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1. Preliminary information concerning the invitation to tender
These specifications follow the publication of the contract notice in OJ S - see reference in the invitation letter.

This invitation to tender has been issued by the Publications Office of the European Union, which will sign the contract and monitor its implementation. However, the contract might be used by other European Institutions or Bodies.

1.1. Presentation of the Publications Office
The Publications Office of the European Union, hereinafter referred to as “the Publications Office”, (2, rue Mercier, L-2985 Luxembourg) is the publishing house of the European institutions in the broadest sense, responsible for producing and distributing, on all media and by all means, all the publications of the European Union. The Publications Office, whose current organisation and operation are laid down by Decision 2009/496/EC, Euratom (Official Journal of the European Union, L 168, 30.06.2009, p. 41-47), is managed by a Management Committee in which each institution is represented by its Secretary-General. The Publications Office is administratively attached to the European Commission. More information can be found on the Publications Office website: http://publications.europa.eu.

As a publisher, the Publications Office has a duty to offer the highest quality service to its customers – the originating departments of the institutions and other bodies of the European Union and to its public – the people of the European Union and those throughout the world who are interested in European affairs. In the field of new technologies, the Publications Office must place itself in the forefront of the publishing profession.

Under the provisions of the Treaty of the European Union the publication of certain titles, such as the Official Journal of the European Union or the General Report on the Activities of the European Union, is a legal obligation. 

Useful web sites

	Publications Office of the European Union
	http://publications.europa.eu

	EU-bookshop: the Union's online bookshop
	http://bookshop.europa.eu

	EUROVOC: multilingual thesaurus
	http://eurovoc.europa.eu

	CORDIS: Community R&D Information Service
	http://cordis.europa.eu

	Eur-Lex: the gateway to European Union law
	http://eur-lex.europa.eu

	WHOISWHO: inter-institutional directory of the European Union
	http://europa.eu/whoiswho/whoiswho.html

	TED: supplement to the Official Journal of the European Union
	http://ted.europa.eu

	SIMAP: EU-information for public procurement
	http://simap.europa.eu

	DG MARKT: DG Internal Market
	http://europa.eu/comm/internal_market

	Other useful links
	http://europa.eu/geninfo/info/index_en.htm


1.2. Nature of the contract
This contract is a hybrid service contract. A hybrid contract combines: 

· a direct part for items which is to be executed based on the signature of the contract for its initial duration (direct services).

and

· a framework part for items for which exact implementing conditions, quantities and/or delivery times cannot be indicated in advance and that could be ordered through a series of order forms s to be issued over the duration of the contract and for which the basic terms are established in the contract.

The framework part of the contract does not give rise to any direct obligation on the part of the Commission, it is only its implementation through orders that is binding on the part of the Commission (additional services).

The contract shall be concluded with one economic operator provided that there is an economic operator who satisfies the selection and award criteria.
The estimated volume of the contract is 1,000,000 euro over a maximal period of 49 months.
1.3. Subject and background of the contract
The purpose of this call for tenders is the selection of one economic operator for the provision of the IT services related to functioning of the Infocenter.
For more details on the tasks to be performed, refer to section 4 (technical specifications).
1.4. Starting date of the contract and duration of the tasks/contract
The contract is foreseen to be signed in November 2010.
The execution of the tasks may not start before the contract has been signed. The period of execution of the tasks may be extended only with the written agreement of the contracting parties, before the end of the period originally stated in the contract.

The contract is expected to enter into force on 1st December 2010. During the period from 1st until 31st December 2010 the start-up phase will take a place. The provision of the regular services under this contract shall start on 1st January 2011.

The initial duration of the contract shall be 13 months (from 1st December 2010 to 31st December 2011), including one month of the start-up phase. The contract may be renewed automatically up to three times, each time for one year, under the same conditions, unless written notification to the contrary is sent by one of the contracting parties by registered mail and received by the other not later than six (6) months before its expiry. Renewal does not imply any modification or deferment of existing obligations.

1.5. Price
· Prices must be all inclusive and expressed in euro. For tenderers in countries which are not part of the euro zone, the price quoted may not be revised in line with exchange rate movements; 
· Prices can only be revised according to Article I.3 of the contract. Please note that the price revision is conditional to a request which must be put in place at the latest three (3) months before the anniversary date of the entry into force of the contract. In case of a justified and timely request, the revised prices shall enter into force on the anniversary date of the entry into force of the contract. The price revisions will be calculated with the same number of decimals as was accepted in the initial original price schedule and also the revised prices will have the same number of decimals (point 2.8.1).

For details on how to present the financial bid in the price schedule and estimation form, see point 2.8.1.

1.6. Terms of payment
Payments shall be made in accordance with Article I.5 of the draft service contract.
1.7. Financial Guarantees
Not applicable

1.8. Place of performance
The place of performance of the tasks shall be the premises of the Publications Office in Luxembourg, or the contractor's premises.
1.9. General terms and conditions for the submission of tenders
Participation in the tendering procedure is open on equal terms to all natural and legal persons coming within the scope of the treaties and to all natural and legal persons in a third country which has a special agreement with the European Union in the field of public procurement on the conditions laid down in that agreement. 

Submission of a tender implies that the tenderer accepts all the terms and conditions set out in the invitation letter, in these specifications (including the annexes) and in the draft contract and waives all other terms of business. Submission of a tender binds the tenderer to whom the contract is awarded during performance of the contract.

Once the Publications Office has accepted the tender, it shall become the property of the Publications Office and the Publications Office shall treat it confidentially. 

The Publications Office shall not reimburse any costs incurred in preparing and submitting tenders.

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.

1.10. Visit to the premises
Not applicable.
1.11. Date and place of opening of the tenders
Tenders will be opened at 10h00 on 24/09/2010 at the following location:

	Address of the Publications Office:

Publications Office

2, rue Mercier

L-2985 Luxembourg


An authorised representative of each tenderer may attend the opening of the bids. Companies wishing to attend are requested to notify their intention by sending a fax or e-mail at least 48 hours in advance to the address below. This notification must be signed by an authorised officer of the tenderer and specify the name of the person who will attend the opening of the bids on the tenderer's behalf.

	Fax: (352) 2929-42672

E-mail: opoce-appels-offres@publications.europa.eu


2. The tender and the evaluation
2.1. Assessment and award of contract
The assessment of tenderers and offers will take place in three main stages:

The aims of each of these stages are:

· to check, in the first stage (exclusion criteria), whether tenderers can take part in the tendering procedure and, where applicable, be awarded the contract;

· to check, in the second stage (selection criteria), the economic and financial capacity and the technical and professional capacity of each tenderer who has passed the first stage;

· to assess, on the basis of the award criteria, each bid which has passed the first and second stages.

The assessment procedure may end with the award of the contract.

The assessment will be based on the tenderer’s offer. Concerning the exclusion and selection criteria, the Publications Office reserves the right to request additional evidence in relation to the bid submitted for clarification or verification purposes within a time-limit stipulated in its request. All the information will be assessed against the criteria specified in this chapter.
Please note that concerning the award criteria, the Publications Office can contact the tenderer only if clarification is required or if obvious clerical errors must be corrected. This contact can only lead to clarification of points already mentioned in the bid and may not lead to an alteration of the terms of the bid. Only the offers meeting the requirements of a stage will pass on to the next stage of the assessment.

2.2. Form and content of the tender 
Tenders must be clear and concise and assembled in a coherent fashion (e.g. bound or stapled, etc.) and respecting the order in which the documents are required.
The tenderer is also asked to provide a completed list indicating where to find the required documents (Annex 5). If the tender is divided into different files, it is advised to make a table of contents in each file. 

Since tenderers will be judged on the content of their written bids, these must make it clear that they are able to meet the requirements of the specifications.

Information on the general requirements and on how to submit the bid is provided in the invitation letter.
Please pay attention to the fact, that the tender shall be signed by a person or persons who is/are entitled to represent the economic operator in accordance with its articles of association and/ or extract from the commercial register, or by a person(s) who received power of attorney to do so from (a) person(s) who is/are mentioned in those documents. The documents showing that the person is entitled to represent the economic operator must be submitted as explained in point 2.4. 

The same rule is applicable to the person(s) designated to sign the contract.

2.3. Structure of the tender
All tenders must be presented in the following five sections:

Section One: administrative information

Section Two: exclusion criteria

Section Three: selection criteria

Section Four: award criteria - financial bid

Sections one to three on the one hand and Section four on the other hand must be submitted in two separate sealed envelopes, which together are placed in double sealed envelopes as described in the invitation letter. Each inner envelope must clearly indicate its contents (“technical” and “financial”). 

Please observe that all documentation has to be provided in triplicate (original and two copies) and that this also applies to any diskette, CD or similar medium that is part of the offer. 

2.4. Section one: administrative information 
In the first section, the tenderer must provide the following:

· A duly signed cover letter
· the completed form for identification of the tenderer, as provided in Annex 3, including the following information:

· the tenderer's name and/or business name;

· a clear description of the tenderer's legal form;

· the address of the tenderer's registered office;

· the tenderer's telephone and fax numbers, e-mail address and, where available, Internet address; 

· the names of the legal representatives (directors, etc) of the tenderer, authorised to sign contracts with third parties;

· the name, address, telephone and fax numbers to the contact persons for administrative matters and for technical matters; 

· the tenderer's VAT number and trade-register entry number;

· information concerning the bank account;
· a signed declaration confirming the validity of the tender.

· a financial identification form filled in and signed by an authorised representative of the tenderer, stamped by the bank and signed by a bank representative. If you attach the copy of a recent bank statement, the stamp and signature of the bank's representative is not needed. A standard form is provided in Annex 2A and a specific form for each Member State is available at the following Internet address:

http://europa.eu/comm/budget/execution/ftiers_en.htm
· the "Legal Entity" form, to be signed by a representative of the tenderer authorised to sign contracts with third parties. There is one form for individuals, one for private entities and one for public entities. A model is provided in Annex 2B. Specific forms in each Member state language are available at: 

http://europa.eu/comm/budget/execution/legal_entities_en.htm
The Legal Entity Form must be supported by the following documents in order to prove the administrative information of the tenderer:

For private entities:

· a proof of registration, as prescribed in their country of establishment, on one of the professional or trade registers or any other official document showing the registration number;

· if the above documents don’t show the VAT number, a copy of the VAT registration document, where applicable; 

· a legible copy of the notice of appointment of the persons authorised to represent the tenderer in dealings with third parties and in legal proceedings, if it is not included in the abovementioned documents, or a copy of the publication of such appointment if the legislation which applies to the legal entity concerned requires such publication. If they are necessary in order to show the authorisation to represent the tenderer, the instrument of incorporation or constitution of the legal entity and/or a copy of the statutes have to be submitted. If the person(s) signing the tender or the person designated to sign the contract is/are entitled to represent the economic operator by a Power of Attorney from the abovementioned authorised persons, the Power of Attorney must also be submitted;

For individuals:

· a legible copy of his or her identity card or passport must be produced;

· where applicable, a proof of registration, as prescribed in their country of establishment, on one of the professional or trade registers or any other official document showing the registration number;

· if the above documents don’t show the VAT number, a copy of the VAT registration document, where applicable.

For Public Entities:

· a copy of the resolution decree, law, decree or decision establishing the entity in question or failing that, any other official document attesting to the establishment of the entity;

· the names and functions of the legal representatives (directors, etc) of the tenderer, authorised to sign contracts with third parties (a copy of the appointment of the persons authorised to represent the tenderer must be produced);

· if the public entity has completed a VAT registration number in the Legal Entity Form, an official document showing the VAT number.

2.5. Section two: exclusion criteria
2.5.1. Documents relating to the exclusion criteria

In Section Two, the tenderer(s) must provide the declaration on grounds for exclusion (Annex 6) and the following related certificates or documents:

· a recent extract from the ‘judicial record’ or equivalent as evidence that they are not in one of the situations listed in paragraph (a), (b) or (e) of point 2.5.2, or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that these requirements have been met;

· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of social security contributions or equivalent;

· a recent certificate by the competent authorities of the state concerned stating that the tenderer has fulfilled obligations relating to the payment of taxes or equivalent.

Where no such documents or certificates are issued in the country concerned, they may be replaced by a sworn or failing that a solemn statement made by the tenderer before a judicial or administrative authority, a notary or a qualified professional body in his country of origin or provenance.

2.5.2. Grounds for exclusion

In accordance with Article 93 of the Financial Regulation No 1605/2002 (OJ L 248, page 1, of 16 September 2002, as amended), tenderers shall be excluded from the selection and award procedures if they:

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

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

c) 
have been guilty of grave professional misconduct proven by any means which the contracting authorities can justify; or

d) 
have not fulfilled their 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; or

e) 
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; or

f) 
are currently subject to an administrative penalty referred to in Article 96(1) of the Financial Regulation (Council Regulation N° 1605/2002 of 25/06/2002, as amended).
In addition, contracts may not, according to Article 94 of the Financial Regulation, be awarded to tenderers who, during the procurement procedure:

g) 
are subject to a conflict of interest; 

h) 
are guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the contract procedure or fail to supply this information.

The Publications Office reserves the right to check the above information.

2.5.3. Administrative and financial penalties

The tenderers should also be aware of the following points:

· A central database shall be set up and operated by the Commission in compliance with European Union rules on the protection of personal data. The database shall contain details of candidates and tenderers which is in one of the situations referred to in point 2.5.2 above and candidates and tenderers which have been excluded from the contracts or grants financed by the budget of the European Union.
· According to Article 96 of the Financial Regulation No 1605/2002 (OJ L 248, page 1 of 16.9.2002, as amended), administrative or financial penalties may be imposed by the Commission on tenderers who the situation in point 2.5.2 (h) above or who have been declared to be in serious breach of their obligations under contracts covered by the budget of the European Union after they have been given the opportunity to present their observations.

These penalties may consist:

a)
in the exclusion of the tenderer or contractor concerned from contracts and grants financed by the budget of the European Union, for a maximum period of ten years; 

b)
in the payment of financial penalties by the tenderer or contractor up to the value of the contract in question. 

The penalties imposed will be in proportion to the importance of the contract and the seriousness of the misconduct.

The details of those penalties are laid down in Article 133a of the implementing rules to the Financial Regulation, Commission Regulation No 2342/2002 (OJ L 357, page 1 of 31 December 2002, as amended).

2.6. Section three: selection criteria 
Selection of the tenderer suitable for attribution of the contract will be based on an assessment of the tenderer’s:

· economic and financial capacity, and 

· technical and professional capacity. 

A tenderer may, where appropriate, rely on the capacities of other entities, regardless of the legal nature of the links which it has with them. In that case, it must prove to the contracting authority that it will have at its disposal the resources necessary for performance of the contract, for example by producing an undertaking on the part of those entities to place those resources at its disposal.

2.6.1. Financial and economic capacity of the tenderer 

2.6.1.1. Documents to provide concerning the financial and economic capacity

Section Three must include in its first part, the information on the financial and economic capacity of the tenderer. The tenderer shall provide an Economic and Financial capacity questionnaire (see: Annex 7), including supporting documents mentioned there:
· Balance sheet for the years 2009-2008;
· Profit and loss account for the years 2009-2008;
2.6.1.2. Evaluation of the financial and economic capacity

The tenderers’ financial and economic capacity including its financial health will be evaluated on the basis of the above mentioned documents which the tenderers have to submit according to point 2.6.1.1.

The minimum level of the turnover is the following: the amount representing the estimated volume of the contract for one year must not exceed 60% of the annual overall turnover carried out by the tenderer over the last year, or the average annual turnover carried out by the tenderer over the past three years. For the estimated volume of the contract for four years see the Specifications, point 1.2.

2.6.2. Technical and professional capacity of the tenderer 

2.6.2.1. Documents to provide concerning the technical and professional capacity of the tenderer

In the second part of Section Three, the tenderer must provide information on its technical and professional capacity. The tenderer shall provide two sets of CVs, using for this purpose form to be found in Annex 9:

· CVs of three persons forming the Nominated Team (one CV per profile).

· CVs of three persons forming the Back-up Team (one CV per profile).
By submitting a tender, each legal entity involved therein accepts the possibility of a check being carried out by the Publications Office on its technical capacities and, if necessary, on its research facilities and quality-control measures.

In addition, all tenderers are informed that they may be asked to prove that they are authorised to perform the contract under national law, as evidenced by inclusion in a professional or trade register or a sworn declaration or certificate, membership of a specific organisation, express authorisation, or entry in the VAT register.

Tenderers' attention is drawn to the fact that any total or partial omission of information for which one or more legal entities involved in the tender are responsible may lead the Publications Office to exclude the tender from the rest of the procedure.

2.6.2.2. Evaluation of the technical and professional capacity

The technical and professional capacity will be judged on the basis of the tenderer's expertise relevant to the required services in particular with regards to their know-how and experience.

Provided CVs will be evaluated against the requirements as set out in the Annex 8.

2.7. Section four: award criteria – financial bid 
2.7.1. Documents to provide relating to the financial award criteria

For the financial bid, the tenderer must use the annexed price schedule and estimation form. 

The financial bid must fulfil the following requirements:

· prices must be expressed in euro;

· prices should be expressed to a maximum of two (2) decimal places;
· Prices should be quoted free of all duties, taxes and other charges, i.e. also free of VAT, as the European Union is exempt from such charges in the EU under Articles 3 and 4 of the Protocol on the Privileges and Immunities of the European Communities of 8 April 1965 (OJ L 152 of 13 July 1967). Exemption is granted to the Commission by the governments of the Member States, either through refunds upon presentation of documentary evidence or by direct exemption.

For those countries where national legislation provides an exemption by means of a reimbursement, the amount of VAT is to be shown separately. In case of doubt about the applicable VAT system, it is the tenderer's responsibility to contact his or her national authorities to clarify the way in which the European Union is exempt from VAT.

The following must be taken into consideration when completing the Price schedule and Estimation form. 

· the Price schedules must include the name of the firm and each page must be duly completed and signed by one of the duly authorised representatives of the company (Annex 1). No amendments to the price schedule will be permitted and a full reply must be given to each question.

If no answer is given, the response will be assumed to be negative. Any omission or amendment to the original price schedule may cause the bid to be considered null and void.

· the Estimation forms must be duly completed and signed (Annex 1). The content must be based on the unit prices given in the price schedule and the price schedule will take precedence over the estimation form if there is any discrepancy between them. However, the estimation form is intended as a rough guide only and may not be cited in the event of litigation, only the work actually carried out is to be invoiced, on the basis of the unit prices given in the price schedule.

The price schedule and the estimation form shall also be provided electronically as excel files. In the case of a discrepancy between the paper version and the electronic file, the paper version will take precedence.

2.7.2. Evaluation of the financial award criteria

The evaluation of the financial award criteria will be based on the final total price in the estimation form ("Total – Direct Services + Additional Services") in the estimation form.

2.8. Final evaluation
Only those offers that have passed the previous stages will be considered for this final evaluation.

The contract will be awarded to the tenderer with the lowest final total price in the estimation form ("Total – Direct Services + Additional Services") in the estimation form.

2.9. Information for tenderers
The Publications Office will inform tenderers of decisions reached concerning the award of the contract, including the grounds for any decision not to award a contract or to recommence the procedure.

If a written request is received, the Publications Office will inform all rejected tenderers of the reasons for their rejection and all tenderers submitting an admissible tender of the characteristics and relative advantages of the selected tender and the name of the successful tenderer.

However, certain information may be withheld where its release would impede law enforcement or otherwise be contrary to the public interest, or would prejudice the legitimate commercial interests of economic operators, public or private, or might prejudice fair competition between them.

2.10. Award of the contract
The procurement procedure is concluded by a contract signed by the parties, or by a decision not to conclude the contract. 

After the period of validity of the tender has expired, conclusion of the contract shall be subject to the tenderer's agreement in writing.
3. Joint bid and subcontracting
This section only applies for tenders involving joint bid or subcontracting. If this is not the case, please continue to the next section (4. Technical specifications).
3.1. Making a bid in collaboration with other companies
Where a tender involves several legal entities, they may choose between:

· making a joint bid, in which case all the economic operators must be considered as tenderers and, if theirs is the successful bid, as contractors (in this case, one of the tenderers must be put forward as co-ordinator to manage the contract); and

· making a bid in the name of only one tenderer, who is then the sole contractor if the bid is successful, the other legal entities being considered as subcontractors.

Whichever type of bid is chosen (joint bid or bid in the name of one tenderer), the tenderer(s) must stipulate the role, qualifications and experience of each legal entity and, where relevant, the monitoring arrangements that exist between them.

3.1.1. Joint bid

Tenderers in a joint bid assume joint and several liability towards the Publications Office for the performance of the contract as a whole. Statements saying, for instance:

· that one of the partners of the joint bid will be responsible for part of the contract and another one for the rest, or

· that more than one contract should be signed if the joint bid is successful,

are thus incompatible with the principle of joint and several liability. 

The Publications Office will disregard any such statement contained in a joint bid, and reserves the right to reject such offers without further evaluation on the grounds that they do not comply with the tendering specifications. 

In the case of a joint bid, one of the partners of the joint bid (co-ordinator) should be given power of attorney to represent the other parties to sign and administrate the contract. 

If the joint bid is selected the tenderers may be required to adopt a given legal form after they have been awarded the contract if this change is necessary for proper performance of the contract.

3.1.2. Subcontracting

If certain tasks provided for in the contract are entrusted to subcontractors, the contractor retains full liability towards the Publications Office for performance of the contract as a whole. Accordingly:

· the Publications Office will treat all contractual matters (e.g. payment) exclusively with the contractor, whether or not the tasks are performed by a subcontractor;

· under no circumstances can the contractor avoid liability towards the Publications Office on the grounds that the subcontractor is at fault.

In the case of multiple framework contracts: it is forbidden for a tenderer, who bids alone or as part of a consortium, to act as subcontractor for another tenderer or consortium bidding for the contract. These bids will thus be excluded from participation by the Publications Office.

Tenderers must inform the subcontractor(s) that Article II.17 of the contract will be applied to them. Once the contract has been signed, Article II.13 of the above-mentioned service contract shall govern the subcontracting. During execution of the contract, the contractor will need the Publications Office’s express authorisation to replace a subcontractor with another and/or to subcontract tasks for which subcontracting was not envisaged in the original offer.

3.2. Documents to submit – joint bid
In the case of a joint bid, the following documents must be provided:

Section One: Administrative Information and evidence for access to the contract

1. 
A declaration based on the model agreement on the “Power of Attorney” attached in Annex 2C, signed by the legal representatives of all the partners of the joint bid including the following:

· recognising joint and several liability for all the partners of the joint bid for the performance of the contract;

· giving one of the partners of the joint bid (co-ordinator) power of attorney to represent the other parties to sign and administrate the contract. 

2. 
If the tenderers have already set up a consortium or similar entity to that end, they should state this in their offer, together with any other relevant information and documentation in this connection.

3. 
The questionnaire for joint bids and subcontracting (Annex 4) must be provided signed by a legal representative of the co-ordinator.

4.
The form for identification of the tenderer must be provided by each partner of the joint bid.

5.
The "legal entity" form for each tenderer with all the abovementioned supporting documents as specified in point 2.4.

Only the co-ordinator must return the financial identification form.

Section Two: Documents relating to the exclusion criteria

6.
Each tenderer must fill in and return the declaration on grounds for exclusion (Annex 6) and provide the supporting documents as specified above in point 2.5. 

Section Three: Documents relating to the selection criteria 

7.
Each of the parties of a joint bid must provide the Economic and Financial capacity questionnaire (see: Annex 7), including documents mentioned there. 

Documents concerning technical capacity have to be completed once for all partners of a joint bid, but it must be indicated to which partner the described capacities belong.

Sections Four and Five: Documents relating to the award criteria 

The documents relating to the award criteria shall be provided once by the co-ordinator representing the group of tenderers.
3.3. Documents to submit – subcontracting
If the offer envisages subcontracting, it must include the following. 

Section One: Administrative Information and evidence for access to contract

1.
the questionnaire for joint bids and subcontracting provided in Annex 4., signed by a legal representative of the tenderer. The third page of this questionnaire must be provided once for each subcontractor, including the following information:

· the reasons for subcontracting;

· the roles, activities and responsibilities of each subcontractor, and

· the volume / proportion for each subcontractor;

2.
a letter of intent by each subcontractor stating its intention to collaborate with the tenderer if the contract is awarded to him.

Section Two: Documents relating to the exclusion criteria

3. 
subcontractors must provide the duly signed declaration on grounds for exclusion (Annex 6). Where, in a bid, the value of the subcontracting which is to be executed by a subcontractor is equal to or exceeds 20% of the value of the contract, the subcontractor must provide all the supporting documents to the declaration as specified in point 2.5. Where those services represent less than 20% of the contract, the subcontractor shall not be required to provide the supporting evidence. The Publications Office, however, reserves the right, to request the evidence if considered necessary.

Section Three: Documents relating to the selection criteria

4.
Where, in a bid, the value of the subcontracting which is to be executed by a subcontractor is equal to or exceeds 20% of the value of the contract, the subcontractor must provide the documents related to the economic and financial capacity as specified in point 2.6. Where those services represent less than 20%, the subcontractor does not have to provide the Economic and Financial capacity questionnaire (Annex 7). However, in case the tenderer relies on the capacities of subcontractors for fulfilling the selection criteria as he indicates in the questionnaire for joint bids and subcontracting, the Publications Office will ask for those documents. The Publications Office also reserves the right to ask for those documents if considered necessary. 

5.
The subcontractor has to answer the questions which concern the services he or she is proposed to perform.

Sections Four and Five: Documents relating to the award criteria 

The documents relating to the award criteria shall be provided only by the tenderer.

3.4. Evaluation of the bids in case of joint bids or subcontracting
3.4.1. Exclusion criteria

The exclusion criteria will be assessed in relation to each tenderer or subcontractor individually.
3.4.2. Selection criteria

Joint bid

If several tenderers are involved in the bid as partners of a joint bid, each of them must prove that they have the required economic and financial capacity. However if the criteria are to be achieved above a certain level, a consolidated assessment shall be made.

The selection criteria concerning the technical and professional capacity will be assessed in relation to the group as a whole.

Subcontracting

The selection criteria concerning the economic and financial capacity will be assessed in relation to the tenderer and each proposed subcontractor individually if the Publications Office finds it necessary due to the role of the subcontractor and volume of the subcontracting. However if the criteria are to be achieved above a certain level, a consolidated assessment shall be made to the extent that the subcontractor puts its resources at the disposal of the tenderer for the performance of the contract. 

The selection criteria concerning the technical and professional capacity will be assessed in relation to each proposed subcontractor only as regards the subcontracted services.

Only in the case where the tenderer intends to rely on capacities from the subcontractor in order to fulfil the selection criteria, as he indicates in the questionnaire for joint bids and subcontracting (Annex 4), the selection criteria for technical and professional capacity will be assessed in relation to the combined capacities of the tenderer and the subcontractor as a whole, to the extent that the subcontractor puts its resources at the disposal of the tenderer for the performance of the contract.

3.4.3. Award criteria

The evaluation (award) criteria will be assessed in relation to the tender as a whole.

4. Technical specifications
The scope of this Call for tenders is provision of on-site, or in rather exceptional cases off-site, IT services for internal information systems of the Publications Office (Infocenter), which are as follows:

· Development, maintenance as well as support and assistance of the local applications and macros. Coldfusion is currently the main development platform. In the future, other technologies may be used.
· Development, maintenance as well as support and assistance related to Microsoft Office Automation products (Microsoft Office 2003 & 2010, Microsoft Office Sharepoint Server 2007 (MOSS)).
· Consulting, development, and technical assistance related to the Publications Office’s reporting systems. Reporting is based on the Business Objects (BO) software.

The provision of services is based on three (3) man-years of intra-muros during the first year of contract's duration. In the subsequent years this number may change due to the changes in the Publications Office needs.

A variety of competences is required (cf. Annex 8). The agreed level of services (cf. 4.1.4) has to be respected. The contractor shall ensure that all the required staff competences are present at all time, including the holiday and training periods.
4.1. Services to be provided

4.1.1. Software development and maintenance
Software development means development of small (requiring typically up to 20 man-days of effort) in-house applications and macros, or enhancement of existing ones, including development of complementary modules and technical migrations.

Maintenance usually means bug fixing and minor evolution of applications and macros. At the moment SMT5 incident management application tool is used for the incidents management.

In both cases preparation (drafting or updating) and releasing of various types of documentation related to the requested activities shall be ensured.
The different types of activities which may be requested during the contract's duration are as following:
· Project management, business analysis, high-level design, detailed analysis and design, technical analysis and design, coding, testing, writing and updating of documentation.

The Publications Office recommends the use of an object-oriented analysis and design method, based on the UML (Unified Modelling Language®) standard. The use of a CASE tool to support the analysis and design phases is also recommended.

· The conception, construction, tuning and maintenance of BO universes and reports.

· The conception, tuning and maintenance of MOSS applications.

In addition, the Publications Office may request assistance related to:

· Implementation phase, including the development of the shell scripts and similar tasks in order to integrate the delivered software components into the existing environment;
· End-user testing;

· Creation of test data.
4.1.2. Support and assistance

Support and assistance to the end-users and to the Publications Office IT teams concerning functional and technical issues of the applications and macros which are covered by this call for tenders.
4.1.3. Deliverables

Execution of the tasks described above in point 4.1.1 – 4.1.3 will result in the deliverables, which are presented below. Deliverables (ex. source code, documentations) shall be uploaded on a revision control system of the Publications Office (SVN).
All deliverables shall become the property of the Publications Office.

Software Development
For each development the following deliverables may be requested:
· Analysis
An analysis report will be requested for each development. It shall contain:

-A description of the user needs.
-A functional specification document.
-A technical specification document including the software/hardware architecture.
-A schematic description of used algorithms.
-The expected development time (EDT).

-A data model.
-A set of the test cases.
-Performance indicators.
· Commented original source code

Full source code for each application and macro shall be provided. The code must be commented according to the standards and good practices (ex. ITIL) & has to comply with the analysis results. The code shall be provided (both paper & electronic versions) on even page, the related comments on odd pages.

· Installation manual (IM)
· User manual (UM)
· System operational manual (SOM)
A system operational manual containing the information specified below shall be provided:
-Application start-up & shutdown instructions.

-Documentation of the configuration files.

-Documentation of the log files.

-The periodical maintenance tasks (if needed).

-The periodical database maintenance tasks (if needed).

-The backup & restore procedures.

· Release note (RN)
A release note shall be provided. It shall include:

-Software revision identifier.
-A synthetic description of the software.
Software Maintenance
For each maintenance the following deliverables may be requested:
· Analysis
If needed, a short analysis update report may be requested. It may include:

-Description of the reported bug (based on user needs).

-A functional specification document (if not provided in the original documentation).
-A technical specification document (if not provided in the original documentation) including Software/hardware architecture.
-A schematic description of used algorithms.
-The expected correction time.
-A data model.
-A set of test cases.
-Performance indicators.
· Commented source code

Full source code for each application and macro shall be provided. The code must be commented & has to comply with the analysis results. The code shall be provided (both paper & electronic versions) on even page, the related comments on odd pages.

· Documentation and Manuals
The existing documentation set (analysis documents UM, IM, SOM) shall be updated to take into the account executed software maintenance, or created if it do not exist.
· Release note:

A release note shall be provided for each bug correction. It shall include:
-Software revision identifier.
-List of the corrected bugs.

4.1.4. Quality requirements, acceptance of deliverables and Key Performance Indicators
· Acceptance of the deliverables

Deliverable will be accepted if all its elements, as defined above are provided, and new elements are working / bugs are fixed. 
· Key performance indicators

For the measurement of the quality of the provided services the Publications Office will use the Key Performance Indicators (KPI) as described in the table below.
	ID
	Definition
	Target

	KPI-1
	Punctuality of presentation of the monthly report
	5 working days of n+1

(for month n)

	KPI-2
	Number of monthly reports rejected
	0

	KPI-3
	Punctuality of presentation of the corrected 
monthly report
	3 working days

following the request 

	

	KPI-4
	Request for a person replacement
	1 month
before the replacement date

	

	KPI-5
	Number of deliverables after the deadline
	0

	KPI-6
	Number of deliverables accepted
	100 % of all deliverables

	

	KPI-7
	Number of problems related to user satisfaction (annual user's survey to be done by the Publications Office)
	Less than 15% problem unresolved one month after their transmission to the contractor

	

	KPI-8
	Provision of the proposal to the Publications Office
	10 working days

following the request from

the Publications Office

	KPI-9
	Provision of additional information/ introduction of modifications to the proposal
	2 working days

following the request from 

the Publications Office

	KPI-10
	Reception of the Order signed by the contractor
	10 working days

following its sending by

the Publications Office


In case of not respecting the KPI presented above the Publications office reserves the right to apply liquidated damages as defined in article I.11 of the Contract.

4.1.5. Reporting

No later than the fifth (5th) working day of each month, the Contractor shall send to the Publications Office a report on the activities of the previous month. The report shall consist of:

· A detailed timesheet for each Contractor's staff member working at the Publications Office premises. It must provide daily information about the applications and/or and macros on which they were working and type of activity (ex. development)
· A Synthetic team activity report sheet providing human resources use per developed/maintained application and/or macro.
This report will be validated by the Publications Office If the Publications Office does not react within ten (10) working days following the report's reception it shall be deemed to be tacitly approved. In case of its rejection the Contractor shall provide its corrected version within three (3) working days. 
4.2. Applications and macros concerned
This point contains description of the applications and macros currently in use. During the contract's duration this list might evolve (applications and macros might be added or removed).

4.2.1. Suivi3D

Objective:
User access and installations requests management for the Publications Office applications & data.
General description:

Suivi3D is an intranet application which allows users to introduce & follow-up of requests for access rights, ordering furniture, requesting software and hardware installations. It is managed through a workflow - the requests have to be validated by the hierarchy and are then dispatched to the respective operational teams. An email is generated for each step to allow users/validators to follow up the request.
Architecture:




Client 1-tier architecture

Technical environment and elements:
Coldfusion 7 and Oracle 10G
GNumber of users:



all the Publications Office staff

Possible future developments:
The application may be re-developed as a Sharepoint tool.

4.2.2. Trombinoscope

Objective and General description

Trombinoscope is intended to provide information about the Publications Office staff (name, function, address & photo)

Architecture




Client 1-tier architecture

Technical environment and elements
Coldfusion 7 and Oracle 10G
Number of users:



all the Publications Office staff

4.2.3. ScriptFinance

Objective:
ScriptFinance is used to manage billing operations for the Publications Office R.3 Unit.

General description:
ScriptFinance is a Coldfusion script (running each morning). It gets its information through a BO report based on ABAC information. It is generated each night by DG BUDG and contains information about the Publications Office invoices (amount, time limit...). It sorts all of them according to specific criteria and sends e-mails to their respective invoice managers. This is a critical application.
Architecture:




Client 1-tier architecture

Technical environment and elements:
Coldfusion 7 and SQL server 2005

Number of users:


        R.3 Unit & Publications Office Heads of Unit/Section
4.2.4. SubDelegation

Objective & general description:
SubDelegation is a Coldfusion intranet application. It generates budget allocation PDF forms for the financial customers. The layout of these forms must be fully accurate due to administrative constraints.

Architecture:




Client 1-tier architecture

Technical environment and elements:
Coldfusion 7, Oracle 10G, XML, XSL:FO

Number of users:



5
4.2.5. Eurolook

Objective & General description:

Eurolook is a VBA macro which automatically generates Publications Office specific word templates (notes, letters, fax, meeting minutes etc).
Architecture:




VBA macro deployed on client PCs
Technical environment and elements: 
Word Macro, Visual Basic for Applications,

VBScript

Number of users:



all the Publications Office staff

4.3. Reporting tools / applications

Only the reporting environment of the applications presented below in 4.3.1.1. – 4.3.1.13 is covered by this Call for Tenders. Development and maintenance of the applications as such is outside the scope of this call for tenders.
4.3.1. General information
Versions:
Business Objects 6.5.1 client. The Webi version is: 65.010.00000.1011.

BO repository:
(= database with meta data, describing universes & reports): Oracle database (10G), currently hosted at DIGIT. Estimated size ~10GB
Databases:
Oracle relational databases. Version 10G is currently used and it may be migrated to 11G. There are also some reports using Microsoft SQL reports.
Connections:
Connections to the BO applications are created using local oracle installation. The current version is Oracle 10G.
Firewall:
The Publications Office firewall currently needs to be configured to allow the DIGIT BO Server to access the different databases hosted at the Publications Office. A specific Firewall rule has to be configured for each server hosting a database used by BO reports to allow DIGIT BO server (it concerns a dev/test & prod server) to send requests to the respective databases. 

Environments: 
Currently two environments are supported: test environment and a production environment, both running BO V6.5.1. Migration of both environments to BO XI V3.1 is foreseen. The provided description of the next revision of the BO environment is indicative.

4.3.1.1. Gescom (gestion de commande)
Description:
Used to make reports for orders and shipments, information SAGAP.

Database:

Feed:
Data is daily copied from the application data warehouse to different oracle database using loading scripts. The database is independent from the database used by GESCOM application in production.
Database engine:
Oracle 10G

Size:


60 GB
4.3.1.2. PRESTOP

Description:
Automatic generation of rebilling reports in order to invoice the services provided by the Publications Office to its customers.
Database:

Feed:
The PRESTOP tables are directly accessed within the production database. The database is updated online.
Database engine:
Oracle 10G

Size: 


1 GB

4.3.1.3. EU BOOKSHOP

Description:
Generates all set of reports regarding EU Bookshop.
Database:

Feed:
BO is using the same instance as the EU Bookshop application. The EU Bookshop application tables are directly accessed by BO, it also uses materialised views created for reporting purposes. 

Database engine:
Oracle 10G

Size:


20 GB

4.3.1.4. MONITOR

Description:
An application used for the follow-up when creating publications. BO is used to create statistics on OJ monitoring,
Database:

Feed:


Direct data feed from application database

Database engine:
Oracle 10G

Size:


20 GB

4.3.1.5. OJ-DWH

Description:
Datawarehouse universe about OJ Publications. It provides statistical reports about OJ publications

Database:

Feed:
Daily loaded using specific DWH tables from the CERES production database.

Database engine:
Oracle 10G

Size:


20 GB

4.3.1.6. DE_BDC

Description:


Set of BO reports about Orders (Bon de commandes)

Database:

Feed:


Oracle applications database (online database)

Database engine:
Oracle 10G

Size:


90 GB

4.3.1.7. ACF

Description:


Set of BO reports about Contracts.
Database:

Feed:


ACF applications database (online database)

Database engine:
Oracle 10G

Size:


20 GB

4.3.1.8. PROCAT

Description:


Set of BO reports concerning procat

Database:

Feed: 
Procat applications database (online database). Reports are created upon views in the database.

Database engine:
Oracle 10G

Size:


10 GB

4.3.1.9. CONSLEG

Description:


Set of BO reports for CONSLEG daily follow up

Database:

Feed:


Data extracted from Ceres production database.

Database engine:
Oracle 10G

Size:


10 GB

4.3.1.10. PLANPUBLI

Description:


Set of BO reports regarding PLANPUBLI
Database:

Feed:
Online data directly extracted from Planpubli production databases.
4.3.1.11. Oracle Financial

Description:
BO Reporting based on the Publications Office's Oracle financial applications

Database:

Feed:
Data directly extracted from the production database of financial applications, extended with some extra table only used by BO.

Database engine:
Oracle 10G

Size:


10 GB

4.3.1.12. PODL – Publications Office Digital Library

Description:


Set of reports based on PODL databases
Database:
Feed:
Live data directly extracted from the production databases

Database engine:
Oracle 10G

Size:


10 GB

4.3.1.13. TED Monitoring – Tenders Electronic Daily

Description:


Specific report set for TED monitoring

Database:

Feed:
Using database of Ted monitoring. Data is directly updated by TED application.

Database engine:
Oracle 10G

Size:


10 GB

 verS Server hardware

4.3.2. Current BO 6.5.1 Architecture Scheme

Please note that a migration to the new architecture scheme, whose outlines are presented in the next point, is planned.


[image: image2]
4.3.3. BO XI 3.1 Architecture Scheme (after migration)

[image: image3]
4.3.4.  Data Warehouse – Prestop X

Objective

Automatic generation of rebilling reports in order to invoice the services provided by the Publications Office to its customers. Rebilling reports are based on the information stored in Data Warehouse (distribution details, orders, stock items and postal addresses)

General description

The PRESTOP X application is used by the Publications Office in order to track the costs of services related to the warehouse management, shipment and subscription management. These costs are calculated based on the information provided by the Publications Office’s commercial and logistics systems. Manual data entry and on-line corrections are also possible.

The information received from the legacy systems is stored in our Data Warehouse.

PRESTOP X is web-based, using Coldfusion technology and its data are fully integrated with the Data Warehouse “Stock” and “Diffusion” (see below).

Architecture

Client/Server 2-tier architecture.

Technical environment and elements

Server: 

SUN M5000 - OS Solaris 10
Database: 

Oracle 10.2.0.3 64bit
ODBC: 

Oracle 10G
Client: 


web-based client (Internet Explorer 7)
Server:


Windows 2008, Coldfusion 8

Project size (users, data…)

Number of users: 
3

Data size: 

2.5 GB
Number of tables: 
46
Number of functions: 
10

4.3.5. Data Warehouse “Stock” and “Dissemination”

The Data Warehouse “Stock” and “Dissemination” is used to collect information about the  Publications Office’s commercial and logistics activities.

Business process 

Three main business processes are covered:

· Warehouse transaction management (logical and physical transactions)

· Inventory management (periodic logical and physical warehouse snapshots)

· Shipments (based on subscriptions or on orders)

Business process “Warehouse transaction management”

Warehouse transaction management allows the user to follow the lifecycle of each publication from reception until shipment or destruction. The operational system records each warehouse transaction. On this base the full history for each publication is available. Daily data is extracted from the operational system and imported into the Data Warehouse.

Business process “Inventory management”

The inventory management process of the operational system allows the user to track the actual inventory levels. Monthly snapshots are taken to feed the Data Warehouse. The information is used to produce statistics about inventory evolution, inventory value or warehouse occupation level.

Business process “Shipments”

Contacts and subscription management are handled by the Publications Office's logistics management system. The system contains all the addresses needed for shipment. Addresses are regrouped by mailing lists. Periodically all information about shipments is extracted and imported into the Data Warehouse.

Functionality of the Data Warehouse System
The following functionality is provided by the Data Warehouse system:

· Import procedures for all business processes. Data is provided as flat files.

· Daily loading of warehouse transactions.

· Monthly loading of logical and physical inventory snapshots.

· Periodical loading of shipment data.

· Harmonization of data in order to share, merge and present the information in a uniform way to the user.

· Validation of the data according to the Publications Office’s nomenclatures (for example country codes, warehouse locations, languages, etc.)

Information Retrieval
Information retrieval is done by using the BO software. The results are obtained either by using standard - or by creating specific reports. Each business process, which has been described above, is also represented by a BO universe.

Different aggregations exist:

· by shipment destination.

· by distribution network.

· by product category.

4.3.6. Data Warehouse technical environment
Sun Solaris

BO clients

Extracted data

XP professional
BO supervisor

Data ORACLE 9.2.x to 11 G R2
4.4. Software used
The following list contains the principal software actually used in this domain. This list may evolve during the contract period.
Database management system (DBMS):
· Oracle 9.2.x to 11G R2
· ADABAS 5.1

· Microsoft SQL Server 2005 and 2008.

Operating system (OS):
· MS Windows 2008 server (both standard & enterprise edition)

· UNIX (Solaris 8-10 & Linux).

Programming languages:
· ColdFusion 8
· Dreamweaver MX (V7 in production, V8 in test)

· Java

· SQL

· PL*SQL,

· MS Visual studio, C, C++, C#, visual basic for applications.

· MS Access 

Tools: 

· Business Objects 6.5, XI 3.1 and upper versions (Infoview, Explorer, Reporter, Designer, Supervisor, Broadcast Agent scheduler NT, in future eventually also a Webintelligence server (modules Infoview and Explorer) on both Windows & UNIX).

· Microsoft Office Sharepoint Server 2007

Others: 

· Web browsers

· Microsoft Office 2003 SP2 & 2010.

4.5. Working methods 
4.5.1. Working days, hours and languages

Working hours – Working hours are the hours falling within the period from 8.30 a.m. to 5.30 p.m. (CET) on working days.
Working days – Monday to Friday, except the official public holidays, or the Commission's holidays in Luxembourg

Working languages – English and French

Number of hours to be worked per day – 7,5

Minimum compulsory lunch break - 30 minutes
4.5.2. Project monitoring

The Contractor shall designate a Project Leader (PL) who will have an overall responsibility for the execution of the contract.

The Publications Office will designate a Project Manager (PM) responsible for monitoring of the proper execution of the contract. Contractor's staff providing services at the premises of the Publications Office will be working directly under his supervision.
The costs related to the project monitoring including costs of reporting shall be included in the overheads for the other posts in the Price Schedule.
4.5.3. Execution of the contract

See article 1.4 of the Draft Contract:

4.5.4. Teams' management

The persons proposed as the teams shall be available as of 1st December 2010. During the initial duration of the contract (1st December 2010 – 31st December 2011) changing of the teams' composition is not allowed unless the replacement is a result of unforeseeable and exceptional situation or event beyond the control of the Contractor.

The procedure for changing teams' composition is as follows:

· The contractor shall submit a request, at least one month before the planned changes is going to take place, to the Publications Office together with a CV (Annex 9) of the proposed person, and un updated Team composition form (Annex 10)
· The Publications Office will evaluate proposed person against requirements set out in the Specifications. The Contractor will be informed about results of this evaluation no later than three (3) weeks following the request reception.

· The change to the team's composition can enter into force only after the Publications Office approval. From that moment the new team member can start the work at the premises of the Publications Office.
If any member of the team is going to be absent (ex. training, holiday) the Contractor shall inform the Publications Office ten (10) calendar days in advance. 
The contractor shall provide any necessary training of ten (10) days per person to the new staff, as well as to the current one (also ten (10) days per person per year) to keep their high level of its knowledge.

If during the contract's duration applications/software used is going to be upgraded/replaced/added the Contractor shall provide adequate training to the teams' members, without any additional costs for the Commission.

4.5.5. Implementation of start-up phase and hand-over

4.5.5.1.
Start-up phase
During the take-over period (01/12/2010 – 31/12/2010) Contractor's staff shall familiarize itself with the applications concerned, as well as procedures applied at the Publications Office. The start-up phase will be formalized by a kick-off meeting held on 1st December 2010. Members of the nominated and back-up team shall be present at the meeting.
During this period Contractor's staff will receive documentation and existing tools, which have been acquired/developed/implemented/operated for the purpose of the service via the previous contract.
During this period the current Contractor will continue to provide the daily services. No distribution of the ongoing works or any other kind of cross-work between the outgoing and the incoming Contractor is foreseen.
The costs related to the start-up, including the participation, in the kick-off meeting shall be included in the overall price for the direct services. Some of the activities will require the presence of the members of the nominated team and the back-up team at the premises of the Publications Office in Luxembourg.
4.5.5.1. Handover
Hand-over is foreseen for the last month of the contract's duration. During this period the outgoing Contractor shall provide all the necessary assistance to the incoming one. No distribution of the ongoing works or any other kind of cross-work between the outgoing and incoming Contractor is foreseen. During this phase the Contractor shall provide the following items:

(a) Consolidated reports covering the whole period;

(b) Archives and all associated information according to specifications defined by the Publications Office.
(c) Software application systems (including the source codes) and all data that have been managed, further developed or newly developed under the contract;

(d) Any confidential data in physical files (paper or electronic) that has been provided to him or has otherwise come into his possession during execution of the work;

(e) A statement stating the respect of confidentiality for the period as defined in the contract (article II.9 of the contract);

(f) A statement stating that no malicious code (backdoors, time-bombs, Trojan horses, worms, viruses, etc.) has been installed by any of Contractor’s staff and that the latter have taken all the necessary measures to ensure that no malicious code exists in the systems left behind and/or provided to the Commission;

Apart from those deliverables, the Contractor will destroy any security critical information and piece of software that was provided by the Institutions for the purpose of accessing servers at the Institutions during the execution of the contract. This may include sensitive information, passwords, encryption keys, personal data of people involved in the project, firewall and router configuration files, etc. 

The costs related to the hand-over, shall be included in the overall price for the direct services.
5
Annexes
Forms

1
price schedule and estimation form
2A
financial identification form
2B
legal entity form
2C
agreement /power of attorney, model 1 and model 2
3
form for identification of the tenderer
4
questionnaire for joint bids and subcontracting
5
list of documents 
6
declaration on the grounds for exclusion 
7
Economic and financial capacity questionnaire

8
Profiles definitions

9.
CV Form
10.
Team composition
11.
Technical environment and standard operating procedures of the Publications Office
1
financial bid, price schedule and estimation form (to be completed)
See Excel File.
2A
Financial identification form 
Model financial identification form

(To be completed by the tenderer and his or her financial institution)

	The tenderer's attention is drawn to the fact that this document is a model, and a specific form for each Member State is available at the following Internet address:

http://europa.eu/comm/budget/execution/ftiers_en.htm.
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"legal entity" form 
Model legal entity form

(To be completed and signed by the tenderer)

	The tenderer's attention is drawn to the fact that this document is a model, and a specific form for each Member State is available at the following Internet address:

http://europa.eu/comm/budget/execution/legal_entities_en.htm.



[image: image5.emf]PRIVATE COMPANIES

NGO

NAME(S)

 ABBREVIATION

ADDRESS OF

THE HEAD 

OFFICE

CITY

COUNTRY

VAT

D D M M Y Y Y Y

REGISTRATION NR

   PHONE FAX

E-MAIL

 CONTACT PERSON

DATE AND SIGNATURE

POSTAL 

CODE

P.O. BOX

LEGAL ENTITIES  

TYPE OF 

COMPANY

YES NO (Non Gouvernemental Organisation)

PLACE OF REGISTRATION

DATE OF REGISTRATION 

THIS "LEGAL ENTITY" FORM SHOULD BE FILLED IN AND RETURNED TOGETHER 

WITH:                                                                                           

 * A COPY OF ANY OFFICIAL DOCUMENT (E.G. OFFICIAL GAZETTE, REGISTER OF 

COMPANIES, ETC.) SHOWING THE CONTRACTOR'S NAME AND ADDRESS AND THE 

REGISTRATION NUMBER GIVEN TO IT BY THE NATIONAL AUTHORITIES;                                                                                                                                                 

* A COPY OF THE VAT REGISTRATION DOCUMENT IF APPLICABLE AND IF THE VAT 

NUMBER DOES NOT APPEAR ON THE OFFICIAL DOCUMENT REFERRED TO ABOVE.
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Agreement / Power of attorney 

Agreement / Power of attorney

Model 1

(DESIGNATING ONE OF THE COMPANIES OF THE GROUP AS LEADER AND

GIVING A MANDATE TO IT)

We the undersigned: 

– 
Signatory 1 (Name, Function, Company, Registered address, VAT number) 

– 
Signatory 2 (Name, Function, Company, Registered address, VAT number) 

– 
….. 

· Signatory N (Name, Function, Company, Registered address, VAT number), 

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

HEREBY AGREE AS FOLLOWS: 

(1) The European Commission has awarded the hybrid contract 10281 (« the Contract ») to Company 1, Company 2, …, Company N (« the Group Members »), based on the joint offer submitted by them on … ….. for the IT services (« the Services »). 

(2) As co-signatories of the Contract, all the Group Members: 

(a) Shall be jointly and severally liable towards the European Commission for the performance of the Contract. 

(b) Shall comply with the terms and conditions of the Contract and ensure the proper execution of their respective share of the Services. 

(3) To this effect, the Group Members designate Company X as Group Leader. 

[N.B.: The Group Leader has to be one of the Group Members] 

(4) Payments by the European Commission related to the Services shall be made through the Group Leader’s bank account.

[Provide details on bank, address, account number, etc.]. 

(5) The Group Members grant to the Group Leader all the necessary powers to act on their behalf in connection with the Services. This mandate involves in particular the following tasks: 

(a) The Group Leader shall sign any contractual documents — including the hybrid contract, Orders and Amendments thereto — and issue any invoices related to the Services on behalf of the Group Members. 

(b) The Group Leader shall act as a single point of contact for the European Commission in connection with the Services to be provided under the Contract. It shall coordinate the provision of the Services by the Group Members to the European Commission, and shall ensure the proper administration of the Contract. 

Any modification to the present agreement / power of attorney shall be subject to the European Commission’s express approval. 

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Commission in connection with the Services to be provided under the Contract have ceased to exist. The parties cannot terminate it before that date without the Commission’s consent. 

Signed in …. On ……….. ……… 

Name 






Name 

Function 





Function 

Company 





Company 

Agreement / Power of attorney

Model 2

(CREATING THE GROUP AS A SEPARATE ENTITY, APPOINTING A GROUP

MANAGER AND GIVING A MANDATE TO HIM/HER)
We the undersigned: 

–
Signatory 1 (Name, Function, Company, Registered address, VAT number) 

–
Signatory 2 (Name, Function, Company, Registered address, VAT number) 

–
….. 

· Signatory N (Name, Function, Company, Registered address, VAT number), 

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

HEREBY AGREE AS FOLLOWS: 

(1) The European Commission has awarded the hybrid contract 10281 (« the Contract ») to Company 1, Company 2, …, Company N (« the Group Members »), based on the joint offer submitted by them on … ….. for the IT services (« the Services »).

(2) As co-signatories of the Contract, all the Group Members: 

(a) Shall be jointly and severally liable towards the European Commission for the performance of the Contract. 

(b) Shall comply with the terms and conditions of the Contract and ensure the proper execution of their respective share of the Services. 

(3) To this effect, the Group Members have set up under the laws of ……. the Group ….. (« The Group »). The Group has the legal form of a.….. 

[Provide details on registration of the Group: VAT number, Trade register, etc.]. 

(4) Payments by the European Commission related to the Services shall be made through the Group’s bank account. 

[Provide details on bank, address, account number, etc.]. 

(5) The Group Members appoint Mr/Ms ……. as Group Manager. 

(6) The Group Members grant to the Group Manager all the necessary powers to act alone on their behalf in connection with the Services. This mandate involves in particular the following tasks: 

(a) The Group Manager shall sign any contractual documents – including the hybrid contract and amendments thereto – and issue any invoices related to the Services on behalf of the Group Members.

(b) The Group Manager shall act as a single point of contact for the European Commission in connection with the Services to be provided under the Contract. He/she shall coordinate the provision of the Services by the Group Members to the European Commission, and shall ensure the proper administration of the Contract. Any modification to the present agreement / power of attorney shall be subject to the European Commission’s express approval.

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the European Commission in connection with the Services to be provided under the Contract have ceased to exist. The parties cannot terminate it before that date without the Commission’s consent. 

Signed in ……….. On ……….. ……… 

Name






Name 

Function 





Function 

Company 





Company 
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Form for identification of the tenderer 
Identification of the tenderer

(To be completed)

Acting in the capacity of:

· Member of consortium (specify role ……………………………)

Members of a consortium, which are not the co-ordinator, only have to fill in the first paragraph – identity, a contact person and the last paragraph – declaration 

· single tenderer
Information to be included in the contract in case of award

	Identity
	Answer

	Official name of tenderer in full
	

	Official legal form
	

	Country of registration
	

	Statutory registration number
	

	Official address of tenderer in full
	

	(Internet address – if applicable)
	

	VAT registration number
	

	Person(s) designated to sign the contract – name in full and function. Please indicate if the person(s) are authorised to sign alone or together*
	


	Bank account 

The information should be consistent with the financial identification form in Annex 2A
	Answer

	Name of bank
	

	Address of branch in full
	

	Exact designation of account holder
	

	Full account number including codes
	

	IBAN code
	

	BIC code
	


	Contact person 

For administrative matters
	Answer

	Name in full and title
	

	Function
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	


	Contact person

for technical matters
	Answer

	Name in full and title
	

	Function
	

	Company name
	

	Address in full
	

	Telephone number
	

	Fax number
	

	E-mail address
	


Declaration by an authorised representative*

	I, the undersigned, certify that the information given in this tender is correct, that I accept the conditions set out in the invitation letter, the tender specifications and the draft contract and that the tender is valid

	Name in full and title
	

	Function/Position (e.g. “manager”)
	

	Telephone number
	

	Fax number
	

	E-mail address
	

	DATE/

SIGNATURE
	


* The tender must include documents proving that the person(s) designated to sign the contract as well as the person(s) signing the tender are authorised to do so. 
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questionnaire for joint bids and subcontracting
This questionnaire only has to be completed if your tender involves a joint bid or subcontracting.

Joint bid

1. 
Does your bid involve more then one tenderer?

Yes

No

The questions No 2 – 4 shall be answered only if the answer is affirmative. 

2. 
Please fill in the name of the company having power of attorney for the group of tenderer's 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

5. 
Does your bid involve subcontracting?

Yes

No

If the answer is yes, please complete question number 6., and the next page once for each subcontractor. 

6. 
List of subcontractors:

  …….….……………………………….…

  …….….……………………………….…

  …….….………………………………….

  ……….………………………………..…

  …….….……………………………….…

Reasons, roles, activities and responsibilities of subcontractors.

Please complete this page once for each subcontractor: 

Name of the subcontractor:
…….….……………………………….………………………………………..
Official legal form: 
…….….……………………………….………………………………………..
Country of registration: 
…….….……………………………….………………………………………..
Statutory registration number:
…….….……………………………….………………………………………..
(Internet address, if applicable): 
…….….……………………………….………………………………………..
Official address in full: 
…….….……………………………….………………………………………..
…….….……………………………….………………………………………..
Contact person: 
…….….……………………………….………………………………………..
Telephone number: 
…….….……………………………….………………………………………..
Reasons for subcontracting:

…….….……………………………….………………………………………..
Role, activities and responsibilities of the subcontractor:

…….….……………………………….………………………………………..
The volume or the proportion of the subcontracting:

…….….……………………………….………………………………………..
Do you intend to rely on capacities from the subcontractor 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 to the extent that the 

…….….……………………………….………………………………………..
5 list of documents to provide 
	
	DOCUMENT
	Annex to the specifi-cations
	Place in the tender

	Section One: Administrative information and evidence for access to contract

	*
	This list of document
(to be completed)
	5
	

	*
	Cover letter (to be provided)
	n.a.
	

	*
	Financial identification form (to be completed)
	2A
	

	*
	Legal "entity form" (to be completed) with supporting documents as described in point 2.4 (to be provided)
· Proof of registration number and of VAT number

· Documents showing that the person(s) signing the tender and designated to sign the contract are entitled to do so
	2B
	

	*
	Form for  identification of the tenderer (to be completed)
	3
	

	*
	Questionnaire for joint bids and subcontracting 
(if applicable, to be completed)
	4
	

	*
	If it is a joint bid, a declaration (Agreement/Power of Attorney) signed by legal representatives of all the partners of the joint bid:

· recognising joint and several liability for all the partners of the joint bid for the performance of the contract,

· giving one of the partners of the joint bid (co-ordinator) power of attorney to represent the other parties to sign and administrate the contract,
(if applicable, to be completed)
	2C
	

	*
	If subcontracting is involved in the bid, a letter of intent by each subcontractor stating its intention to collaborate with the tenderer if the contract is awarded to him

(if applicable, to be provided)
	n.a.
	

	Section Two: Documents relating to the exclusion criteria

	*
	Declaration on grounds for exclusion (to be completed) with the following supporting documents (to be provided):

· a recent extract from the ‘judicial record’ or equivalent

· a recent certificate of having fulfilled obligations relating to the payment of social security contributions or equivalent

· a recent certificate of having fulfilled obligations relating to the payment of taxes or equivalent
	6
	

	Section Three: Documents relating to the selection criteria

	a) financial and economic capacity

	*
	Economic and Financial capacity questionnaire  (to be completed) Including documents mentioned there (to be provided)
	7
	

	b) technical and professional capacity

	*
	Team composition (to be completed
	10
	

	*
	Set of CVs (to be completed) 
	9
	

	Section Four: Documents relating to the financial award criteria

	*
	Price schedule (to be completed)
	1
	

	*
	Estimation form (to be completed)
	1
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declaration on the grounds for exclusion 
	DECLARATION


1. 
Pursuant to Council Regulation (EC, Euratom) No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities (OJ L 248/1 of 16 September 2002, as amended), I, the undersigned, declare on my honour that the following grounds for disqualification do not apply to the company or organisation which I represent, or to me (if the tenderer/subcontractor is a natural person):

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

(b)
having been convicted of an offence concerning professional conduct by a judgement which has the force of res judicata;

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

(d)
not having fulfilled my obligations relating to the payment of social security contributions or my obligations relating to the payment of taxes in accordance with the legal provisions of the country of establishment or with those of the country of the contracting authority or those of the country where the Contract is to be performed;

(e)
having 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)
being subject of the administrative penalty for being guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the procurement procedure or for failing to supply an information, or for being declared to be in serious breach of his obligation under contract covered by the budget.
For (d), the applicant must submit, recent certificates issued by the competent authority of the country concerned showing that his or her situation is in order. 

The Commission will accept as sufficient evidence that none of the cases quoted in (a), (b) or (e) applies to the tenderer, the production of a recent extract from the "judicial record" or, failing this, of an equivalent recent document issued by a competent judicial or administrative authority in the country of origin or residence, showing that these requirements have been met.

Where the country concerned does not issue documents or certificates of the kind required above, they may be replaced by a sworn, or failing this, a solemn statement, made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in the country of origin or providence.

2.
Pursuant to Council Regulation (EC, Euratom) No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities, published in Official Journal No L 248 of 16 September 2002, as amended, I declare on my honour that:

· neither the company or organisation that I represent nor any member of its staff or of its board or any of its directors is placed in a situation of conflict of interests for the purposes of this tendering procedure;

· I will inform the Commission, without delay, if any situation of conflict of interests or that may lead to a conflict of interests arises;

· I have not been guilty of misrepresentation in supplying the information required by the awarding authority as a condition of participation in the contract procedure or failed to supply this information;

· the information given to the Commission for the purposes of this tendering procedure are accurate, honest and complete.

The Commission reserves the right to check this information.

Done at ....................................................., on ..................................................









  Signature:


Name of the signatory(ies) of this form (representative(s) legally authorised to represent the tenderer vis-à-vis third parties and acting on behalf of the aforementioned company or organisation)

…………………………………………………………………………………….

Name of the company/organisation represented (if applicable):
…………………………………………………………………………………….
Legal address:
…………………………………………………………………………………….
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Economic and financial capacity questionnaire

	
	2009
	2008

	Total turnover
	
	

	Turnover related to the requested tasks
	
	

	******

	Total assets / liabilities 
	
	

	Fixed assets
	
	

	· Intangible assets
	
	

	· Tangible assets
	
	

	· Financial assets
	
	

	Current assets
	
	

	· Debtors / debts due within one year
	
	

	· Debtors / debts due after one year
	
	

	· Cash (bank & hand)
	
	

	· Stocks
	
	

	· Other current assets
	
	

	Capital
	
	

	· Subscribed capital
	
	

	· Reserves
	
	

	· Profits and loss brought forward
	
	

	· Provisions
	
	

	Creditors
	
	

	· Short term bank debt (to be paid within one year)
	
	

	· Long term bank debt (to be paid after one year)
	
	

	· Short term non-bank debt (to be paid within one year)
	
	

	· Long term non-bank debt (to be paid after one year)
	
	

	· Other debts
	
	

	******

	Turnover 
	
	

	Other operating income
	
	

	Costs of staff
	
	

	Costs of material 
	
	

	Gross operating profit 
	
	

	Net operating profit 
	
	

	Financial profit
	
	

	Profit / loss on ordinary activity
	
	

	Profit / loss for the financial year
	
	


Company:


Date:


Name:


Signature:



The following documents shall be attached:

· Balance sheet for the year 2009-2008
· Profit and loss account for the year 2009-2008
8 Profiles Definitions
Analyst- Programmer (ANA-PROG)

	Nature of the tasks
	· Analysis of user requirements, high-level design.
· Detailed analysis and design.
· Technical analysis and design.
· Prototyping.
· Coding in different programming languages.
· Unit and integration testing.
· Optimization of source code.
· Authoring of technical documentation and end-user documentation.
· Provision of assistance for end-user training.
· Participation in meetings with the users.

	Education
	· Successful training of at least 3 years in computer science by a competent institute.

	Languages
	· Good knowledge of English and French.

	Knowledge and skills

	· Ability to participate in multi-lingual meetings and ease of communication.
· Capability of integration in an international/multicultural environment, rapid self-starting capability; experience in team working is mandatory.
· Excellent knowledge of Adobe Coldfusion 8
· Excellent knowledge of Adobe Dreamweaver MX 6, 7 & 8

· Basic knowledge of Oracle 10G
· Basic knowledge of Business Objects 6.5.1
· Basic knowledge of Business Objects XI v3.1
· Basic knowledge of Microsoft Office Sharepoint Server 2007

· Basic knowledge of Microsoft SQL Server
· Basic knowledge of Microsoft Visual Studio.Net
· Excellent knowledge of Structured Systems Analysis and Design Method

	Experience

	· 3 years experience in IT.

· 2 years of experience in analysis and design.

· 2 years of experience in development based on the technology currently used

· Experience in multi-client and multi-national environments.


Analyst-Programmer Sharepoint: ANA-PROG-SP
	Nature of the tasks
	· Analysis of user requirements, high-level design.
· Detailed analysis and design.
· Technical analysis and design.
· Prototyping.
· Coding in different programming languages.
· Unit and integration testing.
· Optimisation of source code.
· Authoring of technical documentation and end-user documentation.
· Provision of assistance for end-user training.
· Participation in meetings with the users.

	Education
	· Successful training of at least 3 years in computer science by a competent institute.

	Languages
	· Good knowledge of English and French.

	Knowledge and skills

	· Ability to participate in multi-lingual meetings and ease of communication.
· Capability of integration in an international/multicultural environment, rapid self-starting capability; experience in team working is mandatory.
· Excellent knowledge of Microsoft Office Sharepoint Server 2007

· Good knowledge of Microsoft SQL Server
· Basic knowledge of Adobe Coldfusion 8
· Basic knowledge of Adobe Dreamweaver MX 6, 7 & 8
· Basic knowledge of Business Objects 6.5.1
· Basic knowledge of Business Objects XI v3.1
· Basic knowledge of Oracle 10G
· Excellent knowledge of Microsoft Visual Studio.Net.

· Excellent knowledge of Structured Systems Analysis and Design Method

	Experience

	· 3 years experience in IT.
· 2 years of experience in analysis and design.
· 2 years of experience in development based on the technology currently used.
· Experience in multi-client and multi-national environments.


Analyst-Programmer Business Objects: ANA-PROG-BO

	Nature of the tasks
	· Conception, development and maintenance of universes.
· BO Server management & tuning.
· Analysis of new user requirements.
· Prototyping (universes and reports).
· Development of queries and reports.
· Unit and integration testing.
· Authoring of technical documentation and end-user documentation.
· Provide assistance for end-user training.
· Assistance for control and test of related software provided by other external system suppliers (universe definitions, reports…).
· Participation in meetings with the users.

	Education
	· Successful training of at least 3 years in computer science by a competent institute.

	Languages
	· Good knowledge of English and French.

	Knowledge and skills

	· Ability to participate in multi-lingual meetings and ease of communication.
· Capability of integration in an international/multicultural environment, rapid self-starting capability; experience in team working is mandatory.
· Excellent knowledge of Business Objects 6.5.1
· Excellent knowledge of Business Objects XI v3.1
· Excellent knowledge of Oracle 10G
· Excellent knowledge of Oracle 10i Financial
· Basic knowledge of Adobe Coldfusion 8

· Basic knowledge Dreamweaver MX 6, 7 & 8
· Basic knowledge of Microsoft Office Sharepoint Server 2007
· Good knowledge of Microsoft SQL Server

	Experience

	· 3 years experience in IT.
· 2 years of experience in analysing, developing and maintaining Business Objects universes.
· 2 years of experience with Oracle databases.
· Experience in multi-client and multi-national environments.
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CV Form
1. Use of this form is mandatory. Only CVs submitted on this form will be evaluated.

2. Each CV shall consist of

· one CV – front page (adding an additional page is not allowed)

· one CV – education/training certification page (adding an additional page is not allowed)

· one CV – expertise page (adding an additional page is not allowed)

· at least one CV – experience page (adding an additional page is allowed)

	CV – front page

	Tenderer
	
	CV no
	

	Name
	
	Year of birth
	

	Designation
	Nominated Team  □                  Back-up Team □

	

	Employee-employer relationship
	Employee   □
Freelance    □
	Number of months working for the tenderer
	

	

	Languages

(level: mother tongue, excellent, very good, good, average)
	English
	French

	
	
	

	

	Date of IT Career started:
	

	Highest relevant educational qualification
	

	Short characteristic of the person




	CV – education/training/certification page

	Tenderer
	
	CV no
	

	Name
	
	Year of birth
	

	Designation
	Nominated team  □                  Back-up Team □

	Education

	Diploma
	Institution
	Subject
	Period of studies

(from/to – mm/yy)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Professional training 

	Name
	Organised by
	Period

(from/to – mm/yy)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Certification

	Name
	Issued by
	Date achieved or planned to achieve

(mm/yy)
	Validity date

(mm/yy)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	CV – expertise page – ANA-PROG

	Tenderer
	
	CV no
	

	Name
	
	Year of birth
	

	Expertise
	Experience

(in months)
	Level

(excellent, very good, good average, basic, none)

	Adobe Coldfusion 8
	
	

	Adobe Dreamweaver MX 6, 7 & 8
	
	

	Oracle 10G
	
	

	Business Objects 6.5.1.
	
	

	Business Objects XI v3.1.
	
	

	Microsoft Office Sharepoint Server 2007 
	
	

	Microsoft SQL Server
	
	

	Microsoft Visual Studio.Net
	
	

	Structured Systems Analysis 

and Design Method
	
	


	CV – expertise page – ANA-PROG-SP

	Tenderer
	
	CV no
	

	Name
	
	Year of birth
	

	Expertise
	Experience

(in months)
	Level

(excellent, very good, good, average, basic, none)

	Microsoft Office Sharepoint Server 2007 
	
	

	Microsoft SQL Server
	
	

	Adobe Coldfusion 8
	
	

	Adobe Dreamweaver MX 6, 7 & 8
	
	

	Business Objects 6.5.1
	
	

	Business Objects XI v3.1
	
	

	Oracle 10G
	
	

	Microsoft Visual Studio.Net
	
	

	Structured Systems Analysis 

and Design Method
	
	


	CV – expertise page – ANA-PROG-BO

	Tenderer
	
	CV no
	

	Name
	
	Year of birth
	

	Expertise
	Experience

(in months)
	Level

(excellent, very good, average, basic, none)

	Business Objects 6.5.1
	
	

	Business Objects XI v3.1
	
	

	Oracle 10G
	
	

	Oracle 10i Financial
	
	

	Adobe Coldfusion 8
	
	

	Adobe Dreamweaver MX 6, 7 & 8
	
	

	Microsoft Office Sharepoint Server 2007 
	
	

	Microsoft SQL Server
	
	


	CV – experience page

	Tenderer
	
	CV no
	

	Name
	
	Year of birth
	

	Designation
	Nominated Team  □                  Back-up Team □

	

	Project duration

(from/to – mm/yy)
	
	Period of person's participation  (from/to – mm/yy)
	

	Short description of the project



	Person's role in the project



	Expertise indicated on the expertise page used during the project

(please explain for what purpose relevant expertise was used)
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Team composition
	
	Nominated Team
	Back-up Team

	ANA-PROG
	
	

	ANA-PROG-SP
	
	

	ANA-PROG-BO
	
	


Done at ....................................................., on ..................................................









  Signature:
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Technical environment and standard operating procedures of the Publications Office

Purpose of the document
This document gives a general overview of the technical environment of the Publications Office - hereafter referred to as the Office – as well as some general rules linked to the technical organisation of the Office and applicable to all applications hosted at the Office.

Disclaimer

The information contained in this annex reflects the situation in force at the Office at the time of publishing of this document.

It does not commit the Office for the future evolution of its data processing and networking environments.

The present document is subject to change at any moment and its content may also vary in dependency from a given project.

It is the responsibility of the contractor/supplier to request in good time the relevant version of this document for a given project or purchase order.

The Office will provide the relevant version of this document to the contractor/supplier in any case during the kick-off meeting.

Only the relevant version identified for a given project or purchase order shall be binding.

As long as no update has been provided by the Office, the current version remains binding.

In particular, the environment to take into consideration for a specific project/purchase order - especially the exact software versions - will be fixed at the very beginning of the project. This also includes the rules to apply by both parties in order to modify this environment.

The Office strongly advises the contractor/supplier to ask for clarification in case of doubt about the contents of this document. If requested by the contractor/supplier, a meeting can take place at the very beginning of the project to answer questions and, to a certain extent, examples of the expected documents could be provided.

Technical environment of the Office

a) Introduction

The Office makes a distinction between systems used for office automation and administrative information systems on the one hand and systems used for production on the other hand. The quality of service and the constraints of availability are more tying on the production systems, since external partners with contractual agreements are already in place. Another important difference between these two types of information systems is linked to their architecture. The production information systems are usually spread over several servers and include complex production chains with processing on all nodes, whereas administrative and office automation systems are simpler and frequently use a one-to-one relationship between a server and its clients.

However, the same basic infrastructure is made available for both types of information systems, as described hereafter.

The Office recently deployed a DRP (Disaster Recovery Plan) making use of 2 different geographical sites and based on the following principles:

· The DRP is conform to the Contingency Plan of the Office

· The data replication between the 2 sites is synchronous

· Both sites are hosting "active" applications

Unix is the recommended environment for production systems while office automation systems are normally hosted on Windows servers.

The Office fosters professional methods of managing systems and therefore implements monitoring tools for critical systems and produces statistics on the use of resources and on the quality of service provided.

The Office promotes the implementation of the three tiers architecture, using thin clients, application servers and mainly Oracle databases because of performance, scalability and flexibility reasons.

The Office also promotes the virtualisation of services and the use of abstraction layers in order to increase flexibility. This implies in particular that:

· All web-based applications must allow the deployment and the correct operation behind any http reverse proxy chain.

· All applications must allow virtual hosting i.e. the binding of the application to only some of the IP addresses/hostnames of a multihomed server

· All applications must allow easy integration in the DRP of the Office

· All applications must be compatible with an MS Windows 2003 terminal server architecture

The Office’s core business applications are tested on dedicated machines, before the production is spread over several production servers tightly interconnected.

On the hardware side, the technical data processing infrastructure is currently made of several components that can be grouped into the following categories:

· Network and telecommunications

· Storage and backup systems

· Workstations and peripherals

· Unix servers

· Windows servers

The hardware/software architecture to use within the framework of a project is generally proposed by the contractor/supplier. However, the Office will always first validate this architecture in order to evaluate the consistency of the proposal with the environment of the Office.

b) Network and telecommunications

The Office’s staff is spread over several buildings. The Office’s buildings use a unique cabling system for the telephone as well as for the TCP/IP network for data. This structured cabling system uses copper connections category 5 (or higher) to desktop computers, and optical fibre connections for backbones and to high-end servers with a throughput up to 1 Gbps. The patching mechanism relies on the AT&T 110 standard and the RJ45 standard. Both networks deal with about 1000 telephones and 1000 Ethernet devices, and will continue to grow with potential new sites.

The telephone system is based on Siemens telephone exchanges, carrying out all dial-up services, regular dial-up connections to contractors, and even backup connections for leased lines. The Office telephone network is part of the European Commission telephone network, but it’s fully managed by the Office network team. Videoconferencing is also made available to the end-user. 

The Wide Area and the Metropolitan Area Networks (between buildings) use leased lines, either over dark fiber high speed connections (1 Gbps) or over 2 Mbps connections to the PSTN
. IP multiplexers are deployed to share high speed lines between voice and data.

The following picture shows the interconnection of the TCP/IP network of the Office.
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In particular, connections with the contractors working for the Office use 2 Mbps leased lines or the EURO ISDN network for lower speed data transmission. These dial-up services are available through Basic Rate or Primary Rate interfaces of a TCP/IP router. The ISDN dialup service is in many installations also serving as a backup solution for the leased line connection.

The most common application for the Office remote access service is file transfer (FTP). Files are transferred via a FTP gateway installed in the Office DMZ. 

The TCP/IP network is also interconnected with the network of the European Commission that is connected to the Internet and to the TESTA II network (Trans-European Services for Telematics between Administrations). The TESTA II network allows the Office to establish private connections with most of the national Administrations of the EU Member States and most of the EU Institutions. FTPStore is a service offered by DIGIT/Commission for sending and receiving files over the public Internet or via the TESTA network. FTPStore is not offering any notification or monitoring of file movements. 

All accesses that make use of the network of the European Commission (e.g. Internet accesses) have to comply with the general security rules of the Commission. This also implies that all sub-mentioned networks are interconnected through stateful inspection firewalls. In particular, outbound direct internet access is NOT allowed. Applications that require internet access have to be "proxy aware".

Three Windows servers running the MRS software offer fax services and are part of automatic production chains in the daily publishing process. The fax servers are running MRS of Cycos. These systems also integrate the voice mail system with the Office e-mail server in the computer telephone integration. 

c) Storage and backup systems

The Office has decided to strengthen the quality and reliability of the data by centralising the administration of the data storage service on storage systems such as EMC² (mainly for production systems) and Sun Microsystems T3, 6130 and 6140 (mainly for non-production systems). 

Generally RAID-1 is used for production systems while RAID-5 is used for non-production systems. Around 20 Terabytes of data are currently made available to end-users and applications. This amount is steadily increasing together with the number of users and with a wide usage of electronic documents in the Office; the increase rate is about 30% per year.

The backup system is currently under revision to implement an improved backup strategy based on LAN-less and server-less procedures used in a SAN
 context. 

The Office will focus its storage and backup strategy on:

· Online storage consolidation (SAN)

· Storage on demand

· Advanced centralised backup

· Archiving

The current backup policy and procedures are described in Appendix A.

d) Workstations and peripherals

In terms of software, the standard configuration for the workstations is the following:

	Type
	Product/Version

	Operating system
	MS Windows XP SP2

	Office automation suite
	MS Office 2003

	Web browser
	MS Internet Explorer 7 (with 128 bits encryption)

	XML tools
	XMLSpy (development)

XMetal (Authoring)

	Reporting tools
	Business Objects 5.1 – 6.x

	Mail client
	MS Outlook 2003

	Connection middlewares and runtimes
	SQL*Net 2.3.4

NET 8.1.7 - NET 9.x

ODBC

	Anti-virus
	McAfee VirusScan 8.1


Some other local productivity tools (Visio, Microsoft Project...) could also be found on the workstations as well as more specialised tools which are used for publishing (Adobe Photoshop, QuarkXPress ...).

The Office can sometimes have to apply hotfixes to ALL workstations without any prior notification if deemed necessary (e.g. for security reasons).

A small number of workstations are Unix-based or Macintosh-based (for DTP).

In terms of hardware, the workstations are ranging from Pentium 4 2.5 GHz to Pentium Core 2/ AMD Athlon64 X2 with 512 to 2 GB of memory.

Various types of peripheral equipment are also installed, such as local and remote printers, faxes, scanners, CD burners, etc.

All workstations are clients of the Landesk Workstation Manager server, which allows remote control and software/hardware inventory.

Local data on the workstations is not backed up and users are therefore encouraged to use only shared resources for storing valuable/persistent information.

e) Unix servers

The Office computing centres host more than 30 Sun Microsystems servers mainly based on the Sunfire platform, ranging from the SF V210, V890 up to the SF25000, on T5220/T5240 Enterprise servers and on M5000 Enterprise servers. The CPU's are mainly SPARC 64-bits Ultra Sparc III+ (1200 MHz), Ultra Sparc IV (1500 MHz), Ultra Sparc VI (2.15 GHz) and T2 (1.2 GHz). These servers host more than 20 virtual servers (container/zone).

In terms of software, the following table gives an overview of the main products used:

	Type
	Product/Version installed
	Product/Version recommended for all new developments

	Operating system
	Sun Solaris 2.6 - 8 – 9 and 10
	Solaris 10 in zone/container

	DBMS
	Oracle from 8.0.5 to 11g R 2

ADABAS 5.1
	Oracle 11gR2 

Character set: AL32UTF8

	Text retrieval
	Oracle Intermedia/Context
	Oracle Intermedia/Context

	Web servers
	Sun ONE Web Server

Apache 2.x
	Apache 2.x

	Application servers
	Adobe ColdFusion MX6.1

Apache Tomcat 4.x, 5.x

JBoss 2.4

Oracle iAS 9.0.2

BEA WebLogic 8.1
	Adobe ColdFusion MX 8

Apache Tomcat 6

JBoss 5.x

Oracle WebLogic 11


	ERP
	Oracle Financials 11i
	Oracle Financials 11i

	Programming languages
	Java 1.4.x/1.5.x

Natural 6.2
	Java 1.6.x

	Scripting languages
	Perl 5.6

sh/ksh
	Perl 5.10

sh/ksh

	Workflow/Document management systems
	
Documentum Content Svr 5.2.5
(incl CRS/DTS module)
	Documentum Content Svr 6.5 or above

Other third party products

	Reporting tools
	Business Objects WebI 2.7 (hosted at DIGIT/DC)
	Business Objects XI 3.1 (hosted at DIGIT/DC)

	Search and index tools
	
	Autonomy IDOL 7

	Web analytics tools
	Webtrends Analytics v8.7d Marketing Warehouse v4.0
(Windows 2008 version)
	Webtrends Analytics v8.7d Marketing Warehouse v4.0
(Windows 2008 version)

	XML related tools
	XSV (XSML Schema)

RXP (DTD)

SAXON (XSLT)
	XSV/XERCES (XML Schema)

RXP (DTD)

SAXON/XALAN (XSLT)

	Middelware
	WOOD

	WOOD


	Monitoring tools
	Nagios

	Nagios 3.x



	Backup
	Networker 7.2
	Networker 7.5.x


More than 90 Oracle instances (production + test) are currently installed.

Monitoring and reporting tools have been built around small third-party products and in-house developments.

For critical applications, Sun Cluster installations have been built.

In general, application processes exchange data either by mail or by FTP using a dedicated and in-house developed proprietary tool (WOOD – Worldwide Object Dispatcher).

Besides the exchange of data (files) between processes – eventually running on distinct servers – this tool allows the triggering of processes based on the arrival of a file in a predefined directory. The tool is written in Perl and uses normally FTP as underlying protocol but could theoretically use whatever standard file transfer protocol (e.g. scp). Due to the asynchronous character of this tool, the WOOD cannot guarantee the eventual sequencing of the data exchanged. If sequencing is an issue, it must be managed at application level.

The Office strongly advises the contractor/supplier to ask for practical implementation guidelines before to start any development that could require integration/interaction with the WOOD.

The standard file system organization (directory structure) for the Unix servers is described in Appendix B.

Direct dependencies between servers (e.g. NFS mounts, DB links, ...) are generally prohibited.

f) Windows servers

The Office computing centre hosts about 60 MS Windows servers in a Windows 2003 Active Directory domain. Some servers are virtual machines running on VMware. All new physical servers are 2 or 4 CPU servers. Some are installed in cluster mode (for critical data and processing). 

Besides standard functions like user authentication, roaming profiles, home directories, shared drives (public/group) and print services that are spread over several servers in order to improve reliability and performance, the Windows servers also host services like email, fax gateways, standalone applications and other small information systems (in-house developments, automated tasks using Microsoft Office products, small SQL server DB, IIS servers with Coldfusion, etc.).

	Type
	Product/Version installed
	Product/Version recommended for all new developments

	Operating system
	MS Windows 2000 Server SP4

MS Windows 2003 Server
standard edition/enterprise edition 
	MS Windows 2008  Server
standard edition/enterprise edition

	OS virtual servers
	VMware ESX Server 2.51 – 3
	VMware ESX Server  3.5

	DBMS
	MS SQL Server 2000
	MS SQL Server  2005

	Web servers
	IIS 5 – 6
	IIS 6 or +

	Application servers
	ColdFusion MX6.1 -7
	ColdFusion  MX8

	Programming languages
	Visual Basic .Net
	Visual Basic .Net

	Mail servers
	MS Exchange 2003
	MS Exchange  2007

	Reporting tools
	Business Objects WebI 2.7
	N/A

	Backup
	Networker 7.2
	N/A

	Anti-virus
	McAfee VirusScan 7.1

Trend Micro Scan Mail
	N/A


For business critical reasons, Windows clusters host the Exchange server with about 1000 mailboxes, the shared drives and the disk spaces accessible to all end-users. All production data is stored on the SAN.

Regarding security on the server side, anti-virus checking is performed on the Microsoft Exchange mailboxes and regularly on file systems. 

Standard operating procedures

a) Management of software releases, bug reports and change requests

Within his quality plan, the contractor/supplier must define a detailed and unambiguous numbering scheme for the software deliveries.

The contractor/supplier must also propose procedures for the management of bug reports and change requests. These procedures must allow to unambiguously identify every bug and every change request.

b) Software deliveries

The contractor/supplier has to include in any software delivery submitted to the Office a release note (in electronic format) containing following information:

Project/application name concerned.

Unambiguous identification
 of the version of the delivered software.

Version of the project/application on which the delivered package has to be installed

Unambiguous identification
 of the bugs/change requests concerned (if applicable i.e. mainly in case of patch)

approximate uncompressed size of the delivery

Reference to the installation instructions (as defined in the annex “Technical documentation guidelines”)

The software will be delivered in a standard archive format and with compression (tar, gzip, compress, zip, ...)

The compressed archive files will be created using relative path in order to allow decompression in whatever directory.

The delivery will include all the information necessary to check that acceptance testing has been performed by the contractor/supplier BEFORE delivering the software. This includes :

Test procedures/test cases executed

Test data used

Test results (execution report)

c) Installations
In principle, for each application, two distinct environments are set up at the Office’s premises: a test environment and a production environment. This does not preclude the fact that several applications can share the same production or test environment.

Besides the test and the production environments, the Office can decide to setup a supplementary environment in order for the contractor/supplier to demonstrate that the software he has developed can be installed and can run correctly in the environment of the Office while being in line with the standards described in the current specifications. In this case, the contractor/supplier will perform himself all installation and configuration tasks. The Office will provide the necessary access rights to the contractor/supplier so that he can perform the necessary installation and configuration tasks. The granted access rights will be limited to those allowed by the security standards of the Office. In case the Office requests the contractor/supplier to execute this demonstration, this will not give rise to the contractor/supplier to claim the reimbursement of the related costs.

The hardware installations (including OS installations) remain the exclusive prerogative of the Office.

No software installation in the production environment will be allowed without prior validation in the test environment.

In principle, no development environment will be set up at the Office’s premises. The Office strongly advises the contractor/supplier to set up at its premises a development environment similar (e.g. same OS version, same RDBMS version…) to the target production environment. It remains the responsibility of the contractor/supplier to make sure that software deliveries will run correctly in the Office’s technical environment. 

The Office reserves the right to impose to the contractor/supplier to perform all development activities on the environment(s) provided by the Office. In this case, the environment(s) provided will generally be located at the Office’s premises and be in line with the standards described in the current specifications. The Office will provide the necessary access rights to the contractor/supplier so that he can perform the necessary development tasks. The granted access rights will be limited to those allowed by the security standards of the Office. The decision of providing or not development environment(s) remains a prerogative of the Office. The contractor/supplier is in no way allowed to request from the Office the provision of development environment(s) nor can subordinate the execution of tasks to the provision of development environment(s) by the Office.

All software installations in the test and production environments are normally done by the Office’s staff with the assistance/support of the contractor/supplier, but depending on the complexity of the installation to perform (as evaluated by the Office), either it does not require the support of the contractor/supplier or the support of the contractor/supplier is formally required.

Any software installation (including patch installations) performed by the Office's staff requires the software delivery to be in accordance with the rules mentioned in the previous paragraph (software deliveries). 

The minimal contents of the Installation Instructions are described in the annex “Technical documentation guidelines”.

The contractor/supplier is free to add any information deemed useful.

The installation instructions must offer the opportunity to arbitrary and independently choose the installation, execution and data directories.

A script allowing checking the availability and the response time of the application - as seen by the end-user – must be delivered. The triggering mechanism of this script must allow its easy integration in whatever integrated monitoring system.

A detailed procedure allowing copying the production environment to a test environment must be delivered. This procedure must clearly indicate the parameters to modify in order to have a fully operational system in the test environment after completion of the copy procedure. The procedure must require as few manual interventions as possible.

In order to ensure smooth installations and to evaluate the need for assistance/support, the installation instructions will be - unless otherwise stated - delivered to the Office, 5 days before the official software delivery date i.e. 5 days before the start of the official installation period.

The Office strongly advice the contractor/supplier – when possible (e.g. web application) – to setup as soon as possible a remote access to one of his environments in order to give the Office’s staff the opportunity to have a first impression of the application being developed before any installation at the Office’s premises.

d) Technical tests

Prior to be put in production and prior to any official acceptance, the Office will conduct specific technical tests in order to evaluate the "manageability readiness" of the application.

The technical tests will be performed by the Office's staff in close collaboration with the contractor/supplier and based on test procedures/test cases prepared by the contractor/supplier.

The contractor/supplier will prepare a report of the execution of the technical tests. He will deliver this report to the Office, together with the test data used. The test procedures/test cases will first be validated by the Office.

The test procedures/test cases must allow validating at least following elements:

· Application start and stop procedure

· Application backup and restore procedure (including consistency checks after restore)

· Disk space usage

· Localization of the log files

· Operational periodic tasks (data reorganization, purging, archiving, indexing...)

· Correct working of the interfaces

· Virtualization capabilities (application ability to move from one server to another one) in a Disaster Recovery Plan context

Not only the effectiveness of the procedures but also their efficiency (duration) must be tested. Their impact on the overall performance of the system must be evaluated too.

The technical tests must be conducted with a significant amount of data in order to evaluate the impact of volumes on performance, efficiency and effectiveness.

The test procedures/test cases must refer to procedures described in the System Operation Manual in order to validate this manual.

The minimal contents of the System Operation Manual are described in the annex “Technical documentation guidelines”.

The contractor/supplier is free to add any information deemed useful.

The contractor/supplier will foresee in the planning of the project a dedicated period of time for the execution of technical tests.

e) Access to the Office's environment

No direct access (telnet, ftp...) to the Office's environment (production or test) will be granted to the contractor/supplier.

Specific interfaces (e.g. Web/CGI) have to be developed for the administration of the application (e.g. periodic follow-up) and/or the production follow-up. Especially the access to interfaces (data exchange directories) must be controlled by the application in order to validate the contents of the data exchanged and to allow the "replay" of data transfers.

Appendix A: Current backup policy and procedures

1. Categories of backup jobs

The following backup jobs are distinguished: 

· full backup: backup of all data.

· level backup (differential backup): backup of all data changes since the last lower level backup (full backup corresponds to level 0). Only one level is currently defined. Thus, level backups are always performed with respect to a full backup.

· incremental backup: backup of data changed since the last backup, independently of its type.

2. Backup policy:

· All Unix and Windows servers are clients of one Unix central backup server running Legato Networker. This server stores the backup sets on one tape library. This library is able to handle up to 1200 tapes and is connected to the SAN.

· The jobs are scheduled between 8 p.m. and 2:30 a.m. The effective backup might start only after the scheduled pre-processing jobs (e.g. database snapshot) have been finished.

· Full backup jobs are generally run once per week and are distributed between all days of the week.

· Level jobs (i.e. differential jobs) are run 4 times per week between Monday and Friday every day the full backup job is NOT run.

· Incremental jobs are run once a day, except the day of full backup.

· The browse policy (direct access to file and directory information of the backuped file systems) and the retention policy are generally set to 3 months.

· Software compression is used on the client.

· Hardware compression is used at tape device level.

· No separation is made between full, level (differential) and incremental job tapes.

· The backup tapes remain in the tape library. The reusability of these tapes is controlled by the software.

· The tapes are cloned.

· Cloned tapes are removed regularly by the computer center operators and placed in the safe.

· The backup software provides appropriate features to assure that the data of a tape volume can be safely overwritten.

3. Backup of Oracle databases:

One or a combination of the following techniques is used:

· Logical database backup: Oracle export dump files are generated while the database is in restricted access mode. These files are written on the file system of the corresponding servers. The database is then stopped and backups of the server file systems are made within the global backup framework.

· Physical cold backup: The database is stopped and backups of the server file systems are made within the global backup framework.

· Physical hot backup: An open database backup is done (alter tablespace ... begin backup ; alter tablespace ... end backup).

· RMAN (oracle recovery manager): All standard features of RMAN are used.

· "Freeze"/Snapshot techniques: In order to limit the unavailability of the database during the physical cold backup, the database is stopped only during the time needed to make a "freeze" or a snapshot of the file systems hosting the database. The "freeze" or the snapshot is then available for tape backup or for restore purposes.

· A snapshot consists in attaching an additional mirror volume for the desired directories and to make a synchronisation between the additional mirror and the mirrored volume.

· A "Freeze" consists in keeping the state of a file system at the given “Freeze” time by means of a second file system with exactly the same directory structure. Prior to any modification of the "frozen" file system, the unmodified data is copied to the second file system. By combining both file systems, the “Frozen” state is always available.

4. Implementation:

It is the responsibility of the Office to define the objectives to reach in terms of availability/unavailability of the application.

Based on these requirements, the contractor/supplier must define the backup procedures to implement in order to fulfil the requirements. Ideally, the contractor/supplier must base these backup procedures on techniques the Office’s staff is familiar with (see contents of this appendix).

If the wishes of the Office in terms of availability cannot be satisfied with techniques the Office’s staff is familiar with, the contractor/supplier must provide a full description of the procedures and techniques to use so that the implementation by the Office’s staff could happen smoothly.

Appendix B: Standard file system organization on Unix systems

 (directory structure)

In order to ease the co-existence of applications on the same server and to ease the potential move of an application to another server, applications are generally installed under /applications/application_name/ where application_name refers to the name of the application. 

This level is then subdivided into:

· /applications/application_name/users which is itself subdivided into:

· /applications/application_name/users/system: directory simulating the root directory for the application. Specific products used by the application are installed here (e.g. the web server is installed under /applications/application_name/users/system/apache/, the application server is installed under /applications/application_name/users/system/tomcat/).
· /applications/application_name/users/oracle: Oracle application, oracle environment, and oracle admin directory.
· one or more directories /applications/application_name/users/user_name: home directories of the users user_name used by the application. These directories are linked to /home/user_name. Generally, there is only one directory /applications/application_name/users/user_name and user_name is identical to application_name.
· /applications/application_name/xchange: root of interfaces (in case of exchange of data with remote applications). The following specific structure is used:

· /applications/application_name/xchange/remote_application_x/(sublevel if necessary)/in for incoming data and 

· /applications/application_name/xchange/remote_application_x/(sublevel if necessary)/out for outgoing data

where application_name refers to the name of the application and remote_application_x refers to the name of the remote application.

e.g. /applications/eub/xchange/eudor/in is used for the data flow exchange from eudor to eub.


/applications/eub/xchange/gescom/gcb/out is used for the data flow exchange from eub to the gcb part of gescom.

· /applications/application_name/oradata: Oracle datafiles.

· /applications/application_name/oraexp: Oracle exports 

· /applications/application_name/oralog: Oracle online archive logs.

Deviations from this description are possible but the Office must first validate the deviations.

	/applications
 |

 -- /application_name
     |

     -- /users
     |   |

     |   -- /system (to install by Publications Office)

     |   |   |

     |   |   -- /init.d                                             Start/stop scripts

     |   |   |

     |   |   -- /product_1 (e.g Tomcat - Apache - ...)

     |   |   |

     |   |   -- /...

     |   |   |

     |   |   -- /product_n

     |   |

     |   -- /oracle                                                 oracle binaries

     |   |

     |   -- /user_name_1  (link to /home/user_name_1)

     |   | 

     |   -- /...          (if required - link to /home/...)

     |   | 

     |   -- /user_name_n  (if required - link to /home/user_name_n)

     |

     -- /oradata                                                    oracle datafiles

     |

     -- /oraexp   (if required)                                     oracle export

     |

     -- /oralog                                                     oracle logs

     |

     -- /data_1   (e.g. Documentum filestore)                       appli data

     |

     -- /data_... (if required)                                     appli data

     |

     -- /data_n   (if required)                                     appli data

     |

     -- /xchange
         |

         -- /remote_appli_1

         |   |

         |   -- /in

         |   |

         |   -- /out

         |

         -- ... other interfaces ...

(The names of the different filesystems are in bold)
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BusinessObjects XI architecture scheme


Source DB, BO full client + browser at Publications Office


Other BO infrastructure hosted at DIGIT (indicative)








� Moundy Thursday, Good Friday, Eastern Monday, Labour Day, Ascession Day, Whit Monady, Assumption day, 23 June (Luxembourg National Day), 1st and 2nd of November, period 23/12-01/01 (inclusive). 


� In case of the contract's termination those items shall be provided no later than two (2) weeks following the reception of the letter terminating the Contract by the Contractor.


� Public Switched Telephone Network


� Storage Area Network


� The use of WebLogic must be justified and must be validated by the Office


� proprietary tool based on Perl


� proprietary tool based on Perl


� In accordance with the procedure defined in the approved quality plan


� In accordance with the procedure defined in the approved quality plan
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