 
II.11.1. The Contractor shall have sole responsibility for compliance with the tax laws which apply to 
him. Failure to comply shall make the relevant invoices invalid. 
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II.11.2. The Contractor recognises that the Commission is, as a rule, exempt from all taxes and 
duties, including value added tax (VAT), pursuant to the provisions of Articles 3 and 4 of the Protocol 
on the Privileges and Immunities of the European Union. 
 
II.11.3. The Contractor shall accordingly complete the necessary formalities with the relevant 
authorities to ensure that the goods and services required for performance of the Contract are exempt 
from taxes and duties, including VAT. 
 
II.11.4. Invoices presented by the Contractor shall indicate his place of taxation for VAT purposes and 
shall specify separately the amounts not including VAT and the amounts including VAT. 
 
 
 Article II.12 Force Majeure 
 
II.12.1. Force majeure shall mean any unforeseeable and exceptional situation or event beyond the 
control of the contracting parties which prevents either of them from performing any of their obligations 
under the Contract, was not due to error or negligence on their part or on the part of a subcontractor, 
and could not have been avoided by the exercise of due diligence. Defects in equipment or material or 
delays in making it available, labour disputes, strikes or financial problems cannot be invoked as force 
majeure unless they stem directly from a relevant case of force majeure. 
 
II.12.2. Without prejudice to the provisions of Article II.1.8, if either contracting party is faced with force 
majeure, it shall notify the other party without delay by registered letter with acknowledgment of receipt 
or equivalent, stating the nature, likely duration and foreseeable effects. 
 
II.12.3. Neither contracting party shall be held in breach of its contractual obligations if it has been 
prevented from performing them by force majeure. Where the Contractor is unable to perform his 
contractual obligations owing to force majeure, he shall have the right to remuneration only for tasks 
actually executed. 
 
II.12.4. The contracting parties shall take the necessary measures to reduce damage to a minimum. 
 
 
 Article II.13 Subcontracting 
 
II.13.1. The Contractor shall not subcontract without prior written authorisation from the Commission 
nor cause the Contract to be performed in fact by third parties. 
 
II.13.2. Even where the Commission authorises the Contractor to subcontract to third parties, he shall 
none the less remain bound by his obligations to the Commission under the Contract and shall bear 
exclusive liability for proper performance of the Contract. 
 
II.13.3. The Contractor shall make sure that the subcontract does not affect rights and guarantees to 
which the Commission is entitled by virtue of the Contract, notably Article II.17. 
 
 
 Article II.14 Assignment 
 
II.14.1. The Contractor shall not assign the rights and obligations arising from the Contract, in whole 
or in part, without prior written authorisation from the Commission. 
 
II.14.2. In the absence of the authorisation referred to in 1 above, or in the event of failure to observe 
the terms thereof, assignment by the Contractor shall not be enforceable against and shall have no 
effect on the Commission. 
 
 
 Article II.15 Termination by the Commission 
 
II.15.1. The Commission may terminate the Contract in the following circumstances: 

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

(b) where the Contractor has not fulfilled obligations relating to the payment of social security 
contributions or the payment of taxes in accordance with the legal provisions of the country in 
which he is established or with those of the country applicable to the Contract or those of the 
country where the Contract is to be performed; 

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

(d) where the Commission has evidence or seriously suspects the Contractor or any related entity 
or person, of fraud, corruption, involvement in a criminal organisation or any other illegal 
activity detrimental to the Union's financial interests; 

(e) where the Commission has evidence or seriously suspects the Contractor or any related entity 
or person, of substantial errors, irregularities or fraud in the award procedure or the 
performance of the Contract; 

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

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

(h) where a change in the Contractor’s legal, financial, technical or organisational situation could, 
in the Commission’s opinion, have a significant effect on the performance of the Contract; 

(i) where execution of the tasks has not actually commenced within three months of the date 
foreseen, and the new date proposed, if any, is considered unacceptable by the Commission; 

(j) where the Contractor is unable, through his own fault, to obtain any permit or licence required 
for performance of the Contract; 

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

 
II.15.2. In case of force majeure, notified in accordance with Article II.12, either contracting party may 
terminate the Contract, where performance thereof cannot be ensured for a period corresponding to at 
least to one fifth of the period laid down in Article I.2.3. 
 
II.15.3. Prior to termination under point c), d), e), h) or k), the Contractor shall be given the opportunity 
to submit his observations. 
 
Termination shall take effect on the date on which a registered letter with acknowledgment of receipt 
terminating the Contract is received by the Contractor, or on any other date indicated in the letter of 
termination. 
 
II.15.4. Consequences of termination 
In the event of the Commission terminating the Contract in accordance with this Article and without 
prejudice to any other measures provided for in the Contract, the Contractor shall waive any claim for 
consequential damages, including any loss of anticipated profits for uncompleted work. On receipt of 
the letter terminating the Contract, the Contractor shall take all appropriate measures to minimise 
costs, prevent damage, and cancel or reduce his commitments. He shall draw up the documents 
required by the Special Conditions for the tasks executed up to the date on which termination takes 
effect, within a period not exceeding sixty days from that date. 
 
The Commission may claim compensation for any damage suffered and recover any sums paid to the 
Contractor under the Contract. 
 
On termination the Commission may engage any other contractor to complete the services. The 
Commission shall be entitled to claim from the Contractor all extra costs incurred in making good and 
completing the services, without prejudice to any other rights or guarantees it has under the Contract. 
 
 
 Article II.15a Substantial errors, irregularities and fraud attributable to 

the Contractor 
Where, after the award of the Contract, the award procedure or the performance of the Contract prove 
to have been subject to substantial errors, irregularities or fraud, and where such errors, irregularities 
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or fraud are attributable to the Contractor, the Commission may refuse to make payments, may 
recover amounts already paid or may terminate all the contracts concluded with the Contractor, in 
proportion to the seriousness of the errors, irregularities or fraud. 
 
 
 Article II.16 Liquidated Damages 
 
Should the Contractor fail to perform his obligations under the Contract within the time limits set by the 
Contract, then, without prejudice to the Contractor's actual or potential liability incurred in relation to 
the Contract or to the Commission's right to terminate the Contract, the Commission may decide to 
impose liquidated damages of 0.2% of the amount specified in Article I.3.1 per calendar day of delay. 
The Contractor may submit arguments against this decision within thirty days of notification by 
registered letter with acknowledgement of receipt or equivalent. In the absence of reaction on his part 
or of written withdrawal by the Commission within thirty days of the receipt of such arguments, the 
decision imposing the liquidated damages shall become enforceable. These liquidated damages shall 
not be imposed where there is provision for interest for late completion. The Commission and the 
Contractor expressly acknowledge and agree that any sums payable under this Article are in the 
nature of liquidated damages and not penalties, and represent a reasonable estimate of fair 
compensation for the losses that may be reasonably anticipated from such failure to perform 
obligations. 
 
 
 Article II.17 Checks and Audits 
 
II.17.1. Pursuant to Article 142 of the Financial Regulation applicable to the general budget of the 
European Communities, the Court of Auditors shall be empowered to audit the documents held by the 
natural or legal persons receiving payments from the budget of the Union from signature of the 
Contract up to five years after payment of the balance. 
 
II.17.2. The Commission or an outside body of its choice shall have the same rights as the Court of 
Auditors for the purpose of checks and audits limited to compliance with contractual obligations from 
signature of the Contract up to five years after payment of the balance. 
 
II.17.3. In addition, the European Anti Fraud Office may carry out on-the-spot checks and inspections 
in accordance with Council Regulation (Euratom, EC) No 2185/96 and Parliament and Council 
Regulation (EC) No 1073/1999 from signature of the Contract up to five years after payment of the 
balance. 
 
 
 Article II.18 Amendments 
 
Any amendment to the Contract shall be the subject of a written agreement concluded by the 
contracting parties. An oral agreement shall not be binding on the contracting parties. 
 
 
 Article II.19 Suspension of the Contract 
 
Without prejudice to the Commission's right to terminate the Contract, the Commission may at any 
time and for any reason suspend execution of the tasks under the Contract or any part thereof. 
Suspension shall take effect on the day the Contractor receives notification by registered letter with 
acknowledgment of receipt or equivalent, or at a later date where the notification so provides. The 
Commission may at any time following suspension give notice to the Contractor to resume the work 
suspended. The Contractor shall not be entitled to claim compensation on account of suspension of 
the Contract or of part thereof. 
 
 
ARTICLE II.20 – DATA PROTECTION 
 
II.20.1 The Contractor shall have the right of access to his/her personal data and the right to rectify 

any such data. Should the Contractor have any queries concerning the processing of his/her 
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personal data, s/he shall address them to the entity acting as data controller provided for in 
Article I.8.  

 
II.20.2 The Contractor shall have right of recourse at any time to the European Data Protection 

Supervisor. 
 
II.20.3 Where the Contract requires the processing of personal data by the Contractor, the Contractor 

may act only under the supervision of the data controller, in particular with regard to the 
purposes of the processing, the categories of data which may be processed, the recipients of 
the data, and the means by which the data subject may exercise his/her rights. 

 
II.20.4 The Contractor shall limit access to the data to the staff strictly necessary for the performance, 

management and monitoring of the Contract. 
 
II.20.5 The Contractor undertakes to adopt appropriate technical and organisational security 

measures having regard to the risks inherent in the processing and to the nature of the 
personal data concerned in order to: 

a) prevent any unauthorised person from having access to computer systems processing 
personal data, and especially: 
aa) unauthorised reading, copying, alteration or removal of storage media; 
ab) unauthorised data input as well as any unauthorised disclosure, alteration or erasure of 

stored personal data; 
ac) unauthorised using of data-processing systems by means of data transmission facilities; 

b) ensure that authorised users of a data-processing system can access only the personal data 
to which their access right refers; 

c) record which personal data have been communicated, when and to whom; 
d) ensure that personal data being processed on behalf of third parties can be processed only in 

the manner prescribed by the contracting institution or body; 
e) ensure that, during communication of personal data and transport of storage media, the data 

cannot be read, copied or erased without authorisation; 
f) design its organisational structure in such a way that it meets data protection requirements. 
 
 
 
 
Signatures 
  
1. For the Contractor, 2. For the Commission, 
……… (forename and name) 
……… (position) 
……… (company name) 

Olivier ROULAND 
Head of Unit - EMPL.D.4 
DG Employment, Social Affairs and Inclusion 

  
  
  
  
  
Done at ……………………………………... (place),
 
………………………………………………… (date) 

Done at Brussels, 
 
………………………………………………… (date)

 
In duplicate in English.
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  ANNEX I 

 
Tender Specifications and Monitoring 
 
Tender No. VT/2011/052 of ……… 

 
 
 
 

1. TITLE OF THE CONTRACT 

Set-up of a technical support group to strengthen the activities of the European Alliance for 
Families (EAF)   

2. BACKGROUND: THE EUROPEAN ALLIANCE FOR FAMILIES AND ITS OBJECTIVES 

Family ties remain crucial during a person's entire life-cycle. This is why, in a context of rising 
demographic challenges, family-friendliness has become an increasingly important topic in the 
European Union. Even if family policy remains the exclusive competence of the Members States, a 
family perspective can enrich and inform the discussion of many different policies at European level. In 
particular, reconciliation between family commitments and paid work is playing an important role in 
Europe’s future economic and social development.  
 
Reflecting a commitment to meet these challenges, the EU Heads of State and government, at the 
European Summit of 8 and 9 March 2007, decided to establish a European Alliance for Families 
(EAF). The Commission presented its proposals for the implementation of the Alliance in the 
communication "Promoting solidarity between the generations" adopted on 10 May 2007, see 
COM(2007) 244 final. This was followed by the adoption, by the Employment and Social Affairs 
Council, of conclusions on the importance of family-friendly policies in Europe and the actual 
establishment of the European Alliance for Families.  
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The purpose of the EAF is to serve as a platform for the identification of good practices and for the 
exchange of experience across Member States, so as to foster the development and implementation 
of more family-friendly policies. Mutual learning is promoted through meetings and exchanges with 
different scope and attendance. The annual work programme of the EAF is decided by the Expert 
Group on demographic issues. This group consists of demography experts nominated by each 
Member State and meets twice a year. Also twice per year a European Network on family policies 
convenes for an analytical discussion of specific family related issues. A variable number of seminars 
and conferences is organised to promote the exchange of best practices at national and regional level 
(i.e. regional seminars are open to regional representatives) and to discuss particular ad hoc issues. 
Once per year a bigger event, open to NGOs and other stakeholders, is also organised (i.e. so called 
stakeholder seminars).  
 
The other main tool to support the sharing of information on family policies is the EAF website 
(www.europa.eu/familyalliance). A regular and timely update with relevant information is crucial if this 
website is to become a reference for policy makers, practitioners, stakeholders and the general public. 
 
In order to reinforce the activities of the EAF, and to ensure a better coordination and consistency of 
the various activities related to the family, the Commission would like to create a new technical 
support group (TSG) for this specific purpose. 

3. SUBJECT OF THE CONTRACT 

The subject of the contract is to provide support services to the Commission to help her manage and 
reinforce the activities of the EAF. 
 
The general objectives of the contract are the following: 
 

• To provide an evaluation framework for best practices in the area of family policy;  
• To identify and validate best practices in the family policy area in the 27 Member states of the 

EU; 
• To support and promote the dissemination and the exchange of these practices at EU level; 
• To monitor and report on family policy trends and changes in the EU; 
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• To contribute to the evidence base on family policies at EU level; 

4. CONTRACT DURATION 

The period of validity of the contract will be 12 months. The annual contract may be renewed up to 3 
times with each renewal having a period of validity of 12 months.  
 

5. LIST OF SPECIFIC TASKS TO BE CARRIED OUT BY THE CONTRACTOR 

To achieve the objectives set forth in section 3 of these terms of reference, the contractor will 
implement the following activities:  
 

A. Develop an evaluation framework for the many best practice cases in the family policies area 
which pays particular attention to their transferability; 

B. Identify new best practices cases in the area of family policies; 
C. Monitor and report on family policy trends and changes in the EU;  
D. Manage, update and create content for the website of the European Alliance for Families;    
E. Support the Commission with the organisation of events.  

 
A. Develop an evaluation framework for best practices in family policies  
Specific tasks: 

• Prepare a reference framework for evaluating best practices3. This tool shall allow for 
comparisons between good practices, possibly through a qualitative and/or quantitative 
rating system assessing the achieved benefits.  

• The envisaged methodology shall identify practices that are cost-effective, transferable 
and come with sustainable benefits. The contractor shall explain how the criteria have 
been used to assess these specific effects. 

• The framework must allow for a classification of practices according to a limited number 
of characteristics to facilitate search and comparisons.  

• The methodology must also be consistent with existing evaluations carried out by the 
Commission in other areas (and particularly in the Open Method of Coordination context) 
and possibly be applicable to other policies areas of Commission interest such as 
migration and child poverty. 

• The contractor will prepare a reference grid for the evaluation to be discussed with the 
Expert Group on demographic issues and with the Network of family policies. The 
proposed evaluation format must be first applied to the best practice cases already 
presented on the current website of the Alliance.  
 

B. Identify and validate good / best practices 
Specific tasks: 

• Enrich the catalogue of family-friendly practices in the EU by gathering, processing and 
publishing information on initiatives to support families, in the already existing sections 
of the website with the possible addition of others, in agreement with the EC. Each entry 
of a good practice case should consist of a brief description (ca. 2 000 characters) and 
links to relevant web pages (all national languages acceptable). The practices will be 
rated on the basis of the reference framework as described under the previous point. 
Bidders are requested to provide a description of the methodology they intend to use for 
identifying and collecting information on best practices. At least 27 examples with a 
balanced representation from Member States and categories should be provided. The 

                                                      
3 See for instance http://www.eu-employment-observatory.net/ and http://www.promisingpractices.net/ 
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quality and relevance of the best practice cases selected will be one of the major 
considerations for the Commission services when assessing the performance of the 
contractor and its eligibility for contract renewal. 

 
C. Monitor and report on family policy trends and changes in the EU 
Specific tasks: 

• News reports (30/40 lines) on significant developments relating to families in the 
Member States should be prepared4. The contractor should demonstrate that he has the 
necessary drafting expertise for publications on the web.  

• Update the Country profiles on the website which present key data, policy developments 
and recent trends on the situation of families and on family policies in the Member States. 
Profiles need to be regularly updated with the help of new information submitted by 
national correspondents5 (see below), contributions from other stakeholders, as well as 
information from other available data sources. In particular, references and links to the 
OECD Family Database Snapshots must be added to each profile. The contractor will 
contact regularly (at least twice per year) the national correspondents (NCs). The 
regular annual update of the country profiles must be validated by the NC with a "silence 
is consent rule". The contractor will edit the information received to ensure a maximum 
of consistency across countries.  

• A short annual report (of about 20 pages including graphs and tables) on general trends 
and main changes for families and family policies in the EU is to be produced. The report 
should summarise the main developments reported during the year in a comparative 
perspective and will further be published on the website. Stakeholders will be invited to 
comment on it.  

• Keep track of the activities in the family policies area carried out by other relevant EU 
level institutions, such as Eurofound and the OECD. The contractor should develop 
contacts with stakeholders and the research community and encourage them to use 
the website for disseminating information. The contractor is responsible for the selection, 
in accordance with Commission instructions, and editing of such information to make it 
suitable for the website.  

• The contractor may be called to assist the Commission with ad hoc research questions or 
policy briefs, either complementing the information presented in the country profiles and 
reports or providing information on horizontal cross cutting issues. A maximum of five of 
these short briefs per year can be requested. Instead of a brief the Commission may also 
request the organisation of a technical workshop on a topic to be decided. The contractor may 
also be asked to participate or to make a presentation at non EAF seminars or conferences 
(i.e. max 3 per year). 

 
D. Manage, update and create content for the website of the European Alliance for 

Families (www.europa.eu/familyalliance)  
Specific tasks: preparation of new content (in addition to point C above) 

• Preparation of the electronic bi-monthly newsletter of the EAF website - The contractor 
shall prepare and disseminate a newsletter in English, based on, and linked to, new 

                                                      
4 This could be based on the model of the European Industrial Relations Observatory which has established a very useful database of 

news reports. 
5 Upon request of the Commission, the Member States have appointed national correspondents whose role it is to provide a regular flow of 

information for the EAF web site. The list of national correspondents will be managed by the Commission. Contacts with other 
stakeholders and the research community will be managed by the contractor in accordance with the wishes of these other partners of 
the web site 
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information on the website. It should also include some specifically edited content in the 
form of a 2 pages editorial. 

• The contractor will report on the EAF activities (mainly the seminars organised) and 
dedicate a specific section of the website to this in accordance with the Commission 
services.6   

• The contractor shall make a major effort to ensure that the information on family-relevant 
policies within the European Union is comprehensive and up-to-date. 

• Bidders may propose additional content that could enhance the usefulness of the EFA 
website. 

 
Specific tasks: Dissemination of information (see section 6 as for quantification of 
deliverables) 

• The contractor will regularly publish announcements of relevant events. Input will also 
be provided by the Commission, the NCs and other stakeholders.   

• Update the section on studies and reports with information on key studies and reports 
on families and family-relevant policies, both national and comparative (international) in 
scope. Information to this effect can be provided also by the NCs.  

• The contractor will prepare in liaison with the EC a detailed list of relevant institutes, 
observatory and think-tanks which could be a useful reference for future contacts and 
activities. The list will be made available to the general public in a useful links section of 
the website. NCs must also be invited to provide input. 

• The Statistics section already available on the website will be expanded with specific 
links to facilitate access and dissemination of existing family oriented data source such as 
the OECD Family database and relevant Eurostat web pages. 

• The Glossary section will also be updated should new terms become recurrent. 
 

Specific tasks: Managing and updating 

• All content (texts, images, links etc.) has to be created according to EC rules for web 
publishing – IPG7. Special attention should always be paid to accessibility. 

• Texts for the website should be clearly written for the web, with search engine 
optimisation (SEO) in mind and respect EU inter-institutional style guide.8 

• Texts will be illustrated with images and/or illustrations.  
• Any results, products or rights thereon, including copyright and other intellectual or 

industrial property rights, obtained in performance of the Contract, shall be owned solely 
by the European Union, which may use, publish, assign or transfer them as it sees fit, 
without geographical or other limitation, except where industrial or intellectual property 
rights exist prior to the Contract being entered into. 

• Should the Contractor use third-party copyright material, whether textual or artistic, for 
the purpose of the performance of the Contract, he shall have sole responsibility for 
taking the necessary steps to obtain unfettered rights from the copyright holder(s), or 
from his or their legal representative, to include, print, publish, and sell the material, for 
the full legal term of copyright, in whole or in part, in all editions, forms and media, and 
in any language whatsoever, as well as for the European Commission itself further to 
license reproduction or translation thereof. 

                                                      
6 The mutual learning program on employment might serve as a useful reference http://www.mutual-learning-employment.net/ 
7 IPG: http://ec.europa.eu/ipg/index_en.htm 
8 http://ec.europa.eu/ipg/content/tips/sources/index_en.htm 
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• Any costs associated to such rights shall be borne by the Contractor, who ensures that any 
other conditions linked to the rights are fulfilled, in particular concerning the appropriate 
acknowledgement of the source material.  

•  All texts for the website shall be delivered by the contractor in English, French and 
German and the contractor will be in charge for integrating the content (including 
images and illustrations) on the EFA website.  

• The Commission will provide access to the Web Content Management System of the 
EFA site and necessary documentation (e.g. WCMS user guides). The contractor might 
be obliged to conclude security convention with the EC to guarantee external access to 
EC servers.9 

• The current website of the FAMILYPLATFORM project10 will be integrated in the EAF 
website. The Commission will take care of the necessary technical operations while the 
contractor will be responsible for the migration of content following indications of the 
Commission. A specific section on research projects financed as a follow up to the 
Familyplatform project shall be added and updated by the contractor. The Commission 
will moderate the forum section which will be available for posting comments prior to 
specific events.  

 
E. Organisation of events organised within the framework of the EAF. 
The contractor will organise events within the context of the Alliance. At most 3 best practice seminar 
(around 40 participants from a selected audience) and 1 stake-holder seminar (around 100 
participants including NGOs representatives) per year shall be organised (with the possibility to 
combine events). In agreement with the Commission Services, the role of the contractor will be: 

1. to choose the topic,  
2. to prepare the programme, 
3. to find appropriate speakers/discussants and participants.  
 
The Commission will take charge of the logistics (expenses for travel and accommodation 
arrangements for speakers/discussant and participants, event room, lunches, coffee breaks and 
translation for the stakeholder seminars).   

For each event the contractor shall also provide a rapporteur who is asked to prepare questions for 
the participants (if applicable) and to summarise the presentations and debate in a 15 pages report in 
English, to be validated by the Commission and to be published on the website within two months 
after the event. A shorter news items (30-40 lines) briefly reporting on the event shall also be prepared 
and published on the web-website (in EN, DE and FR) immediately after the event. 

The contractor should also be ready to communicate activities to the Social Protection Committee 
(maximum twice a year). 

6. DELIVERABLES AND WORKING METHODS 

• During the 12-month contract period the contractor will ensure at least twice a month an 
update of the website. These updates will be reviewed with the Commission services; the 
modalities for this cooperation will be agreed between the Commission services and the 
contractor.  

• In particular, and in addition to deliverables referred to in the preceding sections, the updating 
will include on average: 

o 1 study summary per month (40 lines) 

                                                      
9 http://www.cc.cec/home/europa-info/procedures/access_servers/outside_ec/index_en.htm 
10 http://www.familyplatform.eu 
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o 2 news items per month (100 lines on average) 
o 1 event announcement per month (5 lines on average) 
o Glossary terms if needed  
 

• The contractor should ensure that there is a steady flow of new information on best practice 
cases (this could include updates of previously presented cases). Before the final approval of 
the new evaluation scheme by the EC, a simple presentation of the good practice cases is 
acceptable, but it must be reviewed once the evaluation framework has been finalised. 

• The contractor shall ensure the timely publication of the newsletter. The exact periodical day 
of release will be agreed between the Commission services and the contractor. 

• The contractor will send new or revised texts for the website to the Commission services in a 
format that is compatible with the website structure.  

• The contractor will also be available for regular meetings (on average once every three 
months) with the Commission services and other outside advisors. 

7. PROFESSIONAL QUALIFICATIONS REQUIRED 

See Annex IV of the draft contract. 

8. TIME SCHEDULE AND REPORTING 

See Article I.2 of the draft contract. 

Within the 12 month contract duration, the contractor should provide: 

• an interim technical report detailing contract execution up to and including month 6 
of the contract; 

• a final technical report detailing contract execution up to the end of month 12 of the contract. 

• Report must be drafted in English, the website must be maintained in English, French and  
German, see section 5 D. 

 
 
 
1. Additional information to the Tender specifications and monitoring 
 
See attached document(s): ……… pages.
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  ANNEX II 

 
Contractor’s Tender 
 
Registre CAD Ref. No. ……… of ……… 

 
 
 
 
See attached document: ……… pages.
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  ANNEX III 
 
Breakdown of prices 

 
 
 
 
1. Breakdown of prices 
 

Description   
Unit price 

in €

Max. 
No of 
units

Unit 
type 

Sub-total 
per item 

Total amounts 
in €

               
FEES AND DIRECT COSTS (fixed prices) 
  Experts' fees (to be specified for each specific task)       0,00
     Details 0,00 0 w.d. 0,00  
  Other direct costs (to be specified)   0,00
     Details 0,00 0 unit 0,00  
      Sub-total “Fees and Direct Costs” (Art. I.3.1)       0,00

 

Contingencies (cannot be used without the prior and express 
approval by the Commission, by the way of a written note allowing 
for reallocation(s) of part or total of this provision to one or several 
items above)   

   Calculation base 0,00    
   Contingencies: approx. % of calculation base  0 % 0,00  
      Sub-total “Reimbursable Expenses” (Art. I.3.3)       0,00
               
      Overall Total       0,00

 
w.d. =1 working day for 1 expert 
 
Additional information to the Breakdown of prices 
See attached document: ……… pages. 
 
 
2. Calculation of amounts due under the present Contract 
 
2.1. Fees 
 
Initial calculation based on unit price(s) per w.d. of expert(s) depending on the level of qualification of 
the expert(s) executing the mission. The unit price(s) is (are) expected to cover the expert(s) fees, the 
Contractor’s administrative expenses, as well as the costs of producing the contractual number of 
copies of the required report(s) 11 in the required format(s), but does not include the reimbursable 
expenses defined below. 
 
N.B. Duration of the services: This includes, besides the time necessary for the carrying out of the 
services themselves, the necessary time for preparatory work, trips and travelling back and forth 
between the offices of the Contractor and/or the expert(s) and the places where the services are being 
carried out and for meetings with the services of the Commission, as well as time for the preparation 
of reports and output documents related to the work. 
 
2.2. Reimbursements 
 
If the reimbursement of expenses is foreseen in the Special Conditions, the Commission will 
reimburse only:  

− the subsistence expenses of the Contractor and his staff,  
− travel expenses (other than local transport costs), 
− expenses for the shipment of equipment or unaccompanied luggage, 

directly connected with performance of the tasks specified in Article I.1. of this Contract. 
 
                                                      
11  All details on Monitoring and Reporting are to be indicated and included in the Tender Specifications. 
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2.2.1 DSAs (Daily Subsistence Allowances) 
 
The daily subsistence allowance (DSA) is paid as a flat-rate amount and is considered to 
cover breakfast and two main meals, local travel, the cost of telecommunications, 
including fax and Internet, and all other sundries. They will be paid for each calendar day spent on 
mission away from the usual place of work, provided that the corresponding assignment is of a short-
term nature. The DSA will vary according to the country in which the missions are to be carried out. 
 
Daily subsistence allowances (DSA) are to be calculated as follows according to the length of the 
mission: 

− 6 hours or less: reimbursement of actual expenses (on production of supporting documents); 
− more than 6 hours but not more than 12 hours: 0.5 DSA; 
− more than 12 hours, but not more than 24 hours: 1 DSA; 
− more than 24 hours but not more than 36 hours: 1.5 DSA; 
− more than 36 hours but not more than 48  hours: 2 DSA; 
− more than 48 hours but not more than 60 : 2.5 DSA, and so on. 

 
The agreed rates (in EUR per calendar day) to be used for the purposes of the present Contract are 
set as follows: 
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Destinations DSA in 

EUR 
Maximum hotel 

price in EUR
Destinations DSA in 

EUR 
Maximum hotel 

price in EUR
AL Albania 50,00 160,00 LI Liechtenstein 80,00 95,00
AT Austria 95,00 130,00 LT Lithuania 68,00 115,00
BA Bosnia-Herzegovina 65,00 135,00 LU Luxembourg 92,00 145,00
BE Belgium 92,00 140,00 LV Latvia 66,00 145,00
BG Bulgaria 58,00 169,00 ME Montenegro 80,00 140,00
CH Switzerland 80,00 140,00 MK F.Y.R. of Macedonia 50,00 160,00
CY Cyprus 93,00 145,00 MT Malta 90,00 115,00
CZ Czech Republic 75,00 155,00 NL The Netherlands 93,00 170,00
DE Germany 93,00 115,00 NO Norway 80,00 140,00
DK Denmark 120,00 150,00 PL Poland 72,00 145,00
EE Estonia 71,00 110,00 PT Portugal 84,00 120,00
EL Greece 82,00 140,00 RO Romania 52,00 170,00
ES Spain 87,00 125,00 RS Serbia 80,00 140,00
FI Finland 104,00 140,00 SE Sweden 97,00 160,00
FR France 95,00 150,00 SI Slovenia 70,00 110,00
HR Croatia 60,00 120,00 SK Slovakia 80,00 125,00
HU Hungary 72,00 150,00 TR Turkey 55,00 165,00
IE Ireland 104,00 150,00 UK United Kingdom 101,00 175,00
IS Iceland 85,00 160,00 XK Kosovo 80,00 140,00
IT Italy 95,00 135,00    

 
 
2.2.2 Travel expenses 
 
Travel expenses shall be reimbursed following the provisions of Article II.7.3. 
 
 
3. Additional provision 
 
It is understood that the Parts “Fees and Direct Costs” and “Reimbursable Expenses” are set as 
provisions only. They constitute a maximum for the overall cumulative value of all services rendered 
by the Contractor under the present Contract – they will be due only if services are actually rendered 
to the Commission according to this Contract and its Annexes, both in quantity and in quality.
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  ANNEX IV 
 
CVs and classification of experts 

 
 
 
 
1. Classification of experts according to level of expertise 
 

Level of qualification Category of personnel 

I 
Highly qualified expert having assumed important responsibilities in his/her profession, recruited for 
his/her management/supervisory, thought and creativity skills as regards professional practise. 
He/she must have at least 15 years professional experience of which at least 7 must be connected 
with the professional sector concerned and the type of tasks to be performed. 

II 
Highly qualified expert having assumed responsibilities in his/her profession, recruited for his/her 
management/supervisory, thought and creativity skills as regards professional practise. 
He/she must have at least 10 years professional experience of which at least 4 must be connected 
with the professional sector concerned and the type of tasks to be performed. 

III 
Certified expert having received a high-level training in his/her profession, recruited for his/her thought 
and creativity skills as regards professional practise. 
He/she must have at least 5 years professional experience of which at least 2 must be connected with 
the professional sector concerned and the type of tasks to be performed. 

IV Junior expert, newcomer to the profession but holding a university degree or equivalent training 
related to the professional sector concerned and the type of tasks to be performed. 

 
 
2. List of experts assigned 
 

Full names of experts assigned Level of Qualification
(I to iv, see above)

 
 
 
 
 
 
 
 
 
 
 
 

 
 
3. CVs of experts assigned 
 
See Annex II.
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  ANNEX V 

 
Fiscal provisions regarding invoicing by the 
Contractor 

 
 
 
Choose 1 out of 4 options: 
► (option 1: the Contractor is subject to VAT and his place of fiscal imposition is in Belgium) 
 

Local supplies and services 
Supplier with fiscal imposition place in Belgium – delivery address in 
Belgium 

 
 
1. VAT exemption – Exemption level 
 
In Belgium, the terms of the present Contract have the same value as the VAT exemption request 
No 450 (VAT exemption – Article 42, § 3.3, VAT Code). 
The Commission benefits of a direct VAT exemption for all invoices EUR 123.95 and more. 
 
 
2. Invoicing the Commission 
 
An invoice will be made for each payment related to the present Contract. The applied VAT rate and 
amount shall be specified. 
In view of VAT exemption, invoices addressed to the Commission should bear the mention: 

“Exonération de la TVA, article 42, § 3.3, du code de la TVA” or 
“Vrijstelling van BTW, artikel 42, § 3.3, BTW-Wetboek”. 

The above indication is given only as piece of information. The Contractor must refer to the Belgian 
national laws. 
 
► (option 2: the Contractor is subject to VAT and his place of fiscal imposition is a Member State 
other than Belgium) 
 

Intra-community supplies and services 
Supplier with fiscal imposition place in a Member State other than Belgium – 
delivery address in Belgium 

 
 
1. VAT exemption level 
 
The Commission benefits of a direct exemption of VAT for all invoices of EUR 123.95 and more. 
 
 
2. Use of form 15.10 
 
To allow the Contractor to justify to the fiscal authorities an invoicing to the Commission using a 0% 
VAT rate (direct exemption) or to enable the benefit of the exemption by reimbursement, it is 
necessary to use the form 15.10. 
These forms have recently been up-dated, and the new versions are the only ones to remain in official 
use. They entered into force on 01.04.1997, with a new ref. XXI/03278 – 01.04.1997. 
 
See attached document: 2 pages and 1 page of explanatory notes. 
 
 
3. Signature of the form 15.10 – Delegation of signature 
 
The forms must normally be signed by the fiscal authorities of Belgium. However, a delegation of 
signature has been awarded by the Belgium authorities to the Commission – ref. ET 76430 of 
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22.12.1992 (this ref. No. should be inserted in box 7 of new form 15.10). The Commission being 
represented for the present Contract by Olivier ROULAND, Head of Unit - EMPL.D.4 of DG 
Employment, Social Affairs and Inclusion, form 15.10 will therefore be signed by the latter. 
 
 
4. Invoicing the Commission 
 
An invoice will be made for each payment related to the present Contract. The applied VAT rate and 
amount shall be specified. Concerning the direct VAT exemption or VAT exemption by the way of 
reimbursement, the invoice shall bear all the necessary mentions. 
The above indication is given only as piece of information. The Contractor must refer to the national 
laws in force in his Member State of fiscal imposition.
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► (option 3: the Contractor is not subject to VAT) 
 
Not applicable to the present Contract. 
 
► (option 4: the country of fiscal imposition of the Contractor is unknown) 
 
Provisions to be applied depending on the country of fiscal imposition of the Contractor. 
 


