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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, who will sign the contract and monitor its implementation.
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

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


1.2. Nature of the contract
The contracts will be ”cascade” framework service contracts with the title: CT 10352 "Processing of notices for publication in the OJ S", concluded in a form of separate but identical contracts with three (3) economical operators per lot at most provided that there are enough economic operators who satisfy the exclusion and selection criteria in the first phase and enough eligible tenders satisfying the award criteria in the third phase of the procedure. The second contractor in the order of the cascade will only be asked to provide the services foreseen in the contract if the contract with the first contractor has been terminated. The third contractor in the order of the cascade will only be asked to provide the services foreseen in the contract if the contracts with the first and the second contractors have been terminated.

As exact implementing conditions, quantities and/or delivery times cannot be indicated in advance, the Commission intends to conclude a framework contract, which shall establish the basic terms for a series of order forms and/or specific contracts to be issued or concluded over its duration. Framework contracts do not give rise to any direct obligation on the part of the Commission, it is only their implementation through specific contracts and/or orders that is binding on the part of the Commission. 

The estimated volume of the contracts is 86 000 000 euro over a maximal period of 5 years and for which the distribution on the lots is as follows: 

· lot 1 : 28 500 000 euro;
· lot 2 : 57 500 000 euro.

1.3. Subject and background of the contract
One of the Publications Office’s legal obligations laid down in a number of legal acts (see Annex TS01) is to publish the Supplement to the Official Journal of the European Union (hereinafter referred to as the ‘OJ S’). On one hand, the TED Unit of the Publications Office is assisting the contracting authorities/entities and other bodies (hereinafter, competent bodies) to comply with an obligation of transparency and publicity regarding public funds' spending or other activities. On the other hand, it is carrying out the Commission's obligation to publish public procurement or other notices to be published in the OJ S. EU-wide advertising of business opportunities aims to facilitating the cross-border procurement, as well as to enhancing competitiveness, and to resulting of better value for money.
The OJ S contains on average more than 1500 notices per daily edition with every notice – complete or summary only – available in all the official EU languages. In addition, a cumulative weekly edition which collects the contents of the five last daily editions (including the current day edition) is published on Tuesdays. This cumulative edition is available for subscription and is sent to the relevant competent bodies as a proof of publication of their notices.

The data is made available: 

· online: via TED (Tenders Electronic Daily: http://ted.europa.eu);
· in structured XML format: daily distribution to licence holders through an “environment for licence holders”;
· on a weekly DVD-ROM: the cumulative edition as described above.
In addition to current notices, TED, the online edition of the OJ S, also gives access to the archives of the OJ S for the past five years. TED is available free-of-charge and is updated five times a week on Tuesdays, Wednesdays, Thursdays, Fridays and Saturdays.
The purpose of this call for tenders is the processing (i.e., preparation, inputting, translation, proofreading, codification and administrative monitoring [preventing double publications, triggering requests for missing information and recommendations for improving quality, etc.]) (see list of tasks Technical Annex TS06
) of public procurement and other notices to be published in the OJ S and related products. This corresponds to notices' lifecycle from their reception by the Publications Office until their readiness for publication, or until their deletion.

The call for tenders is divided into two lots:

Lot 1: covers the processing of notices without translation activities needed. This means mainly: 
-
public procurement notices submitted by national competent bodies using standard forms; additional information and corrigenda notices; notices submitted in all the official EU languages; 
-
public procurement notices submitted in one EU language with their titles submitted in all the official EU languages; 
-
notices informing about registration, deletion or transfer of European Economic Interest Groupings (hereinafter, EEIG), European Companies (hereinafter, EC), European Cooperative Societies (hereinafter, ECS);
-
notices containing exchange rates used for European Development Fund (EDF) transactions, etc. 

Lot 2: covers the processing of notices with translation activities needed. This means mainly:

-
notices submitted by the EU institutions in standard or DEVCO
 forms, annual list of contractors, call for expression of interest, etc. for which title and free text are to be translated, while standard headings are already translated;
-
notices produced using non-standard templates by the EU institutions which are to be entirely translated;

-
notices submitted by the European Bank for Reconstruction and Development (hereinafter, EBRD) or Council of Europe Development Bank (hereinafter, COE), prequalification and other non-standard general information notices submitted by competent bodies for which the title only is to be translated.

Tenderers may bid for one or both lots.

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 February 2012.
The contract shall enter into force on the date on which it is signed by the last contracting party. The contract is concluded for an initial period comprising two sub periods, the first one of which starts on the date of signature of the Contract and ends on 7 December 2012. The second sub period will start on 8 December 2012 provided that the Contract has entered into force at least six months before this date. In any other case, the seond sub period will start six months after the signature of the Contract. The second sub period will end on 30 November 2013. This contractual period and all other periods specified in the Contract are calculated in calendar days unless otherwise indicated.
The contract may be renewed up to four times, each time for a period of twelve months.
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 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 first day of the next month following 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);
· revision of time coefficients. The time coefficients and the qualifications of the staff assigned may, at the request of either party, be revised to take account of lasting and substantial change in the production process or productivity gains. In this respect the contractor undertakes to supply monthly detailed statistics. If the revision takes its origin in the addition of new official languages then the revision will be made in conformity with the price schedule (posts AD1, 14-101, 14-102, 14-103, 14-104, 14-105, 14-106, 14-107, 14-108, 14-109, 14-110, 14-111, 14-112, 14-113, 14-114, 14-115, 14-116, 14-117, 14-118, 14-119, 14-120, 14-121, 14-122, 14-123 and 14-124 for Lot 1 and posts AD2, 14-201, 14-202, 14-203, 14-204, 14-205, 14-206, 14-208, 14-209, 14-210 and 14-211 for Lot 2). The results of any negotiations conducted by both parties on revising the time coefficients and qualifications required for each document shall be formally recorded in a supplementary agreement; 
· the Publications Office shall reimburse the expenses which are directly connected with execution of the tasks according to Article II.7 of the draft contract.

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 II.4 of the contract.
Payments shall be conditioned by the acceptance by the Commission of the relevant following reports for each given period:

· report at the end of the set-up phase;
· report at the end of the test phase;
· report at the end of the shadowing phase;
· monthly statistical report, if necessary completed by a detailed monthly report;
· handover report.
For any additional work specifically requested by the Commission payment shall be conditioned by the acceptance by the Commission of the relevant specific report.
1.7. Financial Guarantees
The contractor shall be required to provide a guarantee for performance of EUR 350,000.00 for Lot 1 and EUR 710 000.00 for Lot 2, in compliance with Article I.5. of the draft contract. The guarantee, which has to comply with the model in Annex 2D, must be provided before the contract is signed by the Publications Office.
1.8. Place of performance
The place of performance of the tasks shall be the contractor's premises or any other place indicated in the tender, with the exception of the premises of the Publications Office. However, meetings between the Publications Office and the successful contractor may be held on the premises of the Publications Office.
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 4/01/2012 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 24 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 and 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, in the third stage, 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.). 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.

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.

2.3. 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 - technical bid

Section Five: award criteria - financial bid

Sections one to four on the one hand and Section five 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 CD or similar medium that is part of the offer. 

If the tender is submitted for more than one lot, a specific file (dossier) for each particular lot shall be submitted as well as a separate file (dossier) with documents common to both lots.

The documents common to both lots are as follows:

Duly signed cover letter (point 2.4);

· form for identification of the tenderer (point 2.4);

· financial Identification Form (point 2.4);

· legal Entity Form (including documents mentioned there) (point 2.4);

· declaration on grounds for exclusion (including documents mentioned there) (point 2.5);

· documents concerning the economic and financial capacity (point 2.6.1.1).

The documents to be submitted separately for each lot are as follows:

· documents related to the professional and technical capacity;

· documents related to the technical award phase.

Please do not forget that the special requirements stated in chapter 3 related to joint bids or sub-contracting have to be fulfilled (if applicable, separately for each lot).
2.4. Section one: administrative information 
In the first section, the tenderer must provide the following:

· a duly signed cover letter, including name, address, fax number and e-mail address to the contact person responsible for submission of the offer as well as information on the lot(s) for which the offer is submitted:
· 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 tenderer's trade-register entry number and VAT number and;

· the address of the tenderer's registered office and, where available, the Internet address; 

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

· information concerning the bank account;
· the name, address, telephone number, fax number and e-mail address to the contact persons for administrative matters and for technical matters; 

· 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://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm ;
· 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://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm .
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 intstrument 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 t he 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 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities (OJ L 248, of 16 September 2002, page 1, 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 of 23 December 2002 laying down detailed rules for the implementation of Council Regulation (EC, Euratom) No 16/05/2002 on the Financial Regulation applicable to the general budget of the European Communities.

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. It must contain the following documents: 

1.
the balance sheets and profit-and-loss accounts for the past two years;
2.
a document stating the overall turnover and the turnover relating to the services involved in this contract carried out by the tenderer over the past three years;
3.
an evidence of professional risk indemnity insurance covering at least one million euros.
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 financial and economic capacity level is the following: 

- if the tenderer bids only for Lot 1 the minimum 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 must be at least EUR 8,300,000.00 (eight million three hundred thousand euros);
- if the tenderer bids only for Lot 2 the minimum 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 must be at least EUR 16,700,000.00 (sixteen million seven hundred thousand euros);
- if the tenderer bids for both Lots 1 and 2 the minimum 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 must be at least EUR 25,000,000.00 (twenty-five million euros).

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 the technical and professional capacity of the tenderer in the technical questionnaire (Annex 7). Please note that it is possible to make annexes to the different pages in the questionnaire. The technical questionnaire must contain a short description of the tenderer’s economic activity of a maximum of 5 pages relating to the kind of services involved in this call for tender with supporting documents. Should a bid be submitted by a consortium or involve subcontracting, this bid may only include one such brief description and the page limit remains 5 pages.
Evidence of the technical and professional capacity of the providers involved in the tender will be furnished on the basis of the documents mentioned in the table next page:

	
	Documents to provide
	Requirements

	a)
	A list of the principal services provided in the past three years, with the sums, dates and recipients, public or private. Please indicate the proportion of the services in relation with the domains of the call for tender.
	At least one of the listed services shall have a total value of at least EUR 1,000,000 and cover tasks similar to those covered by this call for tenders. 

At least one of the listed services shall have a value of at least 1,000,000 EUR and be related to multilingual activities covering at least 5 EU official languages.
At least one of the listed services shall have a value of at least 500,000 EUR and be related to multilingual activities involving pararell processing of at least 3 EU official languages.

For lot 2 only

At least one of the listed services shall have a value of at least 500,000 EUR and be related to translation involving ar least 5 EU official languages.

The listed services can cover more than one of the specified above requirements.

	******

	b)
	A description of the technical equipment to be employed for performing the service contract, including the ICT equipment. 
	The equipment must enable an adequate execution of the tasks described in the specifications, including full multilingualism support, and must ensure safe and uninterrupted data exchange during the contract's execution. 

	******

	c)
	A questionnaire concerning the tenderer's staff
A model table to be filled in and detailed requirements for the profiles listed in the right column of the present table are available in Annex 7 to these specifications


	Two (2) managers

Half the number of coordinators that the tenderer proposes in his offer (tenderers will describe how they plan to coordinate their teams in their answer to award criterion No 4).

One production agent for each of the 23 EU official languages.

One proofreader for each of the 23 EU official languages.
One translator for translating from DE into the relay language, if the relay language is not DE (lot 2 only)
One translator for translating from EN into the relay language, if the relay language is not EN (lot 2 only)

One translator for translating from FR into the relay language, if the relay language is not FR (lot 2 only)

One translator from the tenderer's chosen relay language into each of the other 22 languages.


NB: Tenderers have to indicate in award criterion No 2 for Lot 2 if they intend to use a relay language. Should they intend to use a relay language they must state which one. Should they intend to use more that one relay language, they must clarify the consequent situation that will arise. Should they intend not to use a relay language they must name one translator for each ordered couple of languages, ordered couple meaning that for example one translator able to translate from DE to HU and one translator able to translate from HU to DE must be indicated.
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 requirements set in point 2.6.2.1. so as to verify the tenderer’s expertise relevant to the required services in particular with regard to the tenderer's know-how efficiency, experience and reliabiliy. 

Please note that only the CVs which are accepted by the evaluation committee can be used in the execution of the contract in the case of services which are provided on a fixed price basis or on a times and means basis. The contractor will be informed which CVs have been accepted together with notification of the results of the tender. 
2.7. Section four: award criteria – technical bid 
The contract will be awarded to the tenderer who submits the most economically advantageous bid on the basis of the criteria set out below.

2.7.1. Documents to provide concerning the technical award criteria  
This part has to contain the documents showing the merits of the bid, to make it possible to evaluate the technical award criteria. Please see point 2.7.2 below and Annex 8 to these Specifications.
· the page limits set below are all inclusive and include table of contents, figures, annexes, examples, etc. Cross-references between documents are allowed provided they are rational and information is given where it logically belongs;
· if the page limit is exceeded only the number of pages which correspond to the page limit will be evaluated, starting from the beginning of the document.
2.7.2. Evaluation of the technical award criteria
The award criteria have the purpose to choose between the tenders which have been submitted by tenderers not subject to exclusion and which meet the selection criteria. 

The award criteria are intended to assess the quality of the bid based on the proposal of the tenderer. The criteria concerning the ability or capacity of the tenderers such as previous experience, professional education and references, which are taken into account for the evaluation of the selection criteria will not be taken into account for the evaluation of the award criteria. The technical evaluation will be based on the following criteria.

	Qualitative award criteria for Lot 1 (1/3)
	Maximum number of points to be awarded
	Minimum that must be obtained

	
	Documents to provide 
	Criteria and sub-criteria
	
	

	1
	A document of maximum 30 pages of A4 format font size 12 describing how the tenderer intends to implement his own local system for the processing of the notices, from the moment they are sent to the contractor by the Publications Office production system until the moment they are returned by the contractor to the Publications Office production system.
The description will encompass the organisational and technical aspects of the processing, how all kinds of standard and non-standard notices will be tracked and dealt with, including the various alternative scenarios, the way notices data will be exchanged with Publications Office, as well as any aspects that the tenderer deems worth mentioning.
	Clarity of the description.
Exhaustivity of the description.
Feasibility of the proposed solution.
Reliability of the proposed solution.
Relevance of the proposed solution.
Consistency of the proposed solution.
	30
4
6
6
6
4
4
	15

	2
	A document of maximum 10 pages of A4 format font-size 12 describing the tenderer's methodology for:
-
the reception and sorting of documents by language team;
-
the assignement of texts to the adequate language team.
	Clarity of the description.

Feasibility of the proposed solution.

Reliability of the proposed solution.
	4
1
1
2
	2

	3
	A document of maximum 25 pages of A4 format font-size 12 describing the tenderer's quality/assurance procedures that will include:
-
a description of the system foreseen for the checking and the quality control for preparation of the notices;

-
a description of the assurance and control procedures for linguistic revision;

-
a draft Quality Assurance Plan.
	To what level does the proposed system ensure the checking and the quality for the preparation of the notices?

To what level do the proposed assurance and control procedures ensure the proper linguistic revision of the notices?

How well is the draft Quality Assurance Plan suited to the processing of notices and its high quality requirements in terms of reliability, editorial quality and punctuality?
	20
8



6


6
	10


	Qualitative award criteria for Lot 1 (2/3)
	Maximum number of points to be awarded
	Minimum that must be obtained

	
	Documents to provide 
	Criteria and sub-criteria
	
	

	4
	A document of maximum 25 pages of A4 format font-size 12 describing:
-
working methods and human resource management, including how the various teams will be coordinated;

-
assurance and control procedures for timely completion of the work.
	To what level are the proposed working methods and human resource management, including team coordination, suited to the high requirements of the processing of notices in terms of reliability, editorial quality and punctuality?
To what level do the proposed assurance and control procedures ensure the timely delivery of the notices and the timely completion of the alternative scenarios?
	14
5





9
	7

	5
	A document of maximum 25 pages of A4 format font-size 12 describing the service implementation:
-
demonstration of the ability to provide, under any circumstances, an efficient, reliable, high-quality technical service, commensurate with the requirements of the Publications Office that derive from the legal constraints regarding the continuous publication of the OJ S. This part will include a draft Business Continuity Plan;

-
demonstration of the ability to integrate modern tools into the work process;

-
method foreseen to optimize the workflow and reduce costs;
-
demonstration of the capacity to adapt the production process to changes in the productions of notices.
	To what level is it demonstrated that the technical service will always be provided efficiently, reliably and with a high level of quality?

How well and to what level does the draft Business Continuity Plan guarantee the continuity of the processing of the notices in the face of adverse events? To what level are the risks correctly and exhaustively identified? How relevant and efficient are the proposed mitigation procedures?
To what level is the ability to integrate modern tools in the work process demonstrated?

What is the level of efficiency and efficacity of the method foreseen to optimize the workflow and reduce costs?
To what degree will the tenderer be able to adapt its production process to changes in the production process of notices?
	16
4



6






2

2


2
	8

	Qualitative award criteria for Lot 1 (3/3)
	Maximum number of points to be awarded
	Minimum that must be obtained

	
	Documents to provide 
	Criteria and sub-criteria
	
	

	6
	A document of maximum 10 pages of A4 format font-size 12 describing how the Tenderer intends to organise the assistance to the contracting entities and specifically the call centre.
	How well suited to the needs of the contracting entities is the proposed assistance in general?
Specifically for the organisation of the call center the following points will be considered :

clarity of the description (15%)
feasibility of the proposed solution (20%)
reliability of the proposed solution (20%)
relevance of the proposed solution (20%)
costs of the proposed solution (25%).
	8
1


7
	4

	7
	A document of maximum 20 pages of A4 format font-size 12 describing the Tenderer's approach to the takeover including infrastructure, resources, training, meetings, reporting, etc. The document will include a planning taking into account the requirements of point 4.2.1 and will include proposals should the takeover period be reduced.
	To what degree do the proposed approach to the turnover and the related planning ensure a safe, secure and timely start of the production period?
To what degree are the proposals in case of a reduced takeover period realistic and efficient?
	8
6



2
	4

	
	Total
	
	100
	65


	Qualitative award criteria for Lot 2 (1/3)
	Maximum number of points to be awarded
	Minimum that must be obtained

	
	Documents to provide 
	Criteria and sub-criteria
	
	

	1
	A document of maximum 30 pages of A4 format font size 12 describing how the tenderer intends to implement his own local system for the processing of the notices, from the moment they are sent to the contractor by the Publications Office production system until the moment they are returned by the contractor to the Publications Office production system.

The description will encompass the organisational and technical aspects of the processing, how all kinds of standard and non-standard notices will be tracked and dealt with, including the various alternative scenarios, the way notices data will be exchanged with Publications Office, as well as any aspects that the tenderer deems worth mentioning.
	Clarity of the description.

Exhaustivity of the description.

Feasibility of the proposed solution.

Reliability of the proposed solution.

Relevance of the proposed solution.

Consistency of the proposed solution.
	30

4
6
6
6
4
4
	15

	2
	A document of maximum 10 pages of A4 format font-size 12 describing the tenderer's methodology for:
-
the reception and sorting of documents by language team;

-
the assignement of texts to the adequate language team;

- the use of a relay language.
	Clarity of the description.

Feasibility of the proposed solution.

Reliability of the proposed solution.

Relevance of the proposed solution regarding the use of a relay language.

Consistency of the proposed solution regarding the use of a relay language.
	8
1
1

1
2


3
	4


	Qualitative award criteria for Lot 2 (2/3)
	Maximum number of points to be awarded
	Minimum that must be obtained

	
	Documents to provide 
	Criteria and sub-criteria
	
	

	3
	A document of maximum 25 pages of A4 format font-size 12 describing the tenderer's quality/assurance procedures that will include:
-
a description of the system foreseen for the checking and the quality control for preparation of the notices;

-
a description of the assurance and control procedures for linguistic revision;

-
a description of the system of quality control for translation;

-
a description of the method used for ensuring terminological consistency;

-
a description of the method used to deal with difficulties encountered in the texts;
-
a draft Quality Assurance Plan.
	To what level does the proposed system ensure the checking and the quality for the preparation of the notices?

To what level do the proposed assurance and control procedures ensure the proper linguistic revision of the notices?

To what level does the proposed system ensure the linguistic quality of the translated the notices?

To what level does the proposed method ensure the terminological consistency of the notices?

To what level does the proposed method ensure that difficulties in texts will be properly dealt with?

How well is the draft Quality Assurance Plan suited to the processing of notices and its high quality requirements in terms of reliability, editorial quality and punctuality?
	26
8



3



3

3


3


6
	13

	4
	A document of maximum 25 pages of A4 format font-size 12 describing:
-
working methods and human resource management, including how the various teams will be coordinated;

-
assurance and control procedures for timely completion of the work.
	To what level are the proposed working methods and human resource management, including team coordination, suited to the high requirements of the processing of notices in terms of reliability, editorial quality and punctuality?

To what level do the proposed assurance and control procedures ensure the timely delivery of the notices and the timely completion of the alternative scenarios?
	14
5





9
	7

	Qualitative award criteria for Lot 2 (3/3)
	Maximum number of points to be awarded
	Minimum that must be obtained

	
	Documents to provide 
	Criteria and sub-criteria
	
	

	5
	A document of maximum 25 pages of A4 format font-size 12 describing the service implementation:
-
demonstration of the ability to provide, under any circumstances, an efficient, reliable, high-quality technical service, commensurate with the requirements of the Publications Office that derive from the legal constraints regarding the continuous publication of the OJ S. This part will include a draft Business Continuity Plan;

-
demonstration of the ability to integrate modern tools into the work process;

-
method foreseen to optimize the workflow and reduce costs;
-
demonstration of the capacity to adapt the production process to changes in the productions of notices.
	To what level is it demonstrated that the technical service will always be provided efficiently, reliably and with a high level of quality?

How well and to what level does the draft Business Continuity Plan guarantee the continuity of the processing of the notices in the face of adverse events? To what level are the risks correctly and exhaustively identified? How relevant and efficient are the proposed mitigation procedures?

To what level is the ability to integrate modern tools in the work process demonstrated?

What is the level of efficiency and efficacity of the method foreseen to optimize the workflow and reduce costs?
To what degree will the tenderer be able to adapt its production process to changes in the production process of notices?
	14
4



6






2


1



1
	7

	6
	A document of maximum 20 pages of A4 format font-size 12 describing the Tenderer's approach to the takeover including infrastructure, resources, training, meetings, reporting, etc. The document will include a planning taking into account the requirements of point 4.2.1 and will include proposals should the takeover period be reduced.
	To what degree do the proposed approach to the turnover and the related planning ensure a safe, secure and timely start of the production period?

To what degree are the proposals in case of a reduced takeover period realistic and efficient?
	8

6



2
	4

	
	Total
	
	100
	65


The result of the technical evaluation is the sum of the number of points obtained as a result of the evaluation of each criterion. Only those bids which are awarded at least half the points for each criterion and a total score of at least 65 points will be considered for the award of the contract. 

Since assessment of the tenders will focus on the quality of the proposed services, tenders should elaborate on all points addressed by these specifications in order to score as many points as possible. The mere repetition of mandatory requirements set out in these specifications, without going into details or without giving any added value, will only result in a very low score.

If a tenderer's proposal goes beyond the minimum requirements described in the technical specifications, such a proposal shall be binding during the execution of the contract, if the tenderer is awarded the contract.
2.8. Section five: award criteria – financial bid 
2.8.1. 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 [2] decimal places for price posts A, B, C, D, E, F, IT1, IT2, S11, S12, S21, S22, AD1, AD2, T1, T2, T3, T4 and T5.
· prices should be expressed to a maximum of [3] decimal places for price posts 14-101, 14-102, 14-103, 14-104, 14-105, 14-106, 14-107, 14-108, 14-109, 14-110, 14-111, 14-112, 14-113, 14-114, 14-115, 14-116, 14-117, 14-118, 14-119, 14-120, 14-121, 14-122, 14-123, 14-124, 14-201, 14-202, 14-203, 14-204, 14-205, 14-206, 14-208, 14-209, 14-210 and 14-211.
· times should be expressed in integral numbers of minutes. Hours must be converted into minutes.
· 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 Union of 8 April 1965 (OJ C 83 of 30 March 2010). Exemption is granted to the Commission by the governments of the Member States, either through refunds upon presentation of documentary evidence or by direct exemption.

For those countries where national legislation provides an exemption by means of a reimbursement, the amount of VAT is to be shown separately. In case of 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 schedule 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 form 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 MS‑Excel files. In the case of a discrepancy between the paper version and the electronic file, the paper version will take precedence. 
2.8.2. 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 ("Grand total" in the estimation form).

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

The contract for each lot will be awarded to the three (3) tenderers with the most economically advantageous bid. The tenders will be ranked in order of highest value for money. The most economically advantageous bid will be placed in first position, followed by the tender with second most economically advantageous bid, and so on.
In order to identify the offer presenting the best value for money, quality will be given a weighting of 30 % and price will be given a weighting of 70 % in accordance with the following formula, using only data from bids that have reached the final evaluation stage:

	R=
	(30x
	Q
	)  +  (70x
	Pmin
	)

	
	
	Qmax
	
	P
	


where: 

	R
	stands for value for money

	Q
	stands for quality score for the bid in question

	Qmax
	stands for quality score for the bid obtaining the highest quality mark in the lot

	Pmin
	stands for the grand total amount of the specimen quotation for the lowest bid for the lot

	P
	stands for the grand total amount of the specimen quotation of the bid in question


2.10. 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.

2.11. 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.

It is not allowed for a tenderer who bids alone or as part of a consortium, to bid again for the same lot, alone or as part of a consortium.

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.

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 documents regarding the economic and financial capacity: 

· the balance sheets and profit-and-loss accounts for the past two years, 

· a document stating the overall turnover and the turnover relating to the services involved in this contract carried out by the tenderer over the past three years.

· evidence of professional risk indemnity insurance.

The technical questionnaire concerning the selection criteria only has 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 second 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 documents related to the economic and financial capacity. However, in case the tenderer relies on the capacities of subcontractors for fulfilling the selection criteria as indicated in the questionnaire for joint bids and subcontracting (Annex 4) these documents have to be provided. The Publications Office also reserves the right to ask for those documents in other cases if considered necessary. 

5. 
The subcontractor has to answer the questions in the technical questionnaire and submit the documents (e.g. CVs) which concern the services the subcontractor 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 indicated 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
4.1.
Subject

This call for tenders covers the processing of all public procurement notices sent to the Publications Office, through various channels, by national contracting entities or EU institutions, bodies and agencies required to publish such documents in the Supplement to the Official Journal of the European Union (OJ S). This processing covers the preparation, inputting, translation, proofreading, coding and administrative processing (see Technical Annex TS06
).

The OJ S contains notices on:
· public contracts for works, supplies and services from all the EU Member States;
· utilities contracts (water, energy, transport and postal services sectors) from all the EU Member States;
· public contracts from the EU institutions;
· external aid and European Development Fund contracts;
· European Investment Bank, European Central Bank and European Bank for Reconstruction and Development financed contracts;
· European Economic Area (EEA) contracts (Norway, Iceland and Liechtenstein);
· contracts whose notices must be published pursuant to the agreement on government procurement (GPA), concluded within the framework of the (GATT)/World Trade Organization (WTO), from Switzerland;
· European Economic Interest Groups (EEIGs);
· European Grouping of Territorial Cooperation;
· European Companies;
· the reorganisation and winding-up of insurance undertakings.
As a guide, the production volumes for January 2005 to June 2011 are given in Technical Annex TS02.a. It has to be noted that the production volume may change e.g. following changes in the public procurement legislation
(see also section 4.6 “Foreseeable changes”).

The references to the legislation relating to public procurement and the obligations devolving on the Publications Office can be found in Technical Annex TS01 “Legal basis for the Supplement to the Official Journal of the European Union”.

The overall OJ S production workflow is detailed in Technical Annex TS03 “OJ S Production BPM Model” (BPM = Business Process Management); reading this Annex will enable tenderers to familiarise themselves with the whole OJ S production process.

Documents for publication in the OJ S are sent to the Publications Office in packages via various channels and formats (see Technical Annex TS02.b). Packages can contain one or more documents. Each package and the enclosed documents require a set of processing operations by the contractor which are linked to the type of document (notice, such as prior information notice, contract notice, contract award notice, other type of document, etc.), to the format of the documents, to the transmission method (fax, paper or electronic means), and to whether the translation, either in full or partial, either using or not the Common Procurement Vocabulary, will be automatically done by the Publications Office or by the contractor (For Common Procurement Vocabulary (CPV), see Technical Annex TS09.a).
On their reception by the Publications Office, notices are loaded and registered into the OJ S production system (cf. 4.3). Then the OJ S production system sends the notice to the contractor; the contractor must be and remain connected to the OJ S production system. Working in his local system, the contractor will be expected to unpack and register individual documents (when relevant, see Technical Annexe TS03), identify the type of processing required, update the "heading" used for the classification of the documents (see Technical Annex TS10) and process the notices to make them ready for publication and deliver them in XML format. The "headings" are codes that define the type of document and the processes it has to undergo.
The notices received by the Publications Office arrive in either XML format or in non-structured format. It is compulsory for contracting entities to use the existing standard forms (see Technical Annex TS01 for the legal basis of standard forms for the publication of notices in the framework of public procurement procedures; the standard forms are also available for download on the Simap website at http://simap.europa.eu/).

Most notices are at present sent in structured electronic format (around 94 %) to the Publications Office. These notices don’t have to be inputted manually and reformatted. The Publications Office works to increase the proportion of notices sent in structured electronic format. Non-structured notices will be unpacked, inputted manually and reformatted by the contractor. Examples of documents for publication received by the Publications Office (post, fax and email) can be found in Technical Annexes TS13.a, TS13.b, TS13.c.
The notices are drawn up in one of the official languages of the EU. Under certain conditions, the notices must be translated in whole or in part into the other official languages. At present, the official languages of the European Union are: Bulgarian, Spanish, Czech, Danish, German, Estonian, Greek, English, French, Irish, Italian, Latvian, Lithuanian, Hungarian, Maltese, Dutch, Polish, Portuguese, Romanian, Slovak, Slovenian, Finnish and Swedish. Other languages may be added in the future (cf. 4.6 “Foreseeable changes”).

During the course of the contract, the contractor will be requested to provide electronic invoices in XML format along with the paper invoice, after acceptance of an electronic pro forma invoice. An XML schema will be provided by the Publications Office. Development will take place during the set-up phase. Development costs will be included in the set-up phase costs (see Technical Annex TS16 for examples of invoices).
Please note that the service provider’s IT systems will have to conform to the rules set out in Technical Annex TS18.

All the work described in the technical specifications in this document is to be regarded as services as meant by public procurement directives.
Please note that all the annexes mentioned in these tender documents are part of the specifications even if they are not referred to in the specifications themselves.

 4.2.
General description of the work

Tenderers will find below a description of the current production process with an indication of the foreseeable changes. Tenderers must be aware that there may be major changes to the production process during the execution of the contract and that the list of foreseeable changes, although carefully prepared, is only indicative and not exhaustive. 

The contractor will be informed sufficiently in advance of any changes that may occur.
This call for tender covers the following tasks and subtasks:

· takeover in 3 phases (cf. 4.2.1):
· set-up phase;
· trial phase;
· shadowing phase;
· handover at the end of the contract (cf. 4.2.2);
· production (cf. 4.2.3):
· Lot 1 – Notices that have only certain information translated;
· Lot 2 – Notices that need to be fully translated;
· production support (cf. 4.2.4):
· standard letters;
· assistance to the contracting entities (call centre);
· additional services (cf. 4.2.5):

· translation, revision and modification of documents;
· production system evolution;
· contingency support.
4.2.1.
Takeover
A 9-month (nine month) takeover phase is planned before the system is taking up production.

Only the first contractor on the cascading list shall implement the take-over immediately after the entry into force of the contract in order to be ready to provide the requested services as of 8 December 2012. Should the contract with the first contractor be terminated the second contractor would be requested to implement the take-over. The same apply to the second and third contractors mutatis mutandis.

The takeover period will extend from the signature of the contract until the contractor starts effective production. During this period the Publications Office will closely monitor the contractor’s progress and may choose to do so at the contractor’s premises. This period will be divided into three phases; at the end of each phase a report will be submitted by the contractor to the Publications Office for approval (more details in 4.2.1.1 - 4.2.1.3 below):
· set-up phase;

· trial phase; and

· shadowing phase.
The progress from one phase to the next will depend on the successful completion of the former. Failure to complete one phase within the set deadlines may result in the termination of the contract by the Publications Office. Failure to produce a satisfactory report or plan when and where required will be considered as a failure to complete the relevant phase.
The connection between the contractor's and the Publications Office's production systems, mentioned in point 4.3 below, shall be fully operational before the shadowing phase begins. The details of the technical implementation of this data transfer shall be prepared and presented to the Publications Office for acceptance during the set-up phase. The acceptance of the technical details of the connection by the Publications Office must be included in the report submitted by the contractor at the end of the set-up phase. The connection will be tested during the trial phase. A successful test report accepted by the Publications Office must be included in the report submitted by the contractor during the trial phase.
4.2.1.1.
Set-up phase

During the set-up phase the contractor will, for example, prepare its staff, develop its local processing system and get itself technically organised.
The contractor will finalise the draft Quality Assurance Plan and the draft Business Continuity Plan and submit them for acceptance to the Publications Office. The Publications Office will have ten (10) working days to accept, reject or ask for modifications to each of these plans. The contractor will have five (5) working days to submit the updated plans. 

At the end of this phase a report will be submitted to the Publications Office detailing all the steps, tools or methods involved, the difficulties that appeared during this phase and how the contractor solved them, and containing the accepted business continuity plan, the accepted quality plan and a full description of the production environment developed and put in place by the contractor for the processing of the notices. The Publications Office will have ten (10) working days to accept, reject or ask for modifications to this report. The contractor will have five (5) working days to submit the updated report.
4.2.1.2.
Trial phase

During the trial phase the contractor will test the processing of the notices. At the end of this phase the contractor will be fully ready to start the shadowing period in terms of quality, volumes or deadlines. A report will be submitted to the Publications Office detailing the adjustments made, the difficulties that appeared during this phase and how the contractor solved them, and how the quality control systems of the contractor achieved their results. The Publications Office will have ten (10) working days to accept, reject or ask for modifications to this report. The contractor will have five (5) working days to submit the updated report.
4.2.1.3.
Shadowing phase

For a new contractor, one month a least must be reserved for the shadowing phase.

During the shadowing phase the contractor may be requested to deliver the very same output as if production had really started and will have to process all the documents that it will receive from the Publications Office, with the same quality level and within the same deadline as those applicable for the production period. No major difficulty should arise during this phase.
A report detailing the state of readiness of the contractor will be submitted. The Publications Office will have ten (10) working days to accept, reject or ask for modifications to this report. The contractor will have five (5) working days to submit the updated report.
The shadowing period will be paid with respect to the number of processed notices per type.
4.2.2.
HandoverThe contractor shall contribute to a complete, timely and smooth handover of the service to the next contractor(s) allowing for a similar takeover as described in section 4.2.1. This includes:

· preparation of a handover report, describing the work carried out and problems encountered, and proposing possible improvements. The Publications Office will have ten (10) working days to accept, reject or ask for modifications to this report. The contractor will have five (5) working days to submit the updated report. 
· handover of all objects developed or acquired in relation to the contract and which are owned by the Commission;
· at the Commission’s request, participation in handover activities like handover/takeover meetings and trial/parallel run (i.e. shadowing) validation.

4.2.3.
Production
The processing of notices for their publication in the OJ S is the main purpose of this call for tender. The contractor supports the Publications Office in preparing notices for publication in the OJ S. The overall OJ S production workflow is detailed in Technical Annex TS03.
OJ S production is subject to annual production plans (example in Technical Annex TS04) and mandatory delivery deadlines (cf. Technical Annex TS05).

OJ S production work has been split in two lots:

· Lot 1 – Processing of notices that do not require translation by the contractor. (cf. 4.2.3.2);
· Lot 2 – Processing of notices that require translation by the contractor (cf. 4.2.3.3)

The Publications Office operates an OJ S production system that monitors the production process and generates the daily export (TS03 p. 16) of the notices to be published. The contractor will have to set up its own local processing system that will communicate with the Publications Office’s system. More details can be found in section 4.3.
The tasks that the contractor will be required to execute on a notice depend on the lot, on the method used for the transmission of the notice and on the type of the notice. These tasks are described in detail in Technical Annex TS06. Staff qualifications required for each task are described in Technical Annex TS07.

4.2.3.1.
Price per notice.
The price per notice (cf. “price schedule and estimation form” hereinafter PS&EF), based on its type (numbered 101-125 for Lot 1 and 201-211 for Lot 2), will be calculated as follows:

-
In the first worksheet of the PS&EF, "Price schedule – fixed prices", the price per hour of the various staff profiles, among others, will be filled in by the tenderer for price posts A, B, C, D, E and F.
-
In the second and sixth worksheets of the PS&EF, "price sched.- time coef (lot 1)" and "price sched.- time coef (lot 2)", the tenderer will fill in, where relevant, the number of minutes that he/she intends each staff profile to devote to tasks 1 to 13 (tasks 5, 6 and 7 do not exist for Lot 1 and tasks 10, 11 and 12 do not exist for Lot 2). Please note that these numbers of minutes are an integral part of the financial bid of the tenderer. A non-binding estimate is given in Technical Annex TS17 “Indicative time coefficients”.
-
In the third and seventh worksheets of the PS&EF, "price per notice type (lot 1)" and " price per notice type (lot 2)", the price for each task for each type of notice will be automatically calculated, where relevant, using the price per hour of each staff profile (A, B, C, D, E and F), divided by sixty, multiplied by the number of minutes filled in in the second and sixth worksheets. For each type of notice, the price per notice will be calculated by adding the individual prices of the tasks involved in the processing of the notice. These prices will be used on invoices, identified by the type of the notice. The tenderer will fill in the additional cost per notice for the addition of a new language.
Each time a new language, in which the notices will have to be published, is introduced, the value of the relevant price post of line 14 ("price per notice type (lot 1)" and "price per notice type (lot 2)" worksheets of the price schedule) will be added to the corresponding price per notice. This will be the subject of an amendment to the contract.
Should certain tasks in the production workflow be automated, a change of the price structure of the notices may be requested by the Publications Office.
4.2.3.2.
Lot 1 – Notices that do not require translation by the contractor
In principle these are notices from contracting entities other than the EU institutions, bodies and agencies (cf. Technical Annex TS02.d).
Where relevant, translations are provided by the Publications Office.
The tasks to be carried out and coordinated by the contractor are:

· receipt/sorting of documents to be processed by the relevant language team;
· prior reading (analysis of document, including the verification of the CPV and NUTS codes, and coding of metadata);
· inputting/formatting of original text;
· proofreading and correction of the original language;
· proofreading, correction of other language versions (bilingual) and checking concordance, where relevant;
· coding of the notice heading for incorporation into the TED website and the OJ S DVD-ROM;
· production support including assistance to the contracting entities (call centre) (see point 4.2.4.2);
· processing of confidential notices
 for statistical purposes;
· electronic delivery in XML format with XSD;
4.2.3.3.
Lot 2 – Notices that need to be fully translated

In principle these are notices from the EU institutions, bodies and agencies (cf. Technical Annex TS08).
The tasks to be carried out and coordinated by the contractor are:

· receipt/sorting of documents to be processed by the relevant language team;
· prior reading (analysis of document, including the verification of the CPV and NUTS codes, and coding of the metadata);
· inputting/formatting of original text;
· proofreading and correction of the original language;
· translation;
· revision of translations;
· translation (title only);
· proofreading, correction of other language versions and checking concordance;
· coding of the notice heading for incorporation into the TED database and the OJ S DVD-ROM;
· electronic delivery in XML format with XSD.

4.2.4.
Lot 1 - Production support
4.2.4.1.
Standard letters
The contractor will establish a first-level diagnosis in the event of problems in the files received, e.g. document incomplete, illegible or too long, non-compliance with the standard form, wrong choice of nomenclature, non-compliance with European directives, etc, and initiate the corresponding alternative scenario or alternative process (see point 2.1 of Technical Annex TS03 and point IV of annex TS14).
All these cases will trigger a request within two (2) days from reception date for the Publications Office to dispatch standard letters (see examples in Technical Annex TS11); the variable elements of which will have to be supplied by the contractor within the OJ S production system. Follow-up of these documents will be the responsibility of the contractor, who will inform the department in charge at the Publications Office if there is no response.
All exchanges between the contractor and contracting entities concerning notices in production must be in written form (letter, email, fax etc).  Under no circumstances should telephone conversations be held.
4.2.4.2.
Lot 1, assistance to the contracting entities (call centre).
The main task is to provide assistance for production, particularly answering telephone calls from the contracting entities. The contractor has to handle these phone calls covering all official EU languages. These calls relate, for example, to confirming the receipt of notices, confirming publication, publication arrangements, requests for publication references, details concerning standard letters, use of standard forms or use of nomenclatures (cf. Technical Annex TS02.e).
The contractor has to provide, in each Member State, a national calling number that will be forwarded – without the user noticing it – to the competent linguistic team at the contractor’s offices. Calls to these phone numbers should be free of charge for a caller using a landline.

The technical solution retained will be the subject of an agreement between the contractor and the Commission. The costs of the line installation, monthly line rental, incoming calls and their redirection to the service provider’s premises will be reimbursed by the Commission on presentation of the relevant original invoices.

For each official language, the service has to be provided during normal working time for each Member State. Typical working time is:

· 9:00-17:00 local time of the Member State of the calling contracting authority (useful, although not official, information on local times is available on http://en.wikipedia.org/wiki/Central_European_Summer_Time);
· Monday to Friday;
· excluding Public holidays common to all the Member States where the same language is official, for a given language.
A list of Public Holiday is published for each Member State and for each year in the Official Journal series C (for 2011:
http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:C:2011:012:0010:0010:EN:PDF). 

As the same language may be official in more than one Member State, a list of the Public Holidays, valid at the time when the present specifications are published, during which a given linguistic team need not answer the phone calls is provided as Technical Annex TS19. It is up the contractor to establish the definitive list at the beginning of each year.
4.2.5.
Additional services
Over and above current production, specific ad hoc work may be requested.

4.2.5.1.
Lot 2 - Translation, revision and modification of documents

These additional services cover translation, revision and modification (translation and introduction of modifications into texts) of documents related to OJ S production.

The contractor must carry out a thorough check of the entire translation/ modification to ensure that it can be used as it stands without further revision by the Publications Office.

An appropriate deadline for delivery of each specific assignment, which will depend on the length and urgency of the text, is set when the assignment is proposed to the contractor.

A standard page will mean a page of text comprising 1 500 characters, excluding spaces, in the source language. Characters of texts for translation will be counted automatically by the Publications Office and converted into the number of pages, calculated to one decimal place.

Such work will be the subject of an ad hoc request and an order form drawn up in accordance with the price schedule in terms of the type of qualification required.

The price indicated should be the total price calculated by the contractor, including all costs related to performance (retrieval, handling and delivery of texts, access to terminology and documentary databases, administrative tasks, communications, coordination…). The price will not vary from one source language to another.

If additions are made to the work to be carried out under this contract, the contractor will be informed sufficiently in advance.

4.2.5.2.
Production system evolution
As detailed in section 4.3 “OJ S production system”, the Publications Office is operating a central OJ S production system. The contractor will run its own local processing system(s) that will communicate with the Office’s OJ S production system based on fixed rules.

As described in section 4.6 “Foreseeable changes”, the terms governing production may be changed at any time. Both the Office’s OJ S production system and the contractor’s local processing system will have to be adapted accordingly. The possible updates include:
· addition of a new language;
· addition of new standard forms;
· update of standard forms;
· update of metadata: cf. Technical Annex TS10;
· update of the XML Schema Definitions: cf. Technical Annexes TS12.a-TS12.d;
· update of reference files: cf. section 4.7.

There may be other updates required which are not covered by the list above.
Only elements of such additional updates for which a price has not been provided for in the price schedule may be subject of an ad hoc request with an individual price offer otherwise the prices of the price schedule will have to be used.

Offers established for such updates shall be of comparable prices to those given for services of the same type in the price schedule that consititutes the financial part of the bid of the contractor in answer to this call for tender.

4.2.5.3.
Contingency support
The contractor will submit its business continuity plan (BCP), covering risks in the context of the services provided by the contractor in the terms of the contract (cf. section 4.11 “Business continuity”).

In the context of this call for tender, the Publications Office may ask contractors to cover additional risks:

· failure of the current contractor for one lot;
· failure of the Publications Office’s OJ S production system.
4.2.5.3.1.
Failure of the current contractor

The next contractor in the cascade may be required to takeover the production within shorten deadlines that would depend on yet unknown circumstances.
4.2.5.3.2.
Failure of the Publications Office’s OJ S production system

In case the OJ S production system fails for a long period, the Publications Office may request the contractor to take over the missing tasks of the daily production, in close cooperation and under the supervision of the Publications Office staff responsible for the OJ S.

These tasks include:

· reception of request for publication;
· assignment of package IDs;
· distribution of notices to the competent lot;
· communication with the Publications Office to complete:

· standard workflows;
· alternative workflows;
· production of the daily export for publication.

4.3.
OJ S production system

The OJ S on DVD-ROM and on the TED website are generated from the same computerised OJ S production system. This system monitors production and is the property of the Publications Office.
In order to carry out the work of preparing, inputting, translating, proofreading and coding notices, the contractor will have to develop, at his own expense and on his responsibility, a local processing system and a data exchange system. This local system will have to be compatible with the Publications Office’s OJ S production system. 
The data should be exchanged over a safe and secure connection up to the Publications Office’s premises. This connection should fulfil the requirements of the general security rules of the Commission and the Publications Office. The data should be compressed for the transfer using standard compression techniques (e.g. zip). The details of the technical implementation of this data transfer should first be validated by the Publications Office during the takeover period. All the costs linked to the setup and the use of the data connection wil be borne by the contractor.

Since the transmission of notices from the Publications Office to the contractor will be automated via the OJ S production system (cf. 4.3), other means of transmission can be considered only in exceptional cases. Where necessary, such means of transmission, which may not delay publication by more than one day, must be arranged and they must be accepted by the Publications Office.
To ensure a consistent view of the notices throughout their processing and dissemination, the contractor will have to integrate in its system and use the viewer provided by the Publications Office.
The Publications Office intends to switch from the current production system SEI-JOS to the newly developed TED-Monitor. The planning of the transfer has not yet been released.

Other developments may be introduced in the future in order to maximise the automatic processing of notices and may consist, for example, of the implementation of web-services on the Publications Office's and on the contractor's production systems.

Tenderers will find more information in technical annexes TS03, TS10, TS12 and TS13.
4.4.
Scheduling of work and delivery deadlines

The Publications Office is responsible for a timely publication of notices as foreseen by the public procurement legislation. 
It is the responsibility of the contractor to organise its operations to ensure that this requirement is met.

The maximum delivery time for the notices, processed and delivered by the contractor to the Publications Office, for the various types of documents, are defined in Technical Annex TS05 and must be strictly adhered to.
In order for a notice to be considered to have been delivered by the contractor to the Publications Office on a given day, it must have been received in the Publications Office production system before 14:45 on the given day otherwise it will be considered to have been received on the next day.
The flow of processed notices from the contractor to the Publications Office should be kept as even as possible during the day in order to avoid any bottleneck due to an overload of the Publications Office systems, for example just before 14:45.
The contractor will be responsible for informing the Publications Office immediately if he is unable to adapt to the workload or if he receives a document which presents unforeseen difficulties. The contractor has to make all necessary alternative arrangements to fulfil his contractual obligations.
Note: The reference point to start calculation of delivery deadlines is the system date and the time of “Request for Preparation Sent”, i.e. when the document is sent to the contractor by the Publications Office. Then it is the contractor’s responsibility to guarantee technically sound reception of documents.

4.5.
Staff issues
The contractor will employ properly qualified staff required to carry out the work. The various levels of qualification are set out in Technical Annex TS07.

The contractor must be able to provide, at the Publications Office’s request, a full list of the staff assigned to the work under this contract and a description of each person’s qualifications (academic qualifications and/or experience). At the Publications Office’s request, evidence of the level of qualification of these persons, together with the relevant curricula vitae will be provided.

Throughout the contract period, the contractor must inform the Publications Office of any staff changes (in which case he will employ staff with equivalent qualifications) and must be able to provide evidence of the qualifications of each of the members of staff.

The contractor must provide an adequate management framework. In addition to the staff required for the preparation, inputting, translation, correction and coding work, contact persons must be appointed to liaise with the Publications Office (see Technical Annex TS07 for the required qualifications).

The contractor will be responsible for training his staff. The staff must at any time have a sufficient knowledge of the publication process of the notices published in the OJ S and of their processing by the contractor. The staff training must comprise two parts:
· standard training for all new members of staff; the training manual(s) to be used must be submitted to the Publications Office;
· specific training to keep staff up to date with developments regarding the legislative and technical aspects of public procurement.

4.6.
Foreseeable changes

The terms governing production may be changed at any time; the contractor will have to be capable of adapting to new situations, with regard to both form (technical developments) and substance (legislative changes). These may also require changes of the local system used by the contractor. The contractor will be informed sufficiently in advance of any change in the terms. If necessary, amendments will be made to the contract (see also section 4.2.5).

Should other types of documents be added to the workload, the contractor would have to adapt to the workload increase within a 4-week period.

The foreseeable changes are:

· use of new standard forms (1);
· changes in current standard forms (2);

· introduction of new nomenclatures or updating of existing ones (e.g. CPV, NUTS)(3);
(1), (2) and (3) may be the consequences of:

-
the entry into force of new EU legislation or international agreements in the field of public procurement;

-
an update of the current EU public procurement policy and legislation;
· increase in the number of notices sent by electronic means will have a direct impact on the preparation tasks (no inputting anymore) and on the deadlines (publication deadline: 5 days);
· introduction of new languages due to the accession of new EU Member States ;
· automation of coding of the standard notices;
· full automation of certain notices in the Publications Office’s OJ S production system without any intervention of an external contractor;
· update of the XML Schema Definitions (cf. Technical Annexes TS12.a-TS12.d).
There may be other changes required which are not (yet) foreseeable.

4.7.
Reference files

Reference files (which are subject to change) are used to prepare and translate notices. The contractor may update these files only at the request of the Publications Office, and this work includes:

· input onto electronic medium;
· translation;
· proofreading.

The reference files used at present are:

· the CPV (Common Procurement Vocabulary) and NUTS (Nomenclature of Territorial Units for Statistics) classifications (see Technical Annex TS09.a);
· the translation file for names of towns and cities (see examples in Technical Annex TS09.b).
All the reference files currently in use are the exclusive property of the European Commission. When reference files are updated, the contractor must undertake to update his local system within the time limits set by the Publications Office.

Notice content must be checked against the CPV and NUTS classifications.
4.8.
Production of service indicators

The contractor will be required to produce service indicators, including the collection of basic statistics (see Technical Annex TS15).

Statistics on the operational management of the service

Weekly:

· table of production deadlines and analysis of overdue documents.
Lots 1 and 2;
· list of production problems. Lots 1 and 2.

Monthly:

· list of corrigenda and reasons. Lots 1 and 2;
· table of support to contracting entities (telephone call to the call center, standard letters). Lot 1;
· table of compliance of incoming notices with standard forms. Lot 1;
· volume of notices processed by language. Lots 1 and 2.

Basic statistics

Other basic statistics may be requested at any time as a regular service to be incorporated into the work schedule.

Please note that the models of the spreadsheets and graphics will be supplied by the Publications Office, when needed.

4.9.
Production constraints

Quality, speed of performance and compliance with deadlines are essential in the publication of public procurement notices. Tenderers are reminded that this service must be operational without interruption and have a very high level of reliability. Strict compliance will be required with the maximum time limits for publication.

The Publications Office intends to work with a system of satisfaction/quality of results and a system of liquidated damages, which will be reflected in the way the work is managed on a day-to-day basis.

Depending on their category, delays in delivering documents will be regarded as major or fatal errors for the purpose of termination of the contract. Instances of delays or poor quality attributable to the contractor will be recorded and will feature in the performance assessment.

4.9.1.
Calculation of time limits
All times within this contract are given in CET/CEST
 except where specified otherwise.

In order for a notice to be considered to have been delivered by the contractor to the Publications Office on a given day or date, it must have been received in the Publications Office production system before 14:45 on the given day or date otherwise it will be considered to have been received on the next day. This definition of day and date applies to all the actions, tasks and events mentioned in these specifications.
All time limits referred to below shall therefore start at 14:45 (just before the export of the notices in to the TED publication system, which takes place at 15:00) on the latest possible export day (see Technical Annex TS05 and points 4.9.2.1 and 4.9.2.2 below) in concordance with the yearly production plan (see Technical Annex TS04).
If the contractor, in case of “urgent” or “normal” notices, has received the notice from the Publications Office less then 24 hours before the last possible export date, then the delay for this notice will not start to be calculated until 24 hours after the reception.
If the contractor, in case of “custom” notices (see point I.3) of Technical Annex TS05), has received the notice from the Publications Office less then 48 hours before the last possible export date, then the delay for this notice will not start to be calculated until 48 hours after the reception.
4.9.1.1.
Calculation of time limits in case of communication system disruption

In the event of a disruption of the communication system between the contractor and the Publications Office, the date taken into account for the calculation of the time limits shall be:
· in the event of a disruption due to the Publications Office or to force majeur, the date on which the notices have been received by the contractor;
· in the event of a disruption due to the contractor, the date on which the notices have been sent by the Publications Office.

4.9.1.2.
Calculations of the time limits in particular situations

In the case that the contractor has to request a heading (publication) authorisation (cf. Technical Annex TS03), the time period between the date of such request and the date of receipt of the heading authorisation shall not be taken into account for the calculation of the time limits.

In the case that the contractor has to request a clarification form from the Publications Office, the time period between the date of such request and the date of receipt of the clarifications requested by the contractor shall not be taken into account for the calculation of the time limits.

For documents, which have to be entirely or partially translated, that is “custom” notices as described in Technical Annex TS05, the date to be taken into account for the delivery shall be the date set out in such documents.

4.9.2.
Delays in delivery
A notice shall be considered to have been delivered with a delay if it is delivered after the latest possible export date that would have enabled this notice to be published within:

· 5 calendar days from the reception at the Publications Office (“urgent” notices as described in Technical Annex TS05); or

· 12 calendar days from the reception at the Publications Office (“normal” notices as described in Technical Annex TS05); or

· as required (“custom” notices as described in Technical Annex TS05)

and in concordance with the yearly production plan (see Technical Annex TS04).

Note: It is up to the contractor to calculate the latest possible export date for each document according to (i) the planning provided by the Publications Office and (ii) the type of document, so that the notice is exported and published on time.
If more than 2 % of the documents delivered in one calendar month are delivered with a delay, calculated from the last possible export date to the actual delivery, this will be considered a substantial instance of delay.
Delays in delivery may result in the application of liquidated damages in conformity with Article I.11.1 of the contract.

4.9.3.
Quality of services
4.9.3.1.
System for data exchange

Should the contractor’s system for data exchange be out of operation for 4 (four) consecutive hours during office hours (9:00–17:00) and should this have an impact on the possibility to send and receive documents between the contractor and the Publications Office, this would an instance of poor quality. Such an instance of poor quality may result in the application of liquidated damages in conformity with Article I.11.2 of the contract.
4.9.3.2.
Quality of control, sampling method
The Publications Office will proceed to a quality check based on sampling.

Except where otherwise specified, two samples will be selected for each language, named respectively sample one and sample two.
Sample one will be checked against the thresholds set in point 4.9.3.2.2.a).
If the quality levels of sample one are below the thresholds set in point 4.9.3.2.2.a) no further action will be taken and the quality level of the notices for the relevant thresholds, month and language will considered be considered adequate.

Should the result of the check of sample one be inadequate i.e. exceeding one or more of the thresholds for acceptable quality set in point 4.9.3.2.2.a), sample two will be merged with sample one and the resulting merged sample will be checked against the thresholds set in point 4.9.3.2.2.a).
If the quality levels of the merged sample are below the thresholds set in point 4.9.3.2.2.a) no further action will be taken and the quality level of the notices for the relevant thresholds, month and language will considered be considered adequate.

Should the result of the check of the merged sample be inadequate i.e. exceeding one or more of the thresholds for acceptable quality set in point 4.9.3.2.2.a), this would be an instance of poor quality. Such an instance of poor quality may result in the application of liquidated damages in conformity with Article I.11.2 of the contract.

Where it is specified that only a single sample is selected, this single sample will be checked against the thresholds set in point 4.9.3.2.2.a).
If the quality levels of the single sample are below the thresholds set in point 4.9.3.2.2.a) no further action will be taken and the quality level of the notices for the relevant thresholds, month and language will considered be considered adequate.

Should the result of the check of the single sample be inadequate i.e. exceeding one or more of the thresholds for acceptable quality set in point .4.9.3.2.2.a), this would an instance of poor quality. Such an instance of poor quality may result in the application of liquidated damages in conformity with Article I.11.2 of the contract.

4.9.3.2.1
Sampling method

Lot 1: The selection of the samples will be repeated each month for each language.

If the number of processed documents for one language and for one month is greater than 2200, the Publications Office will select 1% of these processed documents for the single sample.
Otherwise, provided that the number of processed documents for one language and for one month is between 901 and 2200, the Publications Office will select 1% of these processed documents for sample one and a number of documents equal to the difference between 1% of the processed documents and 22 for sample two. 
Otherwise, if the number of processed documents for one language and for one month is between 23 and 900, the Publications Office will select 9 documents for sample one and 13 more documents for sample two.

Otherwise, if the number of processed documents for one language and for one month is between 22 and 10, the Publications Office will select 9 documents for sample one and the remainder of the documents for sample two.

Otherwise, if the number of processed documents for one language and for one month is between 9 and 1, the Publications Office will select all the documents for the single sample.
	Number of processed document (NPD) for one language and for one month
	Size of sample one
	Size of sample two

	NPD > 2200
	NPD x 0.01
	No second stage check

	2200 ≥ NPD > 900
	NPD x 0.01
	22 – (NPD x 0.01)

	900 ≥ NPD > 22
	9
	22

	22 ≥ NPD > 9
	9
	NPD – 9

	9 ≥ NPD
	NPD
	No second stage check


Lot 2: the Publications Office will select 9 documents per language per month for sample one and 13 more documents for sample two.
Only documents produced according to the standard production workflows may be selected, excluding for example those that received late changes not included in the original notice. The selected documents list will be transmitted to the contractor two working days before the actual check takes place. The contractor will have to make his observation known to the Publications Office within one working day. Documents unfit for checking will be replaced by the Publications Office within 4 working hours and the list of replaced documents will be transmitted to the contractor for immediate approval (one working hour).
The samples will be representative of the distribution according to the original language of the notices (at the beginning of the contract: EN = 80%, FR= 15%, other languages = 5%) and to the type of document. The weighting of the original language of the notice in the sample will be revised every six months.
4.9.3.2.2
Thresholds for acceptable quality
The quality of the processed notices will be deemed adequate if: 

a)

· less than 1 % of notices checked for one month and one language contain wrong (e.g. logical errors, meaning of words and phrases and dialects, terminology) or missing translation or omissions/additions, serious typing mistakes or any formatting inaccuracies that affect the meaning of: text, amounts of money, currencies, dates, deadlines, legal references, type of procedures, addresses, names; 
· and less that 5 % of notices checked for one month and one language contain an average of more than 5 (five) grammatical errors, punctuation errors, syntax errors, orthography errors, spelling errors, derogations from the Interinstitutional Style Guide or internal agreements or formatting errors per page as generated by TED;
· and less than 5% of notices checked (see point 4.9.3.2.1) within one month contain codification errors (cf. Technical Annexes TS10 and TS14);
b)

· and less than 0,3 % of the total number of publications per calendar month were corrigenda notices that were to be published due to an error of a contractor;
· and less than 2% of treated alternative scenarios with standard letters are triggered unnecessarily, or wrong scenario was used, or contains a misleading reason, or contact data (e.g., missing, different from those in the notice), or reference, or title of notice, or serious typing mistakes or any formatting inaccuracies that affect the meaning of text;
· and less than 5% of treated alternative scenarios generate standard letters that contain typing or any other formatting mistakes not affecting meaning of text, grammatical, syntax, punctuation errors, etc. 
Should anyone of the above-mentioned thresholds be exceeded, this would be an instance of poor quality.
Please note that the contractor is responsible of the compliance of the prepared notices with the original.

4.9.5.
Major and fatal errors
4.9.5.1.
Major errors

A major error is any substantial instance of delay or an instance of poor quality as described in point 4.9.2 or point 4.9.3 above.
4.9.5.2.
Fatal errors

4.9.5.2.1.
Delays to delivery

Should a notice be delivered more than 24 hours after the latest possible export day as described in point 4.9.1, this would be a serious delay in processing notices within the meaning of this contract
A fatal error will be considered to have occurred if more than 1 % of the published documents during one calendar month are delivered with serious delay as described above.
4.9.5.2.2.
System for data exchange

A fatal error will be considered to have occurred:

· if the system for data exchange is out of operation for 8 (eight) consecutive hours during office hours (9.00–17.00) and this has an impact on the possibility to send and receive documents between the contractor and the Publications Office;
· if a second instance of non-availability of the system for 4 (four) consecutive hours during office hours (9.00–17.00) occurs less that six month after a first one.

4.9.5.2.3.
Quality of processing
A fatal error will be considered to have occurred:

· if three instances of poor quality in processing of notices as described in point 4.9.3.2 occur within six months.
The contractor will be expected to play an active part in improving quality and reducing costs.

4.10. Quality control and Business continuity
4.10.1.
Quality control.Quality assurance (in particular as regards meeting deadlines and translation quality) is the responsibility of the contractor, who must draw up a Quality Assurance Plan (see award criterion No 3 and point 4.2.1.1). This plan must be approved by the Publications Office. The quality indicators must by produced on a monthly basis.

The contractor shall participate in quality control meetings which will take place in Luxembourg. This is set out in greater detail in Technical Annex TS14.

The quality control meeting will take place every three months, where:

· a report drawn up on an agreed number of notices per language, selected randomly, will be examined; as well other quality indicators will be reviewed by all the parties concerned;
· related information, concerns and proposals will be exchanged;
· further actions to improve quality will be decided.

The frequency of these meetings may be adjusted in the light of trends in the quality indicators.

The Publications Office reserves the right to check on site that the planned staff have been assigned to the work.

The Publications Office and the contractor have a mutual obligation to provide information and technical assistance.

During the performance of the contract, the Publications Office reserves the right to carry out quality audits, or have them carried out by third parties.

The contractor shall be required to play an active role in improving quality and reducing costs.

4.10.2
Business continuity
The contractor will submit its Business Continuity Plan (BCP) (see award criterion No 5 and point 4.2.1.1), covering risks in the context of the services provided by the contractor within the terms of the contract. This BCP must be approved by the Publications Office.

4.11. Reports

The contractor will submit:

· a report at the end of the set-up phase;
· a report at the end of the test phase;
· a report at the end of the shadowing period;
· monthly statistics, if necessary monthly report (see point 4.8);

· a quaterly quality report (see point 4.10.1)
· a handover report.
The Publications Office shall have ten (10) days to approve or reject a report, and the contractor shall have five (5) days to submit replacement documents or a new report.
4.12. Invoicing
The contractor must provide electronic invoices in XML and MS-Excel formats along with the paper invoice. 
An XML schema will be provided by the Publications Office. The contractor will develop the XML invoice during the set-up phase of the take-over. Development costs will be included in the set-up phase costs (see Technical Annex TS16 for examples of invoices). It is the responsibility of the contractor to ensure, that from the beginning of the shadowing period, he/she is able to send pro-forma and definitive XML and MS-Excel invoices that conform to the above-mentioned schema.
Each month, the contractor will send a pro forma invoice following the same requirements as the definitive invoice for acceptance by the Publications Office. The definitive invoice will be sent after the pro-forma invoice has bee accepted.

The total amount of the monthly invoices will be established by summing the products of the price, indicated in the price schelude, of teach type of notice by the number of of notices of the relevant type processed by the contractor during the past month. The costs of the operation of the call center, i.e. the monthly line rental, incoming calls and their redirection to the service provider’s premises (point 4.2.4.2), will be reimbursed by the Commission on presentation of the relevant original invoices.
5. Annexes
Forms

1
price schedule and estimation form (see file named "AO 10352 Price schedule" on the same internet page as these Specifications)
2A
financial identification form
2B
legal entity form
2C
agreement /power of attorney, model 1 and model 2
2D
financial guarantee model
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
technical questionnaire regarding the selection criteria
8
questionnaire regarding the award criteria
9
cv forms
10
cv-summary
Technical annexes

These annexes are available on the same internet page as these Specifications. Document "annex list.doc" contains the list of the technical annexes.
1
financial bid, price schedule and estimation form (to be completed)
1.1
Cells to be filled in in the Price schedule Excel file
Please note that in addition to the name of the tenderer on the first page of the price schedule, all cells with a bold border must be filled in. Cells left empty will appear yellow in the Excel version of the price schedule. The following worksheets of the Price schedule contain cells to be filled in:
· price schedule - fixed prices;
· price sched.- time coef (lot 1);
· price per notice type (lot 1);
· price sched.- time coef (lot 2);
· price per notice type (lot 2).
Please refer to point 4.2.3.1 regarding the calculation of the price per type of notice.
1.2 Notes on prices codes and types of noticesN.B.: in the table below, the standard form number indicates to which standard form the type of notice is related [cf. Commission Implementing Regulation (EU) No 842/2011 of 19 August 2011 establishing standard forms for the publication of notices in the field of public procurement and repealing Regulation (EC) No 1564/2005 (OJ L 222, 27.8.2011, p. 1).]
	Lot 1

	Price code
	Type of notice

(standard form number)
	Comments
	Languages to proofread and correct

	Paper notices
	

	101
	Notices (1, 2, 4, 5, 10, 11, 12, 16, 17)
	Standard notices such as contract notices or pre-information notices. The title of the notice in all languages is the main CPV.
	1

	102
	Contract award notices (3, 6, 13, 15, 18, 19)
	A significant part of the information contained in the contract award notices is carried over from the contract notice to which it is related.
	1

	103
	Buyer profile / DPS notices (8, 9)
	A ‘dynamic purchasing system’ is a completely electronic process for making commonly used purchases, the characteristics of which, as generally available on the market, meet the requirements of the contracting entity, which is limited in duration and open throughout its validity to any economic operator which satisfies the selection criteria and has submitted an indicative tender that complies with the specification.These notices are very short. 
Buyer profile:see directive 2004/18/EC, Article 35.1.
	1

	104
	Additional full texts 
	Bilingual notices (eg. French/Dutch for Belgian authorities or Italian/German for Italian authorities)
	1

	105
	All original languages supplied (4, 5, 6, 10, 11, 12, 16, 17)
	Notices from Directorate General Transports of the EU Commission These standard notices, such as contract notices or pre-information notices, are delivered in full in all language versions.
	23

	106
	Original language and titles supplied (1 to 19)
	Notices from European Investment Bank. In these notices the title is not replaced by the CPV code and has been translated from the original language version to all other linguistic versions (see annex TS13a for examples).
	1 in full
22, only the title

	107
	Additional information/cancellation (14)
	The contracting entities use these additional informations to introduce changes into notice that they previously sent for publication or cancel the notice.
	1

	Electronic notices

	108
	Electronic notices (TED eSender,…) (1 to 19)
	These standard notices have been input and checked by a specialist company. (TED eSenders submit structured XML notices through software developed in-house acting on behalf of contracting authorities/entities).
	1

	109
	Electronic notices (eNotices) (1 to 19)
	Standard notices such as contract notices, pre-information notices or contract award notices. The title of the notice in all languages is the main CPV. Tender notices sent for publication through an electronic channel (a web-based tool — eNotices — simplify and speed up preparation and publication of tender notices).
	1

	110
	Additional full texts 
	Bilingual notices (eg. French/Dutch for Belgian authorities or Italian/German for Italian authorities).
	1

	111
	Trusted TED eSender (1 to 19)
	This type of notice is currently not used. Trusted eSenders will deliver notices that do not need proofreading and correction.
	0

	112
	All original languages supplied (1, 2, 3, 5, 6, 10, 11, 12, 13, 14, 16, 17, 18)
	Notices from Directorate General Transports of the EU Commission These standard notices, such as contract notices or pre-information notices, are delivered in full in all language versions.
	23

	113
	Original language and titles supplied (1, 2, 3, 5, 6 ,10, 11, 12, 13, 14, 16, 17, 18)
	Notices from European Investment Bank. In these notices the title is not replaced by the CPV code and has been translated from the original language version to all other linguistic versions (see annex TS13a for examples).
	1 in full
22, only the title

	114
	Additional/cancellation information (14)
	The contracting entities use these additional informations to introduce changes into notice that they previously sent for publication or cancel the notice.
	1

	115
	EEIG/European Company/Insurance 
	EEIG: The purpose of the grouping is to facilitate or develop the economic activities of its members by a pooling of resources, activities or skills. 

SE (Societas Europaea): Can register in any member state of the European Union, and transfer to other member states.
	23

	116
	Not structured confidential notices (1, 2, 3, 4, 5, 6 , 14, 15, 16, 17, 18)
	Standard notices such as contract notices or pre-information notices. The title of the notice in all languages is the main CPV. Please see footnote No 3 on page 41/93.
	1

	117
	Structured confidential notices (TED eSenders) (1, 2, 3, 4, 5, 6 , 14, 15, 16, 17, 18)
	These standard notices have been input and checked by a specialist company. Please see footnote No 3 on page 41/93.
	1

	118
	Structured confidential notices (eNotices) (1, 2, 3, 4, 5, 6 , 14, 15, 16, 17, 18)
	Standard notices such as contract notices, pre-information notices or contract award notices. The title of the notice in all languages is the main CPV. Please see footnote No 3 on page 41/93.
	1

	119
	Documents prepared but not published (any form possible)
	Standard notices such as contract notices, pre-information notices or contract award notices. The contractor has processed the notice but then receives the information from the Publications Office that the notice will not be published
	1, but also depending on the type of notice

	120
	Spam (any form or no form possible)
	Documents that are not allowed to be published in the OJ S (calls for tender from private company not entitled to publish in the OJ S, advertisement, documents sent by error, etc.). These documents will be identified and erased by the contractor.
	0

	121
	Erase (any form possible)
	Notices that will not be published. These notices will be identified and erased by the contractor.
	0

	121
	Erase with record of origin (any form possible)
	Notices that will not be published. These notices will be identified, their origin will be recorded and they will be erased by the contractor
	0

	123
	Standard letters (DEMFAX) (any form possible)
	The notice cannot be published in its current state and more information must be requested from the contracting entity which corresponds to the activation of an alternative scenario. To this effect the contractor will trigger a request for the Publications Office to dispatch standard letters (see point 4.2.4.1)
	0

	124
	Proofreading new eSender/eNotices 
	Linguistic revision of the notice
	1

	125 
	Corrigenda (not invoiced) (14)
	This type of notice is produced by the contractor to correct its own errors; it appears in the price schedule only for recording the tasks involved and the duration that tenderer will dedicate to them.
	1 or more: it depends on the original notice type


	Lot 2

	Price code
	Type of notice

(Simap form number)
	Comments

	201
	To be translated into 22 languages (paper) (1, 2, 3, 8 ,9, 12, 13, 14, 15, 16, 17, 18)
	Standard notices received mainly from the European Institutions and bodies, on paper, which the contractor must translate in full.

	202
	To be translated into 22 languages (electronic) (1, 2, 3, 8 ,9, 12, 13, 14, 15, 16, 17, 18)
	Standard notices received mainly from the European Institutions and bodies, electronically, which the contractor must translate in full.

	203
	To be partially translated into 22 languages (paper) (1, 2, 3, 8 ,9, 12, 13, 14, 15, 16, 17, 18)
	Notices received mainly from DEVCO [Development and Cooperation – EuropeAid, Commission Directorate–General (DG)], on paper, which the contractor must only partially translate. Examples of these notices are given in Annexe TS13c.

	204
	To be partially translated into 22 languages (electronic) (1, 2, 3, 8 ,9, 12, 13, 14, 15, 16, 17, 18)
	Notices received mainly from DEVCO [Development and Cooperation – EuropeAid, Commission Directorate–General (DG)], electronically, which the contractor must only partially translate. Examples of these notices are given in Annexe TS13c.

	205
	Title only to be translated into 22 languages (paper) (1, 2, 3, 8 ,9, 12, 13, 14, 15)
	Notices received mainly from international institutions (CEB, UNO, Red Cross, ONG, etc.), on paper, for which the contractor must only translate the title. 

	206
	Title only to be translated into 22 languages (electronic) (1, 2, 3, 8 ,9, 12, 13, 14, 15)
	Notices received mainly from international institutions (CEB, UNO, Red Cross, ONG, etc.), electronically, for which the contractor must only translate the title. 

	207
	Corrigenda (not invoiced) (14)
	This type of notice is produced by the contractor, in 23 languages, to correct its own errors; it appears in the price schedule only for recording the tasks involved and the duration that tenderer will dedicate to them. 

	208
	Spam (PU) (any form or free text)
	Documents that are not allowed to be published in the OJ S (calls for tender from private company not entitled to publish in the OJ S, advertisement, documents sent by error, etc.). These documents will be identified and erased by the contractor. (PU) means publicity or advertisements.

	209
	Erased with reasons not covered by other invoice codes
	Request from awarding authority not to publish.

	210
	Double 
	Notices sent more than once by the contracting entity. The contractor must detect and reject these notices through the initiation of the relevant alternative scenario.

	211
	Original language prepared (not for publication)
	For services from categories 17 to 27 (see Annex XVIIA and XVIIB to Directive 2004/17/EC) authorities can ask not to publish, the Publications Office stops the procedure just before the lay out and sends report to DG Markt in Brussels.


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://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm 
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2B
"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://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 
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Annex 2C
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: 

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

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

3. ….. 

· 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 Contract No 10352 (« the Contract ») to Company 1, Company 2, …, Company N (« the Group Members »), based on the joint offer submitted by them on … ….. for "the Computing services – Software development, maintenance consultancy and assistance for different types of IT applications" (« 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 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: 

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

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

6. ….. 

· 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 Contract No 10352 (« the Contract ») to Company 1, Company 2, …, Company N (« the Group Members »), based on the joint offer submitted by them on … ….. for "the Computing services – Software development, maintenance, consultancy and assistance for different types of IT applications" (« 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 framework 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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Guarantee -model 
[MODEL] LETTER FOR PERFORMANCE FIRST DEMAND GUARANTEE
Financial institution/Bank (Letterhead)

[Place/Date]
European Union
Represented by the European Commission

Publications Office of the European Union
Call for Tenders and Contracts Unit
2, rue Mercier

L–2985 Luxembourg

Reference: Contract N° … "[Title] "
Article 1 – Declaration on guarantee, amount and purpose

We, the undersigned [name and address of the financial institution or bank] (hereinafter referred to as "the Guarantor") hereby confirm that we give the European Union, represented by the European Commission (hereinafter referred to as "the Commission") an unconditional, irrevocable and independent first-demand guarantee consisting in the undertaking to pay to the Commission a sum equivalent to the amount of:
EUR … (in words: … euros)

upon simple demand, for the good performance of the contract concluded between the Commission and [name and address], (hereinafter referred to as “the Contractor”), as given in the contract N° … entitled "[Title] " (hereinafter referred to as "the contract"). 

Article 2 – Execution of Guarantee
If the Commission gives notice that the Contractor has for any reason failed to fulfil his obligations under the contract by the due date, we, acting by order and for account of the Contractor, shall undertake to immediately pay up to the above amount, in EUR, without exception or objection, into a bank account designated by the Commission, on receipt of the first written request from the Commission sent by registered letter or by courier with acknowledgement of receipt. We shall inform the Commission in writing as soon as the payment has been made.

Article 3 – Obligations of the Guarantor
1.
We waive the right to require exhaustion of remedies against the Contractor, any right to withhold performance, any right of retention, any right of avoidance, any right to offset, and the right to assert any other claims which the Contractor may have against the Commission under the contract or in connection with it or on any other grounds.
2.
Our obligations under this guarantee shall not be affected by any arrangements or agreements made by the Commission with the Contractor which may concern his obligations under the contract.
3.
We shall undertake to immediately inform the Commission in writing, by registered letter or by courier with acknowledgement of receipt, in the event of a change of our legal status, ownership or address.

Article 4 – Date of Entry into force
This guarantee shall come into force upon its signature.

Article 5 – End Date and Conditions of Release

1. 
We may be released from this guarantee only with the Commission’s written consent.

2.
This guarantee shall expire on return of this original document by the Commission to our offices by registered letter or by courier with acknowledgement of receipt. 

3.
[Option 1: This must occur at the latest one month after the payment of the balance under the contract has been made or three months after the issuance of the corresponding recovery order.] 


[Option 2: This must occur in any case, at the latest, on (indicate a precise date
).]
4.
After expiry, this guarantee shall become automatically null and void and no claim relating thereto shall be receivable for any reason whatsoever.
Article 6 – Applicable Law and Competent Jurisdiction
1.
This guarantee shall be governed by and construed in accordance with the law applicable to the contract.

2.
The courts having jurisdiction for matters relating to the contract shall have sole jurisdiction in respect of matters relating to this guarantee.

Article 7 - Assignment

The rights arising from this guarantee may not be assigned [without our written consent].

Done at [insert place], on [insert date]

__________________




[__________________]
[Signature/





[Signature/

Function at the Financial Institution/Bank]

Function at the Financial Institution/Bank]
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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
	

	VAT registration number 
	

	Official address of tenderer in full 
	

	(Internet address – if applicable)
	

	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”)
	

	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 than 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 tenderers and acting as a co-ordinator:

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

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

Subcontracting

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 subcontractor puts its resources at the disposal of the tenderer. 

…….….……………………………….………………………………………..
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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

	*
	Duly signed cover letter (to be provided)
	---
	

	*
	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, 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,
	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 (to be provided)
	
	

	*
	This list of documents to provide (to be completed)
	5
	

	Section Two: Documents relating to the exclusion criteria

	*
	Declaration on grounds for exclusion (to be completed in) 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

	*
	Balance sheets and profit or loss accounts for the last two financial years (to be provided)
	---
	

	*
	Document stating the overall turnover and the turnover relating to the services involved in this contract carried out by the tenderer over the past three years (to be provided)
	---
	

	*
	Evidence of professional risk indemnity insurance, indicating the covered value (to be provided)
	---
	

	b) technical and professional capacity

	*
	Brief description of the tenderer’s economic activity relating to the submission involved in this call for tender (to be provided)
	---
	

	*
	Technical questionnaire (to be provided)
	7
	

	
	CV forms (to be provided)
	9
	

	*
	CV summary (to be provided)
	10
	

	Section Four: Documents relating to the technical award criteria

	*
	Questionnaire regarding the award critieria (to be completed)
	8
	

	Section Five: Documents relating to the financial award critieria

	*
	Price schedule duly completed and signed (to be completed)
	1
	

	*
	Estimation form duly completed and signed
 (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 contracting 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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Technical questionnaire regarding the selection criteria (to be completed)
Short description of the tenderer’s economic activity (maximum of 5 pages) relating to the kind of services involved in this call for tender with supporting documents
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
Date 

Name of the tenderer





Signature

a) List of the principal services provided in the past three years, with the sums, dates and recipients, public or private. Please indicate the proportion of the services in relation with the domains of the call for tender.
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
Date 

Name of the tenderer





Signature

b) Description of the technical equipment to be employed for performing the service contract, including the ICT equipment.

.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
.………………………………………………………………………………………………
Date 

Name of the tenderer





Signature

c) Questionnaire concerning the tenderer's staff
	Profile requirements

	Profile
	Requirements

	Manager
	Managers must have

· either a three year university degree and three years of experience in management in the domains of the call for tenders
· or six years of experience in management in the domains of the call for tender.

	Coordinator
	Coordinators must have

· either a three year university degree and two years of experience in team coordination

· or an upper secondary diploma and four years of experience in team coordination

· or an upper secondary diploma and two years of experience in the linguistic domain and two years of experience in team coordination

and must be able communicate efficiently at least in EN and FR with their hierarchy and the members of their teams.

	Production agent
	Production agents must have an upper secondary degree and one year experience in manuscript preparation. They must have a good knowledge of the tenderer's relay language and must be able to communicate efficiently in EN or FR.
The language for which a production agent is proposed must be his/her mother tongue. 

	Proofreader
	Proofreaders must have an upper secondary degree and one year of experience in proofreading. They must have a good knowledge of the tenderer's relay language and must be able to communicate efficiently in EN or FR.
The language for which a proofreader is proposed must be his/her mother tongue.

	Translator
	The translators must have at least a three year university degree in translation, in relation with the languages concerned and two years of professional experience in the relevant domain.
Translators may only be proposed to translate into their mother tongue.


Please note that any differences between the requirements set in the table above and in Technical Annex TS07 are due to the fact that the requirements in the table above are related to selection criteria that must be verifiable from written text and that the requirements exposed in Technical Annex TS07 refer to the qualities, education and experience that will be verified if necessary during the execution of the contract.
	TECHNICAL QUESTIONNAIRE

	Selection criterion No 2: Questionnaire concerning the tender's staff

	Lot
	Name
	Profile
	Education (Highest degree)
	Languages (underline mother tongue)
	Professional experience (last six years)


	
	□ employee
	□ manager
	
	
	

	
	□ employee
	□ coordinator
	
	
	

	
	□ employee □ subcontractor
	□ production agent
	
	
	

	
	□ employee □ subcontractor
	□ proofreader
	
	
	

	
	□ employee □ subcontractor
	□ translator (Lot 2)
	
	
	


Tenderers will add as many rows to this table as needed.
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Questionnaire regarding the award criteria (to be completed)
Lot 1 - Award criterion No 1

Document (maximum 30 pages of A4 format font size 12) describing how the tenderer intends to implement his own local system for the processing of the notices, from the moment they are sent to the contractor by the Publications Office production system until the moment they are returned by the contractor to the Publications Office production system.

The description will encompass the organisational and technical aspects of the processing, how all kinds of standard and non-standard notices will be tracked and dealt with, including the various alternative scenarios, the way notices data will be exchanged with Publications Office, as well as any aspects that the tenderer deems worth mentioning.
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 1 - Award criterion No 2

Document (maximum 10 pages of A4 format font-size 12) describing the tenderer's methodology for:
-
the reception and sorting of documents by language team;

-
the assignement of texts to the adequate language team.

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 1 - Award criterion No 3
A document of maximum 25 pages of A4 format font-size 12 describing the tenderer's quality/assurance procedures that will include:
-
a description of the system foreseen for the checking and the quality control for preparation of the notices;

-
a description of the assurance and control procedures for linguistic revision;

-
a draft Quality Assurance Plan.
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 1 - Award criterion No 4

Document (maximum 25 pages of A4 format font-size 12) describing:
-
working methods and human resource management, including how the various teams will be coordinated;

-
assurance and control procedures for timely completion of the work.
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 1 - Award criterion No 5

Document (maximum 25 pages of A4 format font-size 12) describing the service implementation:
-
demonstration of the ability to provide, under any circumstances, an efficient, reliable, high-quality technical service, commensurate with the requirements of the Publications Office that derive from the legal constraints regarding the continuous publication of the OJ S. This part will include a draft Business Continuity Plan;

-
demonstration of the ability to integrate modern tools into the work process;

-
method foreseen to optimize the workflow and reduce costs;

-
demonstration of the capacity to adapt the production process to changes in the productions of notices.

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 1 - Award criterion No 6

Document (maximum 10 pages of A4 format font-size 12) describing how the Tenderer intends to organise the assistance to the contracting entities and specifically the call centre.
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 1 - Award criterion No 7

Document (maximum 20 pages of A4 format font-size 12) describing the Tenderer's approach to the takeover including infrastructure, resources, training, meetings, reporting, etc. The document will include a planning taking into account the requirements of point 4.2.1 and will include proposals should the takeover period be reduced.

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 2 - Award criterion No 1

Document (maximum 30 pages of A4 format font size 12) describing how the tenderer intends to implement his own local system for the processing of the notices, from the moment they are sent to the contractor by the Publications Office production system until the moment they are returned by the contractor to the Publications Office production system.

The description will encompass the organisational and technical aspects of the processing, how all kinds of standard and non-standard notices will be tracked and dealt with, including the various alternative scenarios, the way notices data will be exchanged with Publications Office, as well as any aspects that the tenderer deems worth mentioning.

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 2 - Award criterion No 2

Document (maximum 10 pages of A4 format font-size 12) describing the tenderer's methodology for:
-
the reception and sorting of documents by language team;

-
the assignement of texts to the adequate language team;

-
the use of a relay language.

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 2 - Award criterion No 3

Document (maximum 25 pages of A4 format font-size 12) describing the tenderer's quality/assurance procedures that will include:
-
a description of the system foreseen for the checking and the quality control for preparation of the notices;

-
a description of the assurance and control procedures for linguistic revision;

-
a description of the system of quality control for translation;

-
a description of the method used for ensuring terminological consistency;

-
a description of the method used to deal with difficulties encountered in the texts;

-
a draft Quality Assurance Plan.
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 2 - Award criterion No 4

Document (maximum 25 pages of A4 format font-size 12) describing:
-
working methods and human resource management, including how the various teams will be coordinated;

-
assurance and control procedures for timely completion of the work.
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 2 - Award criterion No 5

Document (maximum 25 pages of A4 format font-size 12) describing the service implementation:
-
demonstration of the ability to provide, under any circumstances, an efficient, reliable, high-quality technical service, commensurate with the requirements of the Publications Office that derive from the legal constraints regarding the continuous publication of the OJ S. This part will include a draft Business Continuity Plan;

-
demonstration of the ability to integrate modern tools into the work process;

-
method foreseen to optimize the workflow and reduce costs;

-
demonstration of the capacity to adapt the production process to changes in the productions of notices.

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

Lot 2 - Award criterion No 6

Document (maximum 20 pages of A4 format font-size 12) describing the Tenderer's approach to the takeover including infrastructure, resources, training, meetings, reporting, etc. The document will include a planning taking into account the requirements of point 4.2.1 and will include proposals should the takeover period be reduced.

……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
……………………………………………………………………………………………
Date 

Name of the tenderer





Signature

� Please note that there are two kinds of annexes: general annexes to the specifications, numbered 1 to 10, and annexes that are related to the technical specifications, numbered TS01 to TS19. The technical annexes are to be found on the same internet page as these specifications.


� DEVCO stands for "Development and Cooperation", a Directorate General of the Commission  (�HYPERLINK http://ec.europa.eu/europeaid/who/index_en.htm ��http://ec.europa.eu/europeaid/who/index_en.htm�)


� Please note that there are two kinds of annexes: general annexes to the specifications, numbered 1 to 10, and annexes that are related to the technical specifications, numbered TS01 to TS19. The technical annexes are to be found on the same internet page as these specifications.


� Certain calls for tenders exceeding thresholds set out in the public procurement legislative framework may be considered as fully or partially confidential by a contracting authority/entity for security reasons (normally, this information is indicated in the original request for publication, point II.1.2 of the notice), but a corresponding request for publication is still sent to the Publications Office so that the Commission may use it for monitoring/statistical purposes. From a processing point of view it means that such notices are prepared by the contractor but may not be published (fully or partially).


� Central European Time/Central European Summer Time respectively UTC + 1/UTC + 2.


� In order to specify the exact date of the expiration of this guarantee, relevant provisions of the Contract (in particular those stating time periods in Articles I.2, II.4.3 and I.5) will be taken into account.








	PUBLICATIONS OFFICE OF THE EUROPEAN UNION

	2, rue Mercier, L-2985 Luxembourg — Tel. (+352) 29 29-44319   Fax (+352) 29 29-42672


Invitation to tender n° 10352 Processing of notices for publication in the OJ S

74/93
Invitation to tender n° 10352 Processing of notices for publication in the OJ S

1/93

_1187090311.xls
Sheet1

		LEGAL ENTITIES

																						PRIVATE COMPANIES

		TYPE OF COMPANY

		NGO				YES														NO														(Non Gouvernemental Organisation)

		NAME(S)

		ABBREVIATION

		ADDRESS OF

		THE HEAD

		OFFICE

		POSTAL CODE																												P.O. BOX

		CITY

		COUNTRY

		VAT

		PLACE OF REGISTRATION

		DATE OF REGISTRATION

																										D		D				M		M				Y		Y		Y		Y

		REGISTRATION NR

		PHONE																																										FAX

		E-MAIL

		CONTACT PERSON

		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.

																																																		DATE AND SIGNATURE
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