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1. INTRODUCTION 

The contracting authority is the European External Action Service (hereinafter referred to 

as "the EEAS"), represented for the purpose of this tender by the Head of the Delegation 

of the European Union to Japan (hereinafter referred to as "the Delegation") or its duly 

authorized representative. 

The Delegation plans to conclude a service contract for the provision of Technical 

Assistance Services related to the publication (editing and upload) of content for, and the 

web-hosting, management and the promotion of the Japanese language web-based digital 

magazine "EU MAG" of the Delegation  

When drawing up their tenders, tenderers shall take into account the provisions in the 

present tender specifications, in the letter of invitation to tender as well as in the attached 

draft contract, which specify the rights and obligations of the contractor, particularly 

those on payments, performance of the contract, confidentiality, checks and audits. 

The model service contract that will be used for this contract is attached to the letter of 

invitation to tender in Annex 2. These tender specifications and the tender submitted by 

the awardee of the contract will be annexed to the contract and therefore be binding on 

the contracting parties during the implementation of the contract. 

A notice for this contract was published in Official Journal of the European Union 

2015/S 236-427113 of 05.12.2015 

Additional publicity was made by means of promotion on the Delegation website  

http://www.euinjapan.jp/en/about/procurement/tender) 

2. SUBJECT OF THE CONTRACT 

The Delegation is inviting offers for a service contract for the provision of Technical 

Assistance Services related to the publication (editing and upload) of articles for, and the 

web-hosting, management and the promotion of the Japanese language web-based digital 

magazine "EU MAG" of the Delegation. Interested tenderers are strongly encouraged to 

visit the current magazine site http://eumag.jp to familiarise with its set-up and content. 

The entire production of the EU MAG consists of two different tasks: 1) the production 

of content for the magazine and 2) the processing of this content in view of its upload on 

the EU MAG website. The nature of these two tasks is very different the one from the 

other and cannot be combined within one single contract. 

Therefore two separate contracts will be awarded for the production of the EU MAG: a 

Framework Contract for the production of content for the magazine (subject of a separate 

tender) and one for the provision of Technical Assistance Services related to the 

publication (editing and upload) of the content, for the web-hosting, management and 

promotion of the magazine (subject of this tender).  

Both contractors will closely cooperate and for a good understanding of the present 

tender it is important to understand the subject of the framework contract (content 

provision), which covers the drafting of articles about the EU and its policies, including 

extensive research of sources (mainly in English). The articles are written in a reader-

friendly style in the Japanese language with a view to enhance readers' understanding of 

and affinity to the EU. The contractor providing the content is also required to suggest 

http://www.euinjapan.jp/en/about/procurement/tender
http://eumag.jp/
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suitable visual elements such as tables, graphics, charts, illustrations or images to be 

inserted in the article. This set of articles and visuals is forwarded by the content provider 

to the contractor in charge of the Technical Assistance Services related to the editing and 

uploads of the content on the EU MAG website who is tasked to assess the received 

content and possible accompanying instructions or suggestions, to process and upload 

them in line with the specifications and requirements as set out under 3.3 of the present 

document 

The contractor for the present contract must provide the human and material resources 

necessary to provide the services in the non-exhaustive list below: 

 Ensure swift take-over and continued management of the existing website from the 

start of the contract 

 Publication (layout and upload) of the content in line with the recommendations 

provided by the content provider 

 Promotion and performance monitoring 

 Overall management of the on-line magazine, including analysis of web access and 

recommendations to improve the access and increase readership  

The place of performance is Tokyo. 

3. TECHNICAL SPECIFICATIONS 

3.1 Background information 

The digital magazine was launched in February 2012 and the number of online visitors 

has since then increased from a monthly average 6,200 in the first year to a monthly 

average of 12,300 over the last 12 months; a further increase of the readership is 

expected in the coming years. Articles for the EU MAG are published in Japanese only 

and focus on the European Union and its relations with Japan. The magazine's target 

group is varied and includes decision makers and opinion leaders in the public, business 

and media sectors as well as Japan's future leadership in universities and business 

schools. The magazine furthermore targets EU specialists in academia and the more 

informed general public interested in international affairs. 

The EU MAG currently has 10 monthly issues a year with a weekly content update, 

except for the summer and year-end/new year periods. The EU MAG contains a mix of 

articles on the EU's policies, its activities and its Institutions, on EU-Japan relations, and 

on its peoples and cultures in recurrent sections (with indication on who provides the 

content in the right column) as follows: 

Section  Explanation Provided by  

Message Message from Ambassador Delegation 

Feature Story 

http://eumag.jp/feature/ 

 

In-depth article on EU issues.  An interview 

with an authoritative person may be included 

Consists In principle of two parts of 

approximately 3,000 JP characters each 

Delegation or 

Contractor 

http://eumag.jp/feature/
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Issues in Brief / and / 

Behind the News 

http://eumag.jp/behind/ 

 

The Issues in Brief section explains EU 

policy; Behind the News provides background 

on "hot" topics. 

Approximately 3,000 JP characters 

These sections alternate issue by issue 

Delegation or 

Contractor 

In the Spotlight 

http://eumag.jp/spotlight/ 

 

Articles on "softer" topics, such as European 

culture, Europeans living in Japan and 

European businesses in Japan  

Approximately 3,000 JP characters 

Delegation or 

Contractor 

Q&A 

http://eumag.jp/question/ 

 

Explains complicated or frequently 

misunderstood EU-related matters  

Approximately 3,000 JP characters 

Delegation or 

Contractor 

Upcoming Events  List of upcoming events [this section may 

disappear in the near future] 

Delegation 

EU News  Brief news articles  Delegation 

EU Facts Factual data and information on the European 

Union, including the Delegation 

Contractor 

 

As explained in chapter 2 above, a separate contractor shall provide content (articles and 

visuals) for the magazine. Once the final version of the articles is approved by the 

Delegation, the content shall be forwarded by the Delegation for upload to the provider 

of the Technical Assistance Service, who is in charge of the publication (editing and 

upload), the web-hosting, management and promotion of the EU MAG. The Delegation 

may occasionally ask the content provider to directly forward the approved articles to the 

other contractor. 

The contractor in charge of the Technical Assistance Provision shall carefully observe 

what follows: 

3.2 Characteristics of the (current) EU MAG 

 The EU MAG content is visible at a glance from the main page of the EU MAG 

website (http://eumag.jp ), enabling readers to access content and start reading with a 

single click.  

 The title, lead text and visual image of the most recent article  appears on the top 

page; the three most recent articles and news items  appear automatically on a 

prominent place on the side bar in almost all pages of the Delegation's official 

website http://www.euinjapan.jp/ .  This is done automatically by the system created 

by the contractor of the Delegation's official website.  

 Back numbers of the former print "europe" magazine are archived and links to 

related articles in those archives are added when an article covering the same topic 

appears in a new issue of the EU MAG  

 The magazine is readable both by issue and by section. 

 Articles are searchable through easy search function by keywords and topics.   

 The EU MAG site incorporates a print function (pdf or other printer-friendly 

formats) for all articles 

http://eumag.jp/behind/
http://eumag.jp/spotlight/
http://eumag.jp/question/
http://eumag.jp/
http://www.euinjapan.jp/
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 Social Networking Services' (Twitter, Facebook, etc) sharing functions are provided 

 A weekly e-mail alert function informs the readership whenever new EU MAG 

content is available. 

 The magazine is available in a format that is well readable on the most frequently 

used mobile phones and tablet devices in Japan.  

 Embedding of video clips is foreseen 

 

3.3 Tasks to be carried out by the contractor for this contract 

Taking account of the structure and specific features of the EU MAG the contractor shall 

be responsible for the entire cycle of the following tasks: 

3.3.1 Publication  

a) From the receipt of content for processing and upload the contractor for the 

provision of Technical Assistance Service shall assess the received content and 

possible accompanying instructions for layout 

b) Attractive page layout and design: The contractor shall make every effort to make all 

pages look attractive conform to an online magazine and within the CMS technical 

limits. This task includes re-sizing and re-formatting of visual elements to obtain an 

attractive and reader friendly page layout. Occasionally a visual can be an 

'Infographic' (maximum one per EU MAG issue) which the Technical Service 

Provider is required to process on the basis of the (original) one provided by the 

Content Provider. These infographics need not to be re-designed but to be processed 

in such way that the visual properly displays its message (JP text required).  

c) Formatting and finalisation of articles to conform to the current structure of the EU 

MAG: this task includes creating a title banner for each new article and adding its 

summary and an eye-catcher for the top page and the list pages.  

d) Monthly production and dispatch of a print-ready A-4 size digest (see 

http://eumag.jp/eumag-pdflist/ for reference) consisting of a table of contents and a 

brief explanation of the main articles: this A-4 size digest will be used i.a. by the 

Delegation, public libraries, EU information centres and EU Associations. This 

digest should be downloadable from the top page of the website. 

3.3.2 Web-hosting, content upload and management 

a) The contractor shall take over the existing EU MAG site from the previous 

contractor and shall ensure web-hosting, including the use of the existing domain-

name. The domain-name is the property of the Delegation.  

The contractor should guarantee the following minimum technical server 

specifications: 

 Dual-core CPU or better (alternatively 2 or more virtual computing units) 

 Memory: 4GB or higher 

http://eumag.jp/eumag-pdflist/
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 Redundant storage space: 100GB or more 

 Fixed IP address and network connection of 100 Mbps (best effort) or faster 

 The current EU MAG web server has 909 GB of disk space (17,962 files and 

688 folders) 

 The current back-up size is 450 MB 

 

b) At the take-over the contractor shall maintain the existing website structure, 

including all its functions and links to Social Media channels. The contractor can in 

the course of the contract period make suggestions to improve the functionality of 

the site, including minor graphic modifications which could make the site more 

attractive 

c) CMS maintenance: The current EU MAG CMS is a customised but outdated version 

of WordPress 3.2. The contractor shall update this CMS to the most recent version of 

WordPress within the course of the first quarter of the new contract period 

d) Monthly publication of an issue by the end of the month with the understanding that 

content should be  uploaded in instalments during the month with a frequency of not 

less than once a week following the upload schedule agreed among the content 

provider and the Delegation.  

e) Monthly and/or ad hoc update of key figures in the EU Facts corner (e.g. 

unemployment in the EU, Euro-Yen exchange rate, Industrial Production in the EU, 

EU inflation rates …) (refer to this section on the current EU MAG website) 

f) Timely and constant adjustments of any part of the website when judged necessary 

by the contractor, the Content Provider or the Delegation 

g) Incorporating print-ready generic format for each article (preferably PDF) 

h) Insertion of links to past articles or relevant EU-related websites wherever 

appropriate in the article 

i) Conversion of articles for mobile phone and tablet users (taking into account the 

most frequently used providers in Japan) 

j) Embedding video clips when needed/asked for by the Delegation 

k) Ensuring the smooth running of the website and making every reasonable effort to 

avoid and prevent downtime.  Setting-up a system whereby the recovery time could 

be minimised in an exceptional case of a server failure. Any failure is to be reported 

to the Delegation (preferably by e-mail) without delay.  Liaising closely with the 

contractor of the Delegation's official website (http://www.euinjapan.jp ) wherever 

necessary regarding server issues. The Delegation shall provide the contact details 

thereto 

3.3.3 Promotion & performance monitoring 

Promotion and performance monitoring are closely related. Promotional activities shall 

take account of input from the performance monitoring. Promotion shall therefore not 

just be static but shall be dynamic. The contractor shall propose to the Delegation which 

http://www.euinjapan.jp/
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actions are needed to further enhance the impact of the EU MAG on its existing public 

and to widen the reach aiming at increasing the readership of the magazine. The 

contractor shall therefore ensure: 

a) Announcement (promotion of the EUMAG) via the Delegation's Social Media (portal 

on http://www.euinjapan.jp /) to keep readers updated whenever a new article is 

uploaded.   

b) E-mail alert: A weekly notification about newly uploaded content shall be sent in the 

form of emails to subscribers. An easy-to-fill subscription form should gather 

readers' profiles (age, occupation, living area, etc.) all in respecting the provisions of 

the Japanese legislation in this respect 

c) Submission to the EU Delegation of monthly statistics, such as the number of 

sessions, page views, hits, etc. for analysis of readers' behaviour. 

d) Performance monitoring and improvement: The contractor, together with the 

Delegation, monitors the EU MAG performance on the basis of the monthly 

statistics and proposes where necessary how to improve the EU MAG performance 

and to steer the promotion of the magazine 

3.3.4 Overall management 

a) The provider of the Technical Assistance Services shall participate in the monthly 

editorial meetings which are held at the Delegation premises in Tokyo 

b) The contractor shall ensure effective and efficient management of the project using 

staff with both excellent Japanese and English language proficiency. When required, 

the contractor shall be available for ad hoc meetings with the Delegation at the 

Delegation premises at short notice. 

c) The contractor shall make sure to follow the commonly agreed work schedules and 

whenever necessary flexibly adjust them in close coordination with the Content 

Provider and the Delegation.  

d) At the end of his contract the Technical Assistance Provider shall provide optimal 

assistance to transfer all content of the EU MAG server to the server of the new 

contractor indicated by the Delegation.   

e) At the start of this Service Contract the Delegation will call an Inception Meeting at 

the Delegation premises, gathering all parties involved in the production of the EU 

MAG: the Framework Contractor (content provision), the provider of the Technical 

Assistance Service and the Delegation staff in charge of the project management 

 

4. ELIGIBILITY OF TENDERERS  

Tenders can be submitted by a single economic operator or jointly by two or more 

economic operators.  
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 Joint tender 4.1.

A joint tender is a situation where a tender is submitted by a group of economic 

operators. 

In this case, the tender will clearly identify the division of tasks amongst the different 

operators. 

Once the tender has been submitted, any change in the composition of the tenderer is not 

allowed, unless in the meantime one or more operators within the tenderer has been 

subject to a merger or a takeover (universal succession), and shall lead to the rejection of 

the corresponding tender.  

Such group will not be required to adopt a specific legal form in order to submit a tender. 

If the contract is awarded to a group, the contracting authority may require the group to 

adopt a specific legal form after the award and prior to the signature of the contract. If the 

group is legally constituted (consortium), the contracting authority will sign the contract 

with the entity representing the group (consortium). Otherwise, the contract will be 

signed with all economic operators of the group. In this case, one of its members will be 

nominated "the leader" and will have full authority to bind the group and each of its 

members, and will be in charge of the administrative management of the contract 

(contact point, invoicing, receiving payments, etc.) on behalf of all other entities. The 

leader will receive power of attorney from the other members of the group to this end. 

In any case, each member of the group will assume joint and several liabilities towards 

the contracting authority for the performance of the contract as a whole.  

The already legally constituted consortium must have its own Legal Entity Form which is 

different from the Legal Entity Form of each individual member of the group. 

 Subcontracting 4.2.

Subcontracting is allowed but the contractor will retain full liability towards the 

contracting authority for performance of the contract as a whole.  

Tenderers must give an indication of the proportion of the contract that they intend to 

subcontract and are required to identify all subcontractors whose share of the contract is 

above 20%.  

The subcontractors whose share of the contract is above 20% must comply with the same 

exclusion and selection criteria applicable to tenderers and shall present exclusion and 

selection documents.  

During contract execution, the change of any subcontractor identified in the tender will 

be subject to prior written approval of the contracting authority. 

 Access to public procurement 4.3.

Participation in this tender procedure is open on equal terms to all natural and legal 

persons coming within the scope of the Treaties (European Member States) and to all 
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natural and legal persons in third countries which have a special agreement with the 

Union in the field of public procurement
1
 on the conditions laid down in the agreements.  

Where the plurilateral Agreement on Government Procurement (GPA) concluded within 

the WTO applies, the participation to the call for tenders is also open to natural and legal 

persons of the signatories of the GPA
2
, including Japan.  

Tenderers, including each member of a joint tender, must confirm that they have their 

headquarters or domicile in one of the abovementioned States and present the supporting 

evidence normally acceptable under their own law  

 Non-exclusion and selection of tenderers 4.4.

Tenderers who have access to public procurement are evaluated on the basis of the 

information provided in their tenders for Exclusion criteria and Selection criteria 

4.4.1. Exclusion criteria  

Tenderers shall provide a declaration on their honour, available at: 

http://eeas.europa.eu/jobs/docs/declaration-honour_en.pdf duly filled in, signed and 

dated, by the legally authorised representative. 

This declaration shall be provided by each member of the group in case of joint tenders 

and is also required for identified subcontractors whose share of the contract is above 

20%. 

The contracting authority reserves the right to verify all information contained in the 

declaration by requiring the supporting documents listed therein. 

The successful tenderer, including each member of the group in case of a joint tender, 

shall provide the documents mentioned as supporting documents in the declaration on 

their honour before the signature of the contract and within a deadline given by the 

contracting authority. 

4.4.2. Selection criteria 

Tenderers must prove their economic, financial, technical and professional capacity to 

perform the services subject to this call for tender.  

If a tenderer is relying on other entities (e.g. parent company, other company in the same 

group, or third party) in order to achieve the required level of economic, financial, 

technical and professional capacity, its tender must contain a signed and dated statement 

by the concerned entity declaring firmly that the relevant resources shall be put at the 

disposal of the tenderer for this contract.  

 

                                                 
1
 FYROM, Albania, Montenegro and Serbia (under the Stabilisation and Association Agreement), Iceland, 

Norway and Liechtenstein (under the EEA Agreement economic operators from these countries have full access 

to tendering procedures of the Union institutions, agencies and bodies), Mexico, Chile, Colombia and Peru, 

Iraq, Korea and Central American countries of Honduras, Nicaragua and Panama. 

2  Armenia, Canada, Chinese Taipei, Hong Kong, Israel, Japan, Korea, the Netherlands with respect 

to Aruba, Singapore, Switzerland, and the United States. 

http://eeas.europa.eu/jobs/docs/declaration-honour_en.pdf
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If an entity provides the whole or a very large part of the financial capacity to the 

tenderer, the contracting authority may demand that that said entity signs the contract or 

that it provides a joint-and-several first-call guarantee, should that tender be awarded the 

contract. 

(1) Economic and financial capacity criteria and evidence 

Tenderers must demonstrate that they have the financial and economic capacity to 

perform this contract. The evidence requested shall be provided by each member of the 

group in case of joint tenders and identified subcontractors whose intended share of the 

contract is above 20%. A consolidated assessment of all the members together will be 

made to verify compliance with the minimum capacity levels.  

In order for the contracting authority to assess this capacity, the tenderers shall submit the 

following evidence:  

 financial statements for the past 3 fiscal years for which accounts have been closed; 

 a statement of the annual overall turnover for the last 3 fiscal years for which 

accounts have been closed. The amounts declared for the overall annual turnover 

must be verifiable with the amounts in the financial statement; 

 a statement of the annual turnover concerning the services covered by this contract 

for the last 3 financial years for which accounts have been closed submitted by the 

same entity as under the two points above. 

Minimum capacity level(s) required: 

 the average annual turnover over the last 3 fiscal years for which accounts have been 

closed relating to the services covered by the contract shall be EUR 90.000. This 

amount is a minimum below which no tender can be accepted.  The exchange rate 

used to convert the turnover into EURO will be the rate of December of the year of 

the financial statement as published at: 

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm 

(2) Technical and professional capacity criteria and evidence 

Tenderers must demonstrate that they have the technical and professional capacity to 

perform this contract. In order for the contracting authority to assess this capacity the 

following evidence must be submitted at least by the member(s) responsible for the 

relevant part of the performance of the contract:  

 General description of the tenderers' company's profile; a statement of the 

tenderer's number of permanent employees and the number of management staff 

in order to prove their technical capacity to guarantee business continuity and 

solid governance of the company 

 A list of services in the field of this contract performed in the past 3 completed 

fiscal years. Each item in this list will detail the amount of the contract, starting 

date and ending date, duration, recipients and type of recipient - public or private. 

 Description of the technical equipment and infrastructure of which the tenderer 

avails to carry out the assignment in optimal conditions 

 A list of the proposed project members: project manager, designer, technical 

assistant, IT expert and co-ordinator who liaises with the Delegation and the 

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm
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Content Provider, and others including outside persons necessary for providing 

the requested services. The list should be accompanied by the details of academic 

and professional qualifications and working experience of the persons to prove 

their technical capacity to implement the present contract.  A minimum of 3 years 

of professional experience in his/her specific tasks is required for each person 

involved in the project.  The co-ordinator who liaises with the Delegation should 

have a basic knowledge of the EU and should be able to work mainly in Japanese 

and should have a good command of English 

 Where applicable, the proportion of the contract which is intended to be 

subcontracted.  

Minimum capacity level(s) required: 

 Tenderers shall provide proof of minimum 3 years' experience in content web 

management by means of the company's registration containing a detailed 

description of its activities. If this documentation is not in an official EU language 

it must be accompanied with a translation in one of the official EU languages 

 Tenderers shall provide proof of content editing, including formatting and editing 

of visuals for web upload. Proof can consist of printouts of web materials that are 

identifiable to the tenderer. If the printouts are not in an official EU language this 

material must accompanied with a translation in one of the official EU languages  

 At least 2 of the tenderers' staff assigned to the task shall have business 

proficiency of English and Japanese  

5. EVALUATION OF THE TECHNICAL COMPLIANCE OF THE TENDERS 

The tenderers shall provide the "Statement of compliance with the tender documents" at 

Annex 1, duly dated and signed in order to be considered technically compliant. 

6. EVALUATION OF TENDERS ON THE BASIS OF THE AWARD CRITERIA  

The technically compliant tenders are evaluated in order to award the contract to the 

tender offering the best value for money. For this purpose, the tender will be evaluated 

technically and financially.  

 Technical tender 6.1.

The technical quality of the tenders will be evaluated on the basis of documents provided 

by the tenderers in the technical tender with regard to the award criteria. Each criterion is 

assigned a mark by the contracting authority on the basis of the scale in the table here 

below. 

Technical award criteria 

No Description Maxim

um 

number 

points 

Criteria 

1 Methodology for editing, 

layout and upload of content 

to the EU MAG website 
 

40 

 

Detailed planning to ensure high quality 

layout, including how to deal with possible 

requests for modifications of layout at short 
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notice by the Delegation or the Content 

Provider  

2 Maintenance and update of 

the website 

 
 

40 How the contractor plans to ensure smooth 

operation of the EU MAG website, including 

when asked for updates, corrections or 

improvement by the Delegation 

3 Organisation of promotion 

and performance monitoring 

 

20 Explanation on how to ensure effective 

promotion of the site and how to make optimal 

use of the website performance monitoring 

 TOTAL 
100 

 

 

Any tender not scoring the minimum quality threshold of 50% of the points for each 

criterion and 60 points for all the criteria combined will be eliminated.  

  Financial tender 6.2.

The prices for the tender must be tendered: 

- In EURO, all inclusive. This means that, unless otherwise mentioned in these tender 

specifications, prices tendered for shall include all the costs to be incurred by the 

tenderers in order to provide the services 

- Free of all duties, taxes and other charges, including VAT, as under the provisions 

of Articles 3 and 4 of the Protocol on the Privileges and Immunities of the 

European Union and the Vienna Convention, the EEAS is exempt from all taxes 

and dues, including value added tax, on payments due in respect of service 

contracts or purchase orders 

- Using the unit price schedule in Annex A. Any change in the table as annexed to 

these tender specifications will lead to the rejection of the tender 

During the validity of the tender and the implementation of the contract, prices cannot be 

revised.  

Only the financial tenders submitted by those tenderers who have obtained an overall 

technical score of 60 points or more and at least 50% of the maximum score allocated for 

each individual criterion will be opened. 

They will then be checked for arithmetical accuracy. Where arithmetical errors are found, 

tenderers will be requested to correct them.   

 Calculation of the overall score 6.3.

The tender chosen will be that which offers the best value for money among the 

technically compliant tenders, namely the tender obtaining the best overall score Pi 

calculated as follows where the weighting is 60% for the quality and 40% for the price: 

Pi = Ti * 0.60 + Fi * 0.40 



 

13 

Ti = (technical quality score of the tender under consideration / score of the best 

technical quality tender ) * 100 

Fi = (cheapest total price for the scenario / price of the scenario of the tender under 

consideration) * 100 

7. CONTENT OF THE TENDER 

The tender will contain: 

1. A signed and dated cover letter presenting the name of the tenderer, including all 

entities in case of joint tender, and identified subcontractors whose share of the 

contract is above 20%, and the name of the single contact person in relation to this 

tender. The cover letter must indicate the proportion of the contract to be 

subcontracted. In case of joint tender, the cover letter must be signed by a duly 

authorised representative for each operator and indicate the leading member with its 

e-mail address. It is the responsibility of the tenderers to consult regularly the e-

mails received;  

2. A letter of intent for each subcontractor whose share of the contract is above 20% 

stating their willingness to provide the services foreseen in the tender and in line 

with the present tender specifications;  

3. A signed Legal Entity Form with its supporting evidence. The form is available at 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entitie

s_en.cfm . When the tenderer is a legal person, 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, or a copy of the publication of such appointment if 

the legislation which applies to the legal entity concerned requires such publication. 

Any delegation of this authorisation to another representative not indicated in the 

official appointment must be evidenced. When the tenderer is a natural person, a 

proof of registration on a professional or trade register or any other official document 

showing the registration number. The legally constituted consortium must present its 

own Legal Entity Form which is different from the Legal Entity Form of each 

individual member of the group; 

4. A signed financial identification form and its supporting evidence. The form is at 
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm, 
(bank account file - BAF). Even in case of joint tenders, one form must be submitted; 

5. All the documents requested for the access to public procurement (point 4.3); 

6. All the documents requested for the exclusion criteria (point 4.4.1); 

7. All the documents requested for the selection criteria (point 4.4.2); 

In addition to the above, tenderers shall submit all the requested documents listed below 

under "technical envelope" and "financial envelope". If any of these documents is 

missing, the contracting authority shall not request it and will proceed to the evaluation 

exclusively on the basis of the submitted documents. No further documents or 

improvement of the content of the tender can be requested by the contracting authority. 

 

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
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 Technical envelope 7.1.

(a) The technical compliance annex duly filled (Annex 1); 

(b) A description of the tender submitted. The tenderer will explain in detail its tender 

including detailing the tasks which will be performed by each member of a joint 

tender and each subcontractor whose share of the contract is higher than 20% 

(Annex 2); 

(c) Award criteria n° 1: Methodology for editing, layout and upload of content to the 

EU MAG website  (Annex 3); 

(d) Award criteria n° 2: Maintenance and update of the website (Annex 4); 

(e) Award criteria n° 3: Organisation of promotion and performance monitoring (Annex 

5); 

 Financial envelope 7.2.

The duly completed and signed unit price schedule (Annex A); 
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Annex 1 – technical tender 

 

Statement of compliance with the tender documents 

 

EEAS-484-DELJPNT-SER-DIR 

 

I, ………………………………., the undersigned, being the authorised legal 

representative of ………………………… [to be completed with the name of the 

tenderer; for joint tenderers this must include all members], hereby declare that we have 

examined and accept without reserve or restriction all the terms and conditions set out in 

the invitation to tender, in the tender specifications and in the draft contract for the tender 

procedure referred to above and, where appropriate, waive the tenderer's own general or 

specific terms and conditions. We offer to provide the services on the basis of our 

technical tender and our financial tender which do not diverge in any way from the 

requirements described in the tender documents as drafted by the contracting authority. 

Our tender complies with all the technical requirements indicated in the tender 

specifications.  

We also undertake to respect these requirements scrupulously during the performance of 

the framework contract in case we become the awardee of the contract. 

Name of the legal representative of the tenderer: 

 

Signature 

 

Date 
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Annex 2 – technical tender 

A description of the tender submitted. The tenderer will explain in detail their 

tender including detailing the tasks which will be performed by each member of a 

joint tender and each subcontractor whose share of the contract is higher than 20%  

 

 

Annex 3 – technical tender  

Award criteria n° 1:  Methodology for editing, layout and upload of content to the EU 

MAG website 

 

 

Annex 4 – technical tender  

Award criteria n° 2:  Maintenance and update of the website 

 

 

Annex 5 – technical tender  

Award criteria n° 3:  Organisation of promotion and performance monitoring 
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Annex A – financial tender  

Unit price schedule in EUR (see comment point 6.2)  

Item Description (activities as mentioned in 

point 3.3 of this document) 

Type of unit  Unit price in 

EUR  

A Publication Quarterly  

B Web hosting, content upload and 

management 

Quarterly  

C Promotion and performance maintenance Quarterly  

D Overall management Quarterly  

 
TOTAL A+B+C+D = Quarterly   

  TOTAL FOR 1 YEAR *  

*  Reference price for the award (= 4 quarters) 

When filling in this table, tenderers shall fill in the unit prices for each item and will not 

modify add or subtract any item. Failing this, their tender will be eliminated. 

Name of tenderer: 

Name of the legal representative of the tenderer: 

Date:      Signature: 

 

Name of tenderer (to be filled in case of a joint tender): 

Name of the legal representative of the tenderer: 

Date:      Signature: 
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