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[bookmark: _Toc260151636][bookmark: _Toc494130879]Information on tendering
[bookmark: _Toc260151637][bookmark: _Toc494130880]Participation
Participation in this procurement procedure is open on equal terms to all natural and legal persons coming within the scope of the Treaties, as well as to international organisations. 
It is also open to all natural and legal persons established in a third country which has a special agreement with the Union in the field of public procurement on the conditions laid down in that agreement. Where the plurilateral Agreement on Government Procurement[footnoteRef:2] concluded within the World Trade Organisation applies, the participation to this procedure is also open to all natural and legal persons established in the countries that have ratified this Agreement, on the conditions it lays down.  [2:      See http://www.wto.org/english/tratop_E/gproc_e/gp_gpa_e.htm] 

[bookmark: _Toc440276991][bookmark: _Toc494130881][bookmark: _Toc260151638]Contractual conditions 
The tenderer should bear in mind the provisions of the draft contract which specifies the rights and obligations of the contractor, particularly those on payments, performance of the contract, confidentiality, and checks and audits. 
[bookmark: _Toc494130882]Compliance with applicable law
The tender must comply with applicable environmental, social and labour law obligations established by Union law, national legislation, collective agreements or the international environmental, social and labour conventions listed in Annex X to Directive 2014/24/EU[footnoteRef:3].  [3:  	Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public procurement and repealing Directive 2004/18/EC (OJ L 94, 28.3.2014, p. 65).] 

[bookmark: _Toc494130883][bookmark: _Toc260151639]Joint tenders 
A joint tender is a situation where a tender is submitted by a group of economic operators (natural or legal persons). Joint tenders may include subcontractors in addition to the members of the group. 
In case of joint tender, all members of the group assume joint and several liability towards the Contracting Authority for the performance of the contract as a whole, i.e. both financial and operational liability. Nevertheless, tenderers must designate one of the economic operators as a single point of contact (the leader) for the Contracting Authority for administrative and financial aspects as well as operational management of the contract.
After the award, the Contracting Authority will sign the contract either with all members of the group, or with the leader on behalf of all members of the group, authorised by the other members via powers of attorney. 
[bookmark: _Toc494130884]Subcontracting
Subcontracting is permitted but the contractor will retain full liability towards the Contracting Authority for performance of the contract as a whole. 
Tenderers are required to identify all subcontractors whose share of the contract is above 10 % and all the experts being part of the project extended team as referred to in section 2.6. below. 
During contract performance, the change of any subcontractor or expert identified in the tender or additional subcontracting will be subject to prior written approval of the Contracting Authority. 
[bookmark: _Toc494130885]Structure and content of the tender
The tenders must be presented as follows: 
Part A: Identification of the tenderer (see section 1.7)
Part B: Non-exclusion (see section 4.1)
Part C: Selection (see section 4.2)
Part D: Technical offer
The technical offer must cover all aspects and tasks required in the technical specifications and provide all the information needed to apply the award criteria (see section 4.3). Offers deviating from the requirements or not covering all requirements may be rejected on the basis of non-compliance with the tender specifications and will not be evaluated. 
Please also refer to 2.3.2 for further specifications of the technical offer.
Part E: Financial offer 
The price for the tender must be quoted in euro. Tenderers from countries outside the euro zone have to quote their prices in euro. The price quoted may not be revised in line with exchange rate movements. It is for the tenderer to bear the risks or the benefits deriving from any variation. 
Prices must be quoted free of all duties, taxes and other charges, including VAT, as the European Union is exempt from such charges under Articles 3 and 4 of the Protocol on the privileges and immunities of the European Union. The amount of VAT may be shown separately. 
The quoted price must be a fixed amount which includes all charges (including travel and subsistence). Travel and subsistence expenses are not refundable separately. 
The maximum amount of the contract covering all reimbursements of expenses is € 350,000. However, the Contracting Authority is not bound to purchase for the maximum amount.
[bookmark: _Toc494130886]Identification of the tenderer
The tender must include a cover letter signed by an authorised representative presenting the name of the tenderer (including all entities in case of joint tender) and identified subcontractors if applicable, and the name of the single contact point (leader) in relation to this procedure. 
In case of joint tender, the cover letter must be signed either by an authorised representative for each member, or by the leader authorised by the other members with powers of attorney. The signed powers of attorney must be included in the tender as well. Subcontractors that are identified in the tender must provide a letter of intent signed by an authorised representative stating their willingness to provide the services presented in the tender and in line with the present tender specifications. 
All tenderers (including all members of the group in case of joint tender) must provide a signed Legal Entity Form with its supporting evidence. The form is available on:	
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm 
Tenderers that are already registered in the Contracting Authority’s accounting system (i.e. they have already been direct contractors) must provide the form but are not obliged to provide the supporting evidence.
[bookmark: _Toc116205446]The tenderer (or the leader in case of joint tender) must provide a Financial Identification Form with its supporting documents. Only one form per tender should be submitted. No form is needed for subcontractors and other members of the group in case of joint tender. The form is available on: http://ec.europa.eu/budget/contracts_grants/info_contracts/index_en.cfm 
The tenderer (and each member of the group in case of joint tender) must declare whether it is a Small or Medium Size Enterprise in accordance with Commission Recommendation 2003/361/EC. This information is used for statistical purposes only. 


[bookmark: _Toc260151644][bookmark: _Toc364842480][bookmark: _Toc494130887]Technical specifications
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The European Citizens’ Initiative
The European Citizens’ Initiative (ECI) was introduced by the Treaty of Lisbon (Article 11 TEU and Article 24 TFEU) and has been implemented by the (EU) Regulation No 211/2011 of the citizens’ initiative (ECI Regulation) which entered in application in April 2012. 
The ECI aims to enhance citizens’ involvement in the democratic life of the European Union by allowing them to directly address the Commission with a request to submit a proposal for legal acts of the Union for the purpose of implementing the Treaties. 
After five years of implementation, a revision of the instrument has just been initiated, which is part of the European Commission’s commitment to increase democratic legitimacy in the EU through enhanced citizens’ participation reflecting the political guidelines of the Juncker Commission (Priority No 10 – a Union of democratic change). The goal of this revision is to make it easier to organise a Citizens’ Initiative by simplifying the procedure and by offering more support to organisers. 
Pilot Project
In accordance with a request from the European Parliament, the Secretariat-General of the European Commission ("the Commission") is carrying out a pilot project entitled "New technologies and information and communication technology (ICT) tools for the implementation and simplification of European Citizens’ Initiative (ECI)". The pilot project is independent from the revision mentioned above. 
As part of its efforts to improve the functioning of the ECI, the Commission has decided to implement this pilot project by setting up an online collaborative Platform ("The Platform").  
Before the end of the pilot project, the Commission will assess its performance and decide whether, and in which form, external support for the Platform is still necessary. The end of the implementation period for the pilot project is set in December 2018. 
Collaborative Platform – overview
The general objective of the Platform is to offer support on preparing European citizens' initiatives and stimulate debate around them and also around the instrument as such and its implementation.
The Platform should bring together ECI organisers, citizens, experts, civil society stakeholders, the Commission, and others. This will help citizens interested in starting an ECI to find partners in Europe to form the required citizens' committee, formulate the content of their initiative together with more experienced participants, prepare campaigns, learn how to raise funds and run a campaign and exchange experiences and best practices with other organisers. At the same time, the Platform will allow interested citizens to participate in, and to follow the discussions concerning both the initiatives at the different stages of their lifecycle and those relating to the horizontal aspects of the functioning of the ECI instrument.
The Commission will build and make available the IT infrastructure of the Platform. The Platform will be separate from the other ECI-related IT tools, such as the ECI register and website or the organisers' online collection systems, while it will be part of the Europa Portal and be cross-linked to these other sites.  
The Platform will be based on CONFLUENCE, a collaboration software already extensively used by the Commission for collaborative and community websites. The tool is managed by The Directorate-General for Informatics (DIGIT). 
The operation of the Platform will be entrusted to an external partner. The subject of this call for tender is to identify this external partner.
The external partner will be responsible for the management of the operational features of the Platform, which can be categorised in two main functions:
The Platform will provide a NEWS & DISCUSSION FORUM; i.e. online discussion and blog articles on ECI topics (e.g. review of the instrument; IT aspects; campaigning and fundraising; specific initiatives; etc.) with a view to fostering interaction between members of the ECI community, information and best practice exchange, partner identification, etc.   
The Platform will also provide a HELPDESK, which will consist of two components, i.e. 
1) a learning space providing guidance materials and an online course on relevant aspects on an ECI lifecycle and
2) an enquiries and direct support mechanism (in the context of which requests would be dealt with directly by the external partner or by the Commission depending on their nature and scope). The latter is meant to be complementary to the helpdesk function already provided by Europe Direct and the Commission.  
The Commission and the contractor will agree on the approach and timeline for the customised training on the IT tool to be organised during the preparation phase. Ongoing technical support by the Commission on the IT tool will be ensured during the entire operational phase.
Language regime: 
In principle, wherever possible, all content should be available in all EU official languages to facilitate citizens' involvement. By default, this should be done through a machine translation tool which will allow the user to display the Platform content in the EU official language used by each user. This should be notably the case as regards the online discussions and published enquiries. 
The Commission will provide human translations into all EU official languages for the following: Platform layout and its static parts; guidance materials developed by the contractor (at least when in written form); main news items on a case-by-case basis; as well as translations into English of blog articles provided by third parties to be published (in case they are submitted in a different official EU language).
The contractor will be responsible for the following: citizens' and potential organisers' enquiries as described under Task 4 to be human translated into English in case they are introduced in a different EU official language; replies to be provided and published both in English and in the language in which the enquiry was made (human translated).  
[bookmark: _Toc494130889]General and specific objectives of the Tender
This tender seeks the assistance of suitably qualified service providers in the implementation of the European Commission's pilot project of setting up and running an online collaborative platform for the European Citizens’ Initiative ("the Platform"). Overall, the contractor will be in charge of preparing the content for the launch of the Platform, operating it, promoting it and contributing to its further development.  
[bookmark: _Toc493588709][bookmark: _Toc493588710][bookmark: _Toc493588711][bookmark: _Toc493588712][bookmark: _Toc493588713][bookmark: _Toc493588714]The general objective of the Platform is to facilitate the organisation of European citizens' initiatives and stimulate debate around them and around the instrument as such and its implementation (including IT-related matters).
More specifically the tenderer will ensure the Platform is actively used and helps interested citizens to:
· discuss the horizontal aspects of the functioning of the ECI instrument,
· learn about best practices from other organisers and exchange experience,
· remain informed of, and discuss the ongoing and upcoming initiatives, as well as follow-up to concluded initiatives,
· formulate the content of proposed initiatives, 
· find partners in Europe in order to form organisers' committees,
· prepare their campaigns and raise funding,
· but also provide input on how to improve how the Platform itself functions.
[bookmark: _Toc493588716][bookmark: _Toc494130890]Tasks and methodology
Description of the tasks
The external partner will deliver two types of Tasks; i.e. 1) those related to the running of the IT tool itself, including its promotion and monitoring [Task 1]; and 2) those related to the coordination of its main functions and related activities (news and blog, discussion forum and other interactive features; delivery of the guidance and learning tools; management of the enquiries mechanism including direct support) [Tasks 2, 3 and 4]. 
As indicated in Section 2.1, the Commission will provide the online tool (i.e. IT system) to be used, which will include the following features: news and blog sections, online discussion tool, guidance and e-learning space, enquiries section; etc.
Task 1: Run, promote and monitor the ECI Platform
The contractor will contribute to finalising the layout and developing the basic initial content of the tool. 
The contractor will also design and implement a communication and engagement strategy for the Platform. The strategy should take into account and build on (whilst being complementary to) the other communication activities carried out by the Commission on the ECI. Moreover, it should foresee using social media to attract and engage users.
In addition, the contractor will be responsible for managing the community of users, monitoring the activities delivered via the Platform, assessing the appropriateness of its features and reporting back to the Commission on any issues, including recommendations for improvements and further development. This will be based on active feedback from the community of users and other interested stakeholders and citizens.    
1.1 Contribute to the final design (including the basic content) of the IT tool and organise usability testing
During the preparation phase, the contractor will be tasked: 
· to contribute to the final design of the IT tool (i.e. layout, menu, any specific features or tools to be embedded to ensure the Platform is user-friendly, etc.) and 
· to provide the basic content necessary to launch the Platform (the translation of which will be ensured by the Commission); i.e. the static input needed to introduce the different sections and functionalities of the Platform; a list of resources/materials on ECI already available with links; an initial news section and any (links or references to) recent articles published in the media about the ECI; as well as any other additional items that may provide practical insights into the ECI procedure (e.g. hints and tips on running an ECI campaign; testimonials from previous organisers; etc.) – to note that whilst the basic content of the Platform also includes initial guidance materials addressed to (potential) ECI organisers, these are to be delivered under the scope of Task 3 (see below);
· to organise usability testing of the Platform (i.e. once the first version of the Platform is available) with a group of users (minimum 10 users, some of them with prior knowledge of the ECI, others without); report on the results of these tests and propose improvements to the IT tool itself but also to its initial content.
1.2 Coordinate the community of users
During the operational phase, it will be the role of the contractor:
· to handle the registration of users and manage access rights, including the list of "trusted users" (experts, previous organisers, officials) who may provide inputs in the forum without further control, and who can start new discussion topics (see Task 2);
· to control, as appropriate, inputs from third parties in the interactive sections of the Platform. 
1.3 Design and implement a communication and user engagement strategy
The contractor will be asked to carry out the following sub-tasks:
1.3.1 Design the communication and engagement strategy and organise specific promotion to launch the Platform; i.e.
· to prepare a communication and engagement strategy for the Platform distinguishing between the period of launching the Platform and the continuous promotion and engagement oriented actions;
· to implement the strategy by carrying out communication and promotion activities at the time of launching the Platform.
1.3.2 Run ongoing promotion activities (after the launch of the Platform); i.e. 
· to ensure continuous promotion and engagement actions during the period of the contract (specific promotional activities shall be foreseen with regard to ECI-related events and/or specific actions organised in the context of this project and beyond, including the online course as described under Task 3).
1.4 Organise participatory activities on how to improve the way the platform works
The contractor will be tasked:
· to organise participatory activities (possibly in the context of ECI-related events organised by the Commission or other stakeholders) providing input on how to improve the way the Platform works (as regards the available functionalities and content, as well as the way the Platform is operated); it is expected that at least two participatory activities should be organised (the first one within 8 weeks of the launch of the Platform).
1.5 Monitor the performance of the ECI Platform
The contractor will be tasked:
· to provide monthly reports on the activity of the Platform, including a summary of all activities undertaken, an assessment of the efficiency of the communication and engagement strategy, and an assessment of the overall performance of the Platform towards the objectives defined under Section 2.2 and the targets set under this Task but also Tasks 2, 3 and 4; as well as a final report.
Task 1 will be implemented during the preparation phase (final design and basic content; usability testing; communication and engagement strategy and initial promotion for the launch of the Platform) and the operational phase (day-to-day management of the Platform including the community of users; ongoing promotion; participatory activities for further development and improvements; performance monitoring and reporting).
As regards Task 1, the tenderer shall at least outline:
· the approach to be used to finalise the design and develop basic content of the Platform, including any specific features deemed to be necessary and useful to ensure the smooth running of the Platform; 
· the approach for managing and monitoring the community of users, in particular the process of user registration;
· measures for quality assurance, including mechanisms for reporting on, and receiving feedback from users;
· the approach to define and implement the communication and user engagement strategy; 
· the approach for the participatory activities aiming at improving the way the Platform works (including whether they will take place online, offline or both, the target minimum number of participants, the language coverage, ways in which the contributions will be collected and analysed, etc.);
· the proposed arrangements to ensure service continuity as regards different tasks, including during the public holiday periods; 
· the methodology to assess the performance of each of the activities and their results, as well as the overall performance of the Platform. 
Task 2: Manage and moderate an ECI news & discussion forum 
The contractor will be responsible for running all the interactive components of the Platform and ensuring a lively debate with and between users. This will include the preparation and publication of news items (including in the form of a blog/blogs), which may be subject to online comments and online discussions. 
The activity on the Platform shall be designed and carried out by dedicated facilitators, who shall be chosen for their skills and proven experience in moderating online activity and stimulating and maintaining engagement of users (“core team”). When specific expertise is required, they should rely on the input from the relevant “experts” and/or from the Commission, as appropriate.
2.1 Moderate and stimulate online discussions on ECI-related topics
The contractor will be tasked:
· to moderate and stimulate online discussions on ECI-related topics according to an approach to be validated by the Commission (based on directions to be agreed in the context of the Steering Committee). 
2.2 Draft and publish news and blog articles
The contractor will be tasked:
· to prepare news snippets on the activities of the ECI for the main news section of the Platform (to note that a few of these will need to be prepared to feed the Platform before its launch -see Task 1);
· to publish blog articles, possibly including articles commenting on ECI-related news published elsewhere, which may be either prepared by the contractor directly or by third parties (e.g. users of the Platform) and to moderate comments on the blog entries, as appropriate.
· to circulate regular email newsletters including links to the recent publications in the news and blog sections of the Platform to be circulated to those of the registered users who have requested it.
Task 2 will be implemented during the operational phase only.
The following quality criterion shall be applied in particular:
· Proposals against the EU values, abusive, frivolous or vexatious should not be discussed on the Platform. 
Task 2 will be implemented during the operational phase only.
As regards Task 2, the tenderer shall at least outline:
· the roles of the different project team members as regards regular moderation of the online discussion and preparation/publication of the blog entries, including how experts on different topics will be involved;
· the type and form of interactions they anticipate taking place between users; 
· the approach for the moderation of online discussions, including rules of etiquette;
· the approach for the editorial line and validation of topics for online discussions, blog items and any third-party contributions including measures for quality assurance. 
Task 3: Design and deliver ECI guidance 
The contractor will be responsible for the preparation of static guidance materials (to be updated on an ongoing basis, as appropriate) and e-Learning tools to be available via a dedicated space on the Platform. The community of users may be invited to provide comments and inputs on ways to improve the design and/or update of these materials and tools in terms of both format and content. 
3.1 Produce and regularly update guidance materials
Guidance materials should be developed with the involvement of the experts on particular topics from the project extended team and based on the experience of the organisers of European citizens' initiatives or other similar tools at national or international levels. 
All the guidance materials should be provided at least in written form (maximum 5 pages on each topic) and should include, as far as possible, hints and tips on ways to organise an ECI based on testimonials from previous organisers. Additional audio-visual materials would be an asset. 
Guidance is addressed to non-experts and should therefore be written/designed in an accessible way, i.e. easily understandable by the general public. The use of infographics would be welcome.
Translation of the guidance materials in all EU official languages (at least when in written form) will be cared for by the Commission.
The contractor will be asked to carry out the following sub-tasks:
3.1.1 Produce guidance materials; i.e.
· [bookmark: _Hlk492816468]to produce guidance materials in written form and additionally, as appropriate, in other formats on at least the following topics: the steps of the European Citizens' Initiative procedure; how to look for partners to launch an ECI; how to draft an ECI which is within the competences of the Commission to propose legislation to implement the Treaties; how to prepare and run campaigns; how to collect statements of support on paper; how to raise funds. 
3.1.2 Update guidance materials; i.e.
· to revise both in terms of content and format, as appropriate, the materials described above, notably on the basis of comments/inputs from the community of users.
3.2 Design and produce/run an online course
The online course should cover the procedural steps of an ECI and provide best practice to run a successful campaign.
The course may be organised as an online tutorial (thus available permanently online) – i.e. option a - or as a webinar (the frequency of which will need to be defined by the tenderer) – i.e. option b. 
The online course will be designed and run in English only.
The content of the course will be validated by the Commission and will be open to any interested citizen. Target participants should come from a wide range of countries, organisations and contexts. 
The course must include an opportunity to receive feedback from participants.
The contractor will be asked to carry out the following sub-tasks:
3.2.1 Design an online course; i.e.
· option a: prepare a concept for permanent online tutorials;
· option b: prepare a concept for regular webinars. 
3.2.2 Produce/run an online course; i.e. 
· option a: produce the (permanent) online tutorials;
· option b: run the webinars. 
The following quality criteria shall be applied; i.e. guidance and learning outputs shall:
· be precise, concise and complete;
· be in clear, simple, non-technical and non-legalistic terms and easily understandable for citizens without legal knowledge;
· be accurate from a legal point of view;
· where relevant, contain a reference to the relevant EU Treaties Articles (however quotes of legal texts shall be avoided).
Task 3 will be implemented during the preparation phase (provision of the first versions of the guidance materials for the initial content of the Platform, as well as concepts for the online course) and the operational phase (update of existing guidance materials; preparation and delivery of the e-Learning tools; i.e. either permanent online tutorials or webinars).
As regards Task 3, the tenderer shall at least outline:
· the roles of the different project team members as regards the design and delivery of all guidance outputs, including how experts on different topics will be involved ;
· the methodology that will be used to prepare the necessary materials, including the form of the guidance materials to be provided;
· suggestions for any topic for guidance materials in addition to those outlined above;
· the approach for the online course (as an online tutorial or a webinar), the format and the full methodology for the development and implementation of this course, including the quality control measures, ways in which the course will be promoted, how participants will be registered; as well as, in the case webinars are the preferred option, their frequency and the targeted number of participants;
· the approach to collect contributions from users on ways to improve the online course.
Task 4: Provide direct advice and support on developing ECIs 
The contractor will be responsible for managing an enquiries mechanism allowing questions relating to ECI to be asked to and replied directly by either the external partner core team or, based on referral from the core team, by the external partner expert team or by the Commission. 
Through the Platform, users should in particular be able to get an informal assessment of their initiatives.  
The contractor will be tasked:
· to handle citizens' enquiries by responding to them, depending on the nature and scope of the questions, via the core team directly or via the relevant experts, based on the referral from the core team; or
· where relevant, to refer citizens' enquiries to the Commission – to note that specific guidelines will be developed by the Commission to define which kind of enquiries should be referred to the Commission. Factual enquiries on the ECI may also be forwarded to Europe Direct, as appropriate. 
The distribution of responsibilities according to topics involved would be as follows: 
· to be dealt with directly by the external partner (either the Core Team or the Team of Experts, including the Legal Expert): organisation of campaign, including fundraising aspects; networking; legal advice on Commission legislative initiative powers; etc.
· to be dealt with by the Commission: registration procedure; Commission online collection software, setting-up, certification and support with regard to the online collection systems hosted by the Commission; etc.
The language of reference for enquiries will be English. In case an enquiry is made in a different EU official language, the contractor will translate it into English. The reply should be prepared in English and, as the case may be, translated into the language in which the enquiry was submitted. Publication of enquiries and replies thereto on the Platform will be subject to specific arrangements to be agreed by the Steering Committee.
The target time limits may distinguish between the enquiries replied directly by the core team and those replied by experts and between the enquiries requiring or not translation. The maximum target time limit to reply by the core team should not exceed two working days; the maximum time limit to reply by experts should not exceed four working days (including referral from the core team) and the translation should not result into more than two additional working days (including the translation of both enquiry and reply). The maximum target time limit to reply for legal questions should not exceed five working days (including referral from the core team) and the translation should not result into more than three additional working days of delay (including the translation of both enquiry and reply).
The following quality criteria shall be applied; i.e. replies to enquiries shall:
· be precise, concise and complete;
· be polite, personalised and tailor-made;
· be in clear, simple, non-technical and non-legalistic terms and easily understandable for citizens without legal knowledge;
· be accurate from a legal point of view;
· where relevant, contain a reference to the relevant EU Treaties Articles (however quotes of legal texts shall be avoided);
· contain, where appropriate, a reference to the guidance materials available on the Platform as the main information tool;
· reply to all (sub)questions contained in an enquiry;
· cover all parts of the enquiry, but be relevant and not go beyond the questions asked nor be limited to a merely general description of the legal situation;
· be in the same language as the one used in the enquiry or in another language as stipulated by the enquirer, which may be any of the official languages of the European Union. 
Task 4 will be implemented during the operational phase only.
As regards Task 4, the tenderer shall at least outline:
· proposed arrangements for treating enquiries; i.e. who should be in charge of dealing with the replies at their level (i.e. either the Core Team, Team of Experts and Legal Expert more specifically) depending on the topics involved; including eligibility criteria, quality assurance measures; maximum number (if any) of enquiries which can be referred to experts; mechanisms for reporting on, and receiving feedback from users. 
The structure of the technical offer
The technical offer shall be structured in the following way:
1. Introduction: A short overview of:
· the state of play in the field of collaborative platforms supporting participatory democracy instruments
· tenderer's experience and expertise relevant to the tender
2. Content: Provide all elements of strategy and methodology to be outlined as defined specifically for each Task under Section 2.3.1. above, 
3. Team: Outline the roles and responsibilities of the proposed team and working methods
4. Schedule: Outline the timing of all tasks 
5. Annexes: All other relevant information 
The maximum volume of the technical offer should not exceed 40 pages (without annexes)
[bookmark: _Toc494130891]Outputs and deliverables
The expected outputs and deliverables are (for description of the Tasks, see Section 2.3.1):
For Task 1:
Initial content of the Platform, including static input, which is to be delivered at T0+ 8 weeks 
Communication and engagement strategy including a timeline and targets for growing an active user base, and covering specific promotional activities with regard to activities to support the improvement of the way the Platform works - this will be delivered at T0+ 8 weeks.
Report on the usability testing highlighting the methodology used for the tests, the results of the tests and proposals for improvement (maximum 20 pages) - this will be delivered at T0+ 10 weeks;
Participatory activities providing input for further development of the Platform – the first one to take place at the latest at TL+ 8 weeks - and reports on the results of these participatory activities including recommendations for further development of the Platform (maximum 20 pages) - the first report is to be delivered at TL+ 12 weeks;
Monthly reports (maximum 5 pages) on the activity of the Platform, including an assessment of the efficiency of the communication and engagement strategy and an assessment of the overall performance of the Platform;
A final report (maximum 40 pages, including annexes with documentary evidence – figures, surveys, etc.) to be delivered at the latest by 15 December 2018. The final report must include:
· an abstract of no more than 200 words and an executive summary of maximum 6 pages, both in English and French;
· an evaluation of the project, including the methodology used to evaluate
· annexes with relevant information used to evaluate (e.g. figures)
· recommendations for future developments
· specific identifiers which must be incorporated on the cover page provided by the Contracting Authority; 
· the following disclaimer:
“The information and views set out in this report are those of the author(s) and do not necessarily reflect the official opinion of the Commission. The Commission does not guarantee the accuracy of the data included in this study. Neither the Commission nor any person acting on the Commission’s behalf may be held responsible for the use which may be made of the information contained therein.” 
For Task 2: 
News and blog articles according to a time-schedule to be agreed by the Steering Committee;
Email newsletters with links to the latest news and blog items;
Continuous moderation of, and input in the online discussion forum, to be provided during the Operational Phase following the methodology to be proposed by the tenderer;
For Task 3:
Guidance materials, in English, which are to be delivered at T0+ 8 weeks;
Revised consolidated versions of the written guidance materials during the Operational Phase;
Online course, either in the form of permanent online tutorials (to be available 4 weeks after the launch of the Platform) or webinars.  
For Task 4:
Replies to the citizens' and potential organisers' enquiries – to be provided during the Operational Phase following the approach to be defined by the tenderer.
Unless specifically stated otherwise, all the outputs should be provided in English.
[bookmark: _Toc494130892]Time schedule
The duration of the contract shall be divided into:
· Preparation Phase, covering the first 12 weeks starting on the date of entry into force of the contract ("T0"), and
· Operational Phase, starting on the date of the launch of the Platform and covering the remaining period until 10 December 2018 which is the date of closure of the contract. 
· The date for launching the Platform and starting the Operational Phase ("TL") shall be decided by the Commission based on the consultation of the Steering Committee and should not be before T0 + 12 weeks and not before 10 March 2018.
	[bookmark: _Toc489742118]T0
	Start of the contract

	PREPARATION PHASE

	T0 + 8 weeks
	Initial static content of the Platform as described under Task 1

	T0 + 8 weeks 
	Initial guidance materials of the Platform as described under Task 3

	T0 + 8 weeks
	Communication and engagement strategy as described under Task 1

	T0 + 8 weeks
	Concept for the online course (either permanent online tutorials or webinars) as described under Task 3

	T0 + 10 weeks
	Usability testing and report as described under Task 1

	T0 + 10 weeks 
	Start of communication activities foreseen in the communication and engagement strategy under Task 1 

	TL
	Launch of the Platform

	OPERATIONAL PHASE

	TL + 4 weeks
	Availability of the online tutorials if option a under Task 3 is chosen
	· Continuous promotion and engagement oriented actions, as described under Task 1 
· All interactive activities, i.e. production of news and blog articles and online discussions foreseen under Task 2 
· Running of regular webinars (if option b under Task 3 is chosen)
· Running of the direct advice and support mechanism as described under Task 4
· Monthly reports on the activity on the Platform, as described under Task 1

	TL + 8 weeks 
	First participatory activity providing input for further development of the Platform, as described under Task 1  
	· 

	TL +12 weeks
	Report on the results of the first participatory activity including recommendations for further development of the Platform, as described under Task 1
	

	TL + 3 months 
(T0 + 6 months)
	Request for interim payment 
	

	From TL + 12 weeks until end 
	Further participatory activities providing input for further development of the Platform, as described under Task 1  
	

	By 15 December 2018
	Final report as described under Task 1 and request for payment of the balance
	


[bookmark: _Toc494130893]Technical and organisational information
Composition of the project team of the contractor
The project team will be made up of: 
· a core team composed of a Project manager and one or several webmaster(s) (site 'animators') with some expertise on the European Citizens' Initiative and on developing, running and online platforms and courses, and
· an extended team of minimum three experts covering the following competences: 
· campaigning with communication, networking and fundraising expertise; 
· IT expertise including IT security, developing campaigning websites and social media campaigns;
· legal expertise as regards EU Treaties' law and more specifically the Commission’s powers to submit proposals for legal acts of the Union for the purpose of implementing the Treaties. 
These experts would handle the enquiries in their field of expertise, contribute to writing blog entries/articles, according to a predefined schedule, develop guidance materials and a list of resources/materials on ECI with links (the two last points should be developed in preparation phase and later regularly updated).
Input by the Contracting Authority:
The Contracting Authority will give the contractor access to necessary reports and documentary resources deemed useful by the Commission for the work of the project. 
It will provide:
· the IT tool hosting the Platform and give administrator access rights to the contractor; 
· the necessary training on the use of the IT tool;
· the policy to be applied for the moderation of the user input to the Platform (in particular as regards fora discussions, blog articles, input in the interactive map and calendar);
· guidelines defining which kind of enquiries should be referred to the Commission, as foreseen under Task 4; 
· replies to the enquiries referred to the Commission;
· translations of the Platform layout and its static parts, basic guidance materials developed by the contractor, main news, news and other content based on the language regime rules described in Section 2.1.
The Contracting Authority will also provide steer for the project through meetings of the Commission steering group, including: one kick-off meeting, fortnightly (during Preparation Phase) and monthly (during (Operational Phase) meetings and a final meeting, as well as through regular communication via email, telephone or video conferencing. 
Anticipated travel:
The meetings mentioned above and the training on the IT tool will take place in Brussels. 
Working arrangements:
The services will be performed on the contractor's own premises. The contractor must possess the necessary infrastructure and resources for the satisfactory execution of the work prescribed in the contract. The Contractor will also be responsible for clearing the corresponding rights and obtaining the necessary authorisations.
The contractor works under its own responsibility and does not represent the European Commission. The contractor's staff works under the instructions of the contractor.
Steering Committee:
The operation of the Platform will be monitored by a Steering Committee which shall be composed of:
· the Contractor represented at least by the Project manager;
· the European Commission staff responsible for the Service.
The Commission may invite other persons to participate in the Steering Committee meetings, The Steering Committee shall meet at the premises of the Commission. However, the Commission may also decide to hold Steering Committee meetings as web conferences. 
The Steering Committee will discuss the management of the Service, any problems which have occurred, developments affecting the environment in which the Platform operates, the overall performance of the Platform towards the objectives defined under Section 2.2 and targets referred to in Section 2.3, the editorial line and the relevant timeline as regards the blog and the further development of the Platform, based on the experience in the practical operation of the Platform and on the input from users etc., and all those issues where the Technical Specifications foresee explicitly the intervention of the Steering Committee in order to take decisions or in view of preparing the decisions to be taken by the Commission.
The Commission will convene meetings of the Steering Committee and establish the agenda. The Contractor shall draft the minutes, which need to be approved by the Commission. These minutes will form the basis of the working relationship between the Commission and the Contractor.
[bookmark: _Toc489742120][bookmark: _Toc494130894]Copyrights and Intellectual Property Rights
Compliance with copyright law and other intellectual property legislation is of utmost importance to the Commission. In providing the services, the contractor must ensure all compliance with applicable copyright provisions, other intellectual property legislation and the conditions in these tender specifications.
In particular, the contractor guarantees that he is the author and rights holder of all materials created by himself in the performance of this tender ("results", such as but not limited to texts, reports, expected outputs) and that he transfers all these rights to the European Commission. In case the contractor is not the author and rights holder, he will be asked to guarantee that he has obtained or will, prior to providing the services, obtain for and transfer to the European Commission all the rights relating to the results provided. The European Commission may use the results with or without mentioning of the source and names of authors.
Furthermore, the contractor will be responsible for clearing the necessary copyrights allowing the European Commission to use the "pre-existing material" (such as, but not limited to photos taken from a database in order to illustrate text) as described in these tender specifications. 
When participants of events will be photographed, filmed, or have their voice recorded, the contractor will ensure that the correct authorisation forms are signed in advance (getting consent from participants). The Contracting Authority will provide the contractor with the forms. See article II.13.8 of the General Conditions.
The service contract includes detailed provision related to license or transfer of pre-existing rights (see articles II.13 and I.10) and to the contractor's obligations related to intellectual property rights.
[bookmark: _Toc493588722][bookmark: _Toc493588723][bookmark: _Toc493588724][bookmark: _Toc493588725][bookmark: _Toc493588726][bookmark: _Toc493588727][bookmark: _Toc493588728][bookmark: _Toc493588729][bookmark: _Toc493588730][bookmark: _Toc493588731][bookmark: _Toc493588732][bookmark: _Toc494130895]Content, structure and graphic requirements of the deliverables
The contractor must deliver all deliverables as indicated throughout these specifications. 
[bookmark: _Toc494130896]Requirements for publication on Internet
[bookmark: _Toc489742124][bookmark: _Toc489742126]The Commission is committed to making online information as accessible as possible to the largest possible number of users including those with visual, auditory, cognitive or physical disabilities, and those not having the latest technologies. The Commission supports the Web Content Accessibility Guidelines 2.0 of the W3C. 
For full details on the Commission policy on accessibility for information providers, see: http://ec.europa.eu/ipg/standards/accessibility/index_en.htm     
[bookmark: _Toc494130897]Graphic requirements
The contractor must deliver all publishable deliverables in full compliance with the corporate visual identity of the European Commission, by applying the graphic rules set out in the European Commission's Visual Identity Manual, including its logo. The graphic rules, the Manual and further information are available at: 
http://ec.europa.eu/dgs/communication/services/visual_identity/index_en.htm
A simple Word template will be provided to the contractor after contract signature. The contractor must fill in the cover page in accordance with the instructions provided in the template. No template will be provided to tenderers while preparing their tenders.
[bookmark: _Toc494130898]Standard text volume
Where a minimum or maximum volume of a written document is expressed in these tender specifications in the number of pages, it is to be understood that one page corresponds to 1500 characters (without spaces).
[bookmark: _Toc493588737][bookmark: _Toc494130899]Evaluation and award
The evaluation is based solely on the information provided in the submitted tender. It involves the following: 
· Verification of non-exclusion of tenderers on the basis of the exclusion criteria
· Selection of tenderers on the basis of selection criteria
· Verification of compliance with the minimum requirements set out in these tender specifications
· Evaluation of tenders on the basis of the award criteria
The Contracting Authority may reject abnormally low tenders, in particular if it established that the tenderer or a subcontractor does not comply with applicable obligations in the fields of environmental, social and labour law. 
The tenders will be assessed in the order indicated above. Only tenders meeting the requirements of one step will pass on to the next step.
[bookmark: _Toc494130900]Verification of non-exclusion
All tenderers must provide a declaration on honour (see in Annex), signed and dated by an authorised representative, stating that they are not in one of the situations of exclusion listed in that declaration on honour. 
In case of joint tender, each member of the group must provide a declaration on honour signed by an authorised representative. 
In case of subcontracting, subcontractors whose share of the contract is above 10 % must provide a declaration on honour signed by an authorised representative.
The successful tenderer must provide the documents mentioned as supporting evidence in the declaration on honour before signature of the contract and within a deadline given by the contracting authority. This requirement applies to each member of the group in case of joint tender and to subcontractors whose share of the contract is above 10%.
The obligation to submit supporting evidence does not apply to international organisations. 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit the documentary evidence if it has already been submitted for another procurement procedure and provided the documents were issued not more than one year before the date of their request by the Contracting Authority and are still valid at that date. In such cases, the tenderer must declare on its honour that the documentary evidence has already been provided in a previous procurement procedure, indicate the reference of the procedure and confirm that that there has been no change in its situation. 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit a specific document if the Contracting Authority can access the document in question on a national database free of charge. 
[bookmark: _Toc494130901]Selection criteria
Tenderers must prove their legal, regulatory, economic, financial, technical and professional capacity to carry out the work subject to this procurement procedure. 
The tenderer may rely on the capacities of other entities, regardless of the legal nature of the links which it has with them. It must in that case 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.
The tender must include the proportion of the contract that the tenderer intends to subcontract.
0. Declaration and evidence
The tenderers (and each member of the group in case of joint tender) and subcontractors whose capacity is necessary to fulfil the selection criteria must provide the declaration on honour (see Annex) signed and dated by an authorised representative, stating that they fulfil the selection criteria applicable to them individually. For the criteria applicable to the tenderer as a whole the tenderer (sole tenderer or leader in case of joint tender) must provide the declaration on honour stating that the tenderer, including all members of the group in case of joint tender and including subcontractors if applicable, fulfils the selection criteria for which a consolidated assessment will be carried out. 
This declaration is part of the declaration used for exclusion criteria (see section 4.1) so only one declaration covering both aspects should be provided by each concerned entity. 
After the contract award, the successful tenderer will be required to provide the evidence mentioned below before signature of the contract and within a deadline given by the contracting authority. This requirement applies to each member of the group in case of joint tender and to subcontractors whose capacity is necessary to fulfil the selection criteria.
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit the documentary evidence if it has already been submitted for another procurement procedure and provided the documents were issued not more than one year before the date of their request by the Contracting Authority and are still valid at that date. In such cases, the tenderer must declare on its honour that the documentary evidence has already been provided in a previous procurement procedure, indicate the reference of the procedure and confirm that that there has been no change in its situation. 
A tenderer (or a member of the group in case of joint tender, or a subcontractor) is not required to submit a specific document if the Contracting Authority can access the document in question on a national database free of charge. 
0. Legal and regulatory capacity
Tenderers must prove that they are allowed to pursue the professional activity necessary to carry out the work subject to this call for tenders. The tenderer (including each member of the group in case of joint tender) must provide the following information in its tender if it has not been provided with the Legal Entity Form: 
· For legal persons, 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 applicable to the legal person requires such publication. Any delegation of this authorisation to another representative not indicated in the official appointment must be evidenced.
· For natural persons, if required under applicable law, a proof of registration on a professional or trade register or any other official document showing the registration number.
Economic and financial capacity criteria
Tenderers will provide sufficient information to satisfy the Contracting Authority of their financial standing and that they and any subcontractors do have the necessary resources and financial means to carry out the work that is subject of the tender.
The Contracting Authority shall have sole discretion to judge the adequacy of tenderers financial standing and where it considers this insufficient the right to reject any offer or to accept an offer subject to any interim payments being deferred until the work has been completed. Submission of a tender implies acceptance that the contracting authority’s decision will be final and that it will not enter into negotiations with tenderers on this subject.
The following evidence should be provided: 
· Copy of the profit & loss account and balance sheet for the last two years for which accounts have been closed;
· Failing that, appropriate statements from banks.
If, for some exceptional reason which the Contracting Authority considers justified, a tenderer is unable to provide one or other of the above documents, it may prove its economic and financial capacity by any other document which the Contracting Authority considers appropriate. In any case, the Contracting Authority must at least be notified of the exceptional reason and its justification in the tender. The Contracting Authority reserves the right to request any other document enabling it to verify the tenderer's economic and financial capacity. 
Technical and professional capacity criteria and evidence
The tenderers must demonstrate convincingly that they have the ability to undertake the tasks requested. 
Any tenderer with a professional conflicting interest that may affect the performance of the contract may be rejected on the basis of not fulfilling selection criteria for professional capacity.
Tenderers (in case of a joint tender the combined capacity of all members of the group and identified subcontractors) must comply with the criteria listed below. 
Criterion 1: The tenderer must prove relevant professional experience: 
· Professional experience of minimum 3 years in activities related to the European Citizens' Initiative or EU citizens' rights and participation;
· Experience of professional communications of at least 1 year both online and offline.
As evidence, the tenderer must provide detailed descriptions of projects in the past three years (with a minimum of 3 projects and a maximum of 8) in the above mentioned domains, including copies of written and signed references from clients or funders proving the quality of the activities carried out and/or the efficiency and reliability of the services performed. 
Criterion 2: The tenderer must prove necessary human resources to perform the contract in line with best professional practice:
· The project team members carrying out the tasks needed to provide the service should have: a university level education (or equivalent) of at least 3 years in length as well as a minimum of  2 years of work experience in the domains related to this call for tender or a minimum of 5 years of work experience in the domains related to this call for tender; 
· The Project manager should in addition have at least 3 years' experience in managing projects;
· Among the project team experts there needs to be a legal expert. This person needs to hold at least a Master's degree and have a minimum of 5 years' work experience in the domain of EU law, including extensive knowledge of the ECI Regulation, EU Treaties law and the Commission’s powers to submit proposals for legal acts of the Union for the purpose of implementing the Treaties. 
As evidence, the tenderer must provide a detailed description including CVs of qualified and experienced staff available to perform the services in line with the rules of good practice and best professional practice. A statement of the average annual manpower and the number of staff in the last three years must be provided.
Criterion 3: The tenderer must prove necessary technical resources to perform the contract in line with best professional practice:
As evidence, the tenderer must provide a description of the infrastructure and equipment available: premises, computer hardware and software, etc. 
If the tender is submitted by a consortium, the Contracting Authority shall check the technical and professional capacity at consortium/group level. 
[bookmark: _Toc489742153][bookmark: _Toc489742156][bookmark: _Toc440277011][bookmark: _Toc440277012][bookmark: _Toc440277013][bookmark: _Toc440277014][bookmark: _Toc440277016][bookmark: _Toc494130902]Award criteria
The contract will be awarded based on the most economically advantageous tender, according to the 'best price-quality ratio' award method. The quality of the tender will be evaluated based on the following criteria. The maximum total quality score is 100 points. 
Criterion 1: Quality of the proposed strategies and methodology 
(50 points – minimum score 50%) 
This criterion will assess the relevance, quality and credibility of the strategies and methodologies proposed for performing the tasks set out in section 2.3 and for achieving the results set out in section 2.4 of these "tender specifications" based on the points below.
Sub-criterion 1.1: Task 1 related activities (20 points – minimum score 50%)
Scope: Quality and creativity of the proposed initial content; Quality and relevance of the methodology to assess the usability and performance of the Platform; Creativity and credibility of the proposed directions for the communication and engagement strategy and methodology to build and maintain an audience/user base; Quality and relevance of the methodology to gather in a participatory way inputs to improve the Platform. 
Sub-criterion 1.2: Task 2 related activities (10 points – minimum score 50%)
Scope: Quality and relevance of the proposed approach for the moderation of online discussions; Quality and relevance of the proposed methodology for the preparation (including by third parties) of news and blog articles. 
Sub-criterion 1.3: Task 3 related activities (10 points – minimum score 50%)
Scope: Quality and creativity of the proposed guidance materials, as well as of the online course methodology. 
Sub-criterion 1.4: Task 4 related activities (10 points – minimum score 50%)
Scope: Quality of proposed arrangements for handling requests from citizens and potential organisers.
Criterion 2: Organisation of the work and resources 
(30 points – minimum score 50%)
This criterion will assess how the qualifications, roles and responsibilities of the proposed team and of the different economic operators (in case of joint tenders, including subcontractors if applicable) are distributed for each task. It also assesses the global allocation of time and resources to the project and to each task or deliverable, and whether this allocation is adequate for the work. The tender should provide details on the allocation of time and human resources and the rationale behind the choice of this allocation. Details should be provided as part of the technical offer (and not as part of the financial offer). 
Sub-criterion 2.1: Capabilities and knowledge organisation (20 points – minimum score 50%)
Scope: The project team delivering the service should include, as a minimum, the profiles described below. Evidence will consist in CVs of the team members responsible to deliver the service. Each CV should indicate the intended function in the delivery of the service. 
· A Core Team composed of a Project manager and one or several webmaster(s) (site 'animators') with some expertise on the European Citizens' Initiative and on developing, running and online platforms and courses, and
· At least two Experts (in addition to the expert in EU law referred to in section 4.2.4) covering separately or jointly the following domains of expertise:
· Campaigning with communication, networking and fundraising expertise; 
· IT expertise including IT security, developing campaigning websites and social media campaigns;
A very good command of English is essential for all members of the project team (at least C1 level according to the Common European Framework of Reference for Languages); Good command of other official EU languages (in particular German and French) is an asset.
For the Platform core team and experts, the respective knowledge of the European Citizens' Initiative, its regulation and procedures, current developments and debates, past issues, related IT tools and activities, should be indicated.
Sub-criterion 2.2: Network organisation and internal arrangements (10 points – minimum score 50%)
Scope: Efficiency of the proposed interactions with the Commission; coherence of proposed internal rules, including engagement and payment of experts for their contributions.
Criterion 3: Quality control measures 
(20 points – minimum score 50%)
This criterion will assess the quality control system applied to the service foreseen in these tender specifications concerning the quality of the deliverables, the language quality check, and continuity of the service in case of absence of members of the team. The quality system should be detailed in the tender and specific to the tasks at hand; a generic quality system will result in a low score. 
Sub-criterion 3.1: Team members (8 points – minimum score 50%)
Scope: Methods for ensuring the highest professional standards of the members of the teams; replacement procedures in case of withdrawal of experts.
Sub-criterion 3.2: Deliverables (12 points – minimum score 50%)
Scope: Quality control approaches to ensure high quality of the deliverables and continuity of the service (including a risk mitigation plan). The quality system should give details and be specific to the tasks at hand; a generic quality system will result in a low score.
Tenders must score minimum 50% for each criterion and sub-criterion, and minimum 65 % in total. Tenders that do not reach the minimum quality levels will be rejected and will not be ranked.
[bookmark: _Toc493588742][bookmark: _Toc494130903]Ranking of tenders
The contract will be awarded to the most economically advantageous tender, i.e. the tender offering the best price-quality ratio determined in accordance with the formula below. A weight of 60/40 is given to quality and price. 
	score for tender X
	=
	cheapest price
price of tender X
	*
	100
	*
	Price weighting 40 %
	+
	total quality score (out of 100) for all award criteria of tender X
	*
	Quality criteria 60%



The tender ranked first after applying the formula will be awarded the contract. 
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