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1 INTRODUCTION

These specifications are an integral part of the documents drawn up for the invitation to tender
for the contract referred to. The documents relating to the invitation to tender comprise:

- a letter of invitation to tender;

- conditions for submitting a tender ;

- specifications and the annexes thereto;

- and a model contract and the annexes thereto.

These specifications are supplemented by the following annexes, which are an integral part
thereof:

Annex I: Information note on the opening programme of the House of European History

Annex II: House of European History Communication Strategy

Annex III: Opening Project Plan

Annex IV: European Parliament Visitors' Strategy

Annex V: Building a House of European History

Annex VI: Plans of the House of European History building and the Parc Léopold,
including access

Annex VII: Specific rules for events in the Parc Léopold (from City of Brussels)

Annex VIII: Case study

Annex IX: Information on visitor guides for the permanent exhibition

Annex X: Guidelines for graphical development

Annex XI: Expression of needs for External Signage

Annex XII: European Parliament's environmental policy

Annex XIII: Label to be affixed to the outer and inner envelopes when a tender is sent

Form 1: Information sheet concerning consortiums of economic operators

Form 2: Declaration concerning subcontractors

Form 3: Price

Form 4: Financial identification form – supplier

Form 5: Declaration on the tenderer's honour concerning the exclusion criteria and
absence of conflict of interest

Form 6: Statement of turnover

Form 7: List of the principal services provided in the past 5 years with the sums, dates
and recipients, public or private

Form 8: Short Description of the reference projects

Form 9: Overview of educational and professional qualifications (CVs)

Form 10: Model Europass CV
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PART I – GENERAL INFORMATION

2 SUBJECT OF THE CONTRACT

In accordance with the provisions of Council Regulation (EC, Euratom) No 966/2012 of
25 October 2012 on the financial rules applicable to the general budget of the European
Union, the European Parliament has decided to issue this invitation to tender for:

Services related to the opening of the House of European History.

In connection with this invitation to tender the Contract Notice 2015/S 156-286243 has been
published in the Official Journal of the European Union on 14/08/2015.

3 DESCRIPTION, PURPOSE AND BUDGET OF THE
CONTRACT

3.1 Introduction

The idea of creating a 'House of European History' (HEH) was first put forward by the
President of the European Parliament (EP) during his opening address on 13 February 2007.
The aim of this new museum is to place the development and current activities of the
European Union within a broad historical context.

The 'House of European History' will be modern and attractive and aims to become a place of
interactivity and dialogue, allowing Europeans of all generations and from all backgrounds to
further their knowledge of recent history and thus better understand the development of
Europe up to today, as well as in the future. The museum will reflect the diversity of
European history and its common roots, and contribute to a better understanding of the origins
of the institutions in the second half of the twentieth century. It will bring to life the concept
of a 'House' which is open to all citizens, and will project a strong image of Europe and
European integration in the cultural and urban sphere in Brussels.

The main challenge of the museum communication will be to present an extremely complex
topic in an easily understandable way but which at the same time is appealing to different age
groups and to specialists as well as laymen. This communication must be historically accurate
but at the same time must remain simple - but not simplistic - direct and snappy. It has to
address the visitor's intellect, feelings, memories, and curiosity.

The House will contain a permanent collection and an area for temporary exhibitions, it will
also organise travelling exhibitions, events, workshops etc. For further information about the
project see the webpage at:
http://www.europarl.europa.eu/visiting/en/visits/historyhouse.html

The European Parliament Bureau has chosen the Eastman Building, situated on the edge of
the Leopold Park in Brussels, for the location of the 'House of European History'. The
Eastman building will comprise, after renovation, approximately 8.000 m² of built-up surface
area. The gross surface for the permanent exhibition amounts to some 4.000 m². The gross
surface for temporary exhibitions will amount to some 800 m². With regard to the annual
number of visitors, the European Visitors Centre, the Parlamentarium, attracts 350.000 per
year.
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The exhibitions will be offered in all official languages of the EU.

3.2 Purpose of the contract

The European Parliament seeks to procure services, inter alia consultancy, support,
development and implementation for the opening of the House of European History in the
following areas:

 Communication campaign
 Events organisation
 Media (incl. social media) buying
 Signage on the HEH building
 Graphic design for a visitors' leaflet and visitors' guidebook
 Project management of the services provided

The concept of the opening programme is in the Information note at Annex I. It gives an
overview of the opening programme as planned.

The contract covers only a part of the services related to the opening. The remaining services
as indicated in Annex III will be performed by the European Parliament.

3.3 Requested services

This contract requires the provision of 6 categories of services in the following domains:

The first three categories of services are closely intertwined and should be considered as a
whole.

The items in the below mentioned categories of services are not exhaustive.

3.3.1 Communication campaign

a) Develop the opening campaign strategy:

 To provide details and step by step action points for the execution of the opening
campaign.

 Provide, via a messaging grid, key messages/proofpoints/soundbites/campaign
slogans.

 Propose different scenarios (minimum 3) of the use of communication tools incl.
online tools which optimize the budget available in regards to the goals. Detailed
descriptions and budgets have to be provided.

 Finalise the campaign on the basis of the chosen options.

b) Design visuals for the campaign as described on Annex I:

 Propose mood boards for the campaign for further development of the tone and
style of the campaign (minimum 3).

 Based on the chosen mood board, propose different integrated visuals (incl. image,
slogan, title, etc) to be used for the communication campaign (minimum 3).

 Based on the chosen visual, create a coherent visual style (in line with the concept
described in Annex I and with the HEH values/style), where the graphic elements
are adapted to all of the European Union languages: tone; signature; typography;
imagery guidelines (guidelines for the use of images and illustrations, taking into
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account different media such as web, videos, publications and presentations). For
further details see Annex X.

 Produce usage guidelines listing all necessary technical specifications and rules of
correct usage: For further details see Annex X.

c) Implement the communication campaign incl. design, production and distribution
following the approval of the previous steps. Copywriting and translations must be
provided by the contractor. The number of languages to be used is defined in the table
in point 3.4.

3.3.2 Events organisation

a) Analyse (SWOT) the concept of each of the events (Annex I and Annex III) and give
written recommendations for the best impact for the available budget.

b) Develop for each event different creative and concrete proposals (minimum 3) of
actions in coherence with the overall concept (Annex I) and set out in detail the
proposals in terms of:

 capacity to reach the objectives of the opening programme and of the specific
event,

 appropriateness of the events to target groups,
 technical feasibility,
 risk assessment,
 staff required,
 budget.

Each event should include a 'fall back' scenario for bad weather conditions.

c) Based on the chosen proposal per event, provide a detailed description of each event
including:

 Invitations;
 Event programme and schedule;
 Venues;
 Expected number of participants;
 Details of the target group;
 Proposal for a guest list and other partners to be included in cooperation with HEH

and the European Parliament Information Offices (EPIOs) in the 28 Members
States;

 List of artists, performers, speakers and any other participant;
 List of material.

d) Implement the chosen proposal in terms of logistics and production:

 Design, produce and distribute invitations on the basis of the mailing list provided
by the EP;

 Produce all artistic elements;
 Define, develop and produce the promotional material for each of the events with

the visual identity/style defined in 3.3.1;
 Book and contract artists, performers, speakers and any other participant;
 Book accommodation possibly in cooperation with the EPIOs;



7/28

 Provide catering if requested;
 Provide personnel if requested;
 Arrange safety and security measures, first aid;
 Arrange access for all people of different levels of physical ability;
 Obtain all necessary permits; contact police and authorities;
 Organise contingency planning with other departments of the EP;
 Handle insurance issues;
 Design promotional material, in a style which fits the overall design;
 Design and production of badges, decorations, stands, dressing of the venue.

Please note: Collaboration and cooperation with other departments of the EP (such as
the Directorates General for Safety, Infrastructure and Logistics etc.) is required.

e) Implement the events

 Install all necessary equipment incl. technical audiovisual;
 Disseminate events material;
 Secure the site;
 Coordinate the intervention of all key participants;
 Ensure support from emergency services;
 Provide catering;
 Supervise non-EP personnel on the site;
 Dismantle installation and cleaning up of the site.

f) Follow-up to events: sending thank you messages to participants, social media and
web site actions, etc

g) Post events evaluation: preparing reports, publications and audiovisual products if
required.

3.3.3 Media (incl. social media) buying

a) Strategy development, media research and planning:

 Develop cross-media strategy:
 Analyse opportunities for paid and earned presence in media/social media

and provide strategic recommendations;
 Propose paid and earned media plan, with an exact time schedule, list of

possibilities and estimation of the budget needed for the options, incl.
customised regional/national campaigns;

 Align the paid and earned media plan with the initiatives run by EP Media
departments in order to be complementary and achieve the best impact,
strengthening each other.

 Identify partnerships;
 Make recommendations on use of paid-for and earned (proactive outreach) media,

and advise on scenarios.

b) Purchase advertising space:

 Negotiate details (cost/pricing, positioning/placement, timing, cancellation
fees…), pointing out spreads between rate card and actual charges, where
applicable;
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 Manage the buy (contract with the media, contract distribution, proof of run, proof
of audience).

The two following categories of services (3.3.4 and 3.3.5) must be added to those strictly
related to the opening programme as complementary elements.

3.3.4 Signage on the HEH building

a) Analyse the different signage elements already on the building (name of the
institution) and inside the building (services and permanent exhibition) as well as all
information related to the EP Visitor Strategy (Annex IV).

b) Refine the first expression of needs (Annex XI) and develop a comprehensive
signage study: positioning of all signage elements around the building, definition of
the content of each element and potential directional signage and to propose a visual
concept for the different element of the signage to be implemented based on the
analysis.

c) Design all supports for the signage, including all anchorages systems and devices
and liaise with the relevant services in the EP to obtain agreement on all anchorages
systems and devices foreseen.

d) Develop the graphical design (4 languages - texts provided by HEH) of every
element.

e) Create an agreed number of artworks (ready to print) and shop drawing test files to
be issued, to enable the HEH team to approve colour, print quality, image quality
and production method across the various requirements of the project, prior to
sending off for production.

f) Produce all signage elements and deliver in appropriate time for the HEH building.

g) Plan the installation of signage elements in close collaboration with all other
contractors working on site and with the relevant Directorate-Generals (DG). Supply
all equipment required for the purpose of installation.

h) Install all signage elements on the building.

i) Provide as-built plans for all signage elements (incl. anchorage points) as well as the
technical and maintenance manual.

j) Dispose of all installation waste according to all applicable waste disposal
regulations and repair any damage caused to the building.

3.3.5 Visitors’ leaflet and visitors’ guidebook

a) Propose the visual concept, graphic design, style for the visitor leaflet and the visitor
guidebook as defined in Annex IX. Both products have to be based on the general
visual identity of the HEH. The font style used has to be in line with the graphic
design of the permanent exhibition. It must be suitable for the alphabet of all 24
languages.
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b) Propose the layout and format of the visitor leaflet and guidebook, in all the 24
European languages and with the pictures proposed and delivered by the EP. Define
size, choice of paper, treatment of images and cover, binding, etc. taking into account
the printing guidelines.

c) Carry out photo shooting of the permanent exhibition and of the building if and when
deemed necessary and submit photos to HEH, for approval for use in the visitors'
leaflet and guidebook.

d) Assess, optimize and harmonize all pictures for high resolution printing.

e) Develop a mock up in English.

f) Implement all corrections and changes requested in the English version.

g) After approval of the English mock up: produce 24 language versions (translations not
part of the contract) for revision and approval.

h) Prepare a "ready to print format" of the visitors' leaflet and guidebook in all European
languages according to technical specifications given by HEH, which can be sent for
high quality resolution printing.

3.3.6 Project management of the services provided

a) Schedule all services to be provided throughout the duration of the project, allowing
sufficient time for the EP to provide answers to requests for information, and to
approve proposals, budgets, etc.

b) Coordinate interactions between the categories of services.

c) Define the workflow for every action, clearly identifying every contributor (incl.
definition of responsibility and schedule of intervention).

d) Detect and foresee any possible critical path or deviation in the planning of the project,
as well as implement the necessary measures to correct them, in order to guarantee
that the project is fully completed according to the planning, without any time delay.

e) Provide detailed budgets: for the overall opening programme and for every specific
action.

f) Detect and foresee any possible financial deviation and implement the necessary
measures to correct it, in order to guarantee that the project is fully completed within
the budget available without any sort of quality loss or time delay.

g) Attend regular progress meetings with the HEH team and provide regular updates (see
3.7 Meetings).

h) Coordinate the services with the HEH team and other contributors (EP departments or
subcontractors) involved in various works, both off site (contractor's premises,
recording studios, printing houses, etc.) and on site.

i) During the implementation, clearly assign the tasks to every contributor, on a day to
day basis.
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j) Draft a final feedback report on finance (financial balance of the opening programme)
and an organisational and risk audit with recommendations.

k) Draft the guidelines for an extensive survey (execution of survey is not part of the
contract) on the impact of the opening campaign.

This invitation to tender is not divided into separate lots; the contract will be awarded to a
tenderer/consortium capable of providing all of the services.

The European Parliament reserves the right to use a negotiated procedure, without prior
publication of a contract notice, according to Article 134.1 (f) of Commission Delegated
Regulation (EU) No 1268/2012 of 29 October 2012 on the rules of application of Regulation
(EU) No 966/2012 of the European Parliament and Council on the financial rules applicable
to the general budget of the Union.



3.4 Description of the foreseen actions related to services 3.3.1, 3.3.2, 3.3.3

The table below is not exhaustive and could be adapted according to contractor proposals for the campaign and to available budget.

Legend:

Preopening
Friday: Press preview and red carpet opening 19:00 to 22:00
Saturday: Public opening 12:00 to 22:00

D = day of the opening
MS = Member State
EPIO's: European Parliament Information Office (one in each capital of every Member State)
EYE: European Youth Event organised by the EP in May 2016 in Strasbourg

Item Timeline Place Communication campaign
services*

Events organisation services* Media buying
services*

Languages

1 Questioning
campaign 1:
pilot
action/launch
of HEH
pedagogical
programme.:
Distribution of
postcards by
EPIOs during
school visits and
by HEH in other
events (e.g.
EYE)

February
2016/
D-120

EPIOs, EYE Design and production of the
questioning postcards for this
and following events. Digital
support for collecting responses.

N/A

2 HEH
Presentation
tour: inform
interested

D-60 to D-
30
Different
days

28 Member
States in
Museums,
Universities

Printing posters to be
customised (24 languages)
Create template for all
communication material related

Produce and send to the presentation
venues sufficient HEH pens + HEH
notebooks
Set up remote connection between

N/A 24
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audience
(students and
adults)

EPIOs to the event (including visual
presentation of the projects as
well as some HEH campaign
products).

presentation venues and HEH offices for
curators' intervention during discussions.

3 Questioning
campaign 2:
general public

D-15 50 places (to
be selected
by
contractor)
at least one
per MS

Design and production of the
communication material related
to the event
Design the web page related to
the event
Online component leveraging
owned channels (social media,
EP websites, partner assets)

Surprising distribution of the questioning
postcard (Dropping balloons or...)

Organise activity to increase the volume
and level of responses.

Coordinate with event n°6 for realisation
of work of art

Advertorial
(freebie)
Purchase targeted
online adverts on
social media
channels

24

4 Mirror
installation in
cities: general
public

D-5 to D 5 or 6
Thalys/Euro
star
terminals/
major
stations

Create a specific mood-board
related to visual identity and
core message as guideline for
the creation

Creation, production, transport,
installation, protection/guarding,
maintenance and removal of the
installations.
Physical distribution of the postcard

24

5 Esplanade
installation:
general public in
Brussels (adults
and young adults
working nearby
in particular)

D-3 to D Esplanade Create mood-board related to
visual identity and core message
as guideline for the creation.
Design and production of the
leaflet promoting and describing
the programme of the opening
day

Creation, production, transport,
installation, protection/guarding,
maintenance and removal of the
installation.
Distribution of leaflet promoting and
describing the programme of the opening
day.
Produce/organise musical animation
(Thursday eve)

24

6 Artwork related
to questioning

D-3 to D+x HEH
building
(Outside)

Create a specific mood-board
related to visual identity and
core message as guideline for
the creation

Analysis of the answers from item 2 in
order to feed the creation of the work of
art.
Creation, production, transport,
installation, protection/guarding,
maintenance and removal of the
installation.

24

7 Press and
partners
previews:
museums,
neighbours,

D-1 HEH Lay out of the info pack for
partners and press pack (folder
and pages), usb stick with the
trailer
HEH Pen and HEH note book

24
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journalists
(Brussels
correspondents,
Belgian press,
specialised
press)

8 Red carpet:
VIPs

D-1 HEH Design and production of the
invitation (4 languages)

Cocktail (buffet catering) restricted to
particular area (e.g. on the terrace)
Organisation of the travel for the
speakers/special guests/young winners
(of e.g. Charlemagne Youth Prize).
Sound system + screens for the speeches.
Organisation of live music programme
(small format) on every floor
Organise the event so as to make it work
for a “night time” red carpet programme
(candles on the lake, etc.).
Sound and light show (son et lumière)
on/in the building

24

9 Musical signage
to HEH

D Brussels
streets (from
crowded
streets to
Leopold
Park)

Recommend 5-7 alternative pathways.
Organise the event along 3 to 5 different
pathways in Brussels accompanying
visitors from the centre town or crowded
streets to the Leopold Park.

Distribution of the
opening programme
leaflet (and badges
in line with the
“objects” concept)

NA

10 European food
market

D Place Jean
Rey

Organise the event ensuring that the
stalls will offer a sufficient variety of
food (with recipes from at least 10
different EU countries from east to west
and from north to south).
Involvement of the neighbourhood is
appreciated when possible.

Distribution of the
opening programme
leaflet (and badges
in line with the
“objects” concept)

NA

11 Park decoration
in line with the
concept

D Leopold
Park

The decoration of the trees must
also fulfil communication
aspects in line with the
campaigns. It should be visually
impactful from faraway and
give opportunity of reflection
while coming closer (example:

Organise the decoration of the trees
according to the questioning
theme/campaign. The material used must
respect the environment and consider the
eventuality of rainy weather.

NA
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questions hidden in the tree).
12 Movies in the

park
D Leopold

park
The selection of movies must be
harmonised with at least one of
the campaigns
(questioning/mirror/objects).

Implementation of screens and sound
systems. The objective is to entertain
people while queuing in the atmosphere
of a “mini-festival”.

NA

13 Dance/objects/co
ncepts related

D A number of small settings (performing
stages).The objective is to entertain
people while queuing to visit the HEH
and inspire reflection the subjects so as
to prepare the visit.

NA

14 Art workshop
for kids (age 6-
10)

D Leopold
park

The selection of workshops
must be harmonised with at
least one of the campaigns
(questioning/mirror/objects).

Area/zone to be set aside (by means of
marquees/tables/carpets). Animators to
be hired. The objective is to entertain
kids/families while queuing to visit the
HEH in the atmosphere of a “mini-
festival”.

4

15 Lectures in
neighbours
institutions

D Neighbour
institutions

Posters presenting the
programme. Signage in the
park?

Venue preparation. Sound system and
logistics.
Organisation of the trip of the
speakers/special guests including
accommodation and fees

4

16 Campaign tools D-30 to
D+...

Brussels
Region
5 or 6
Thalys/Euro
star
terminals/
major
stations
+ marketing
partners and
museum
partners

Design, produce, install posters
and printed banners

Design the opening "sticker"

Produce and deliver a teaser
movie (1 min max) available in
various formats (professional
television format,
internet/computer formats, CD-
ROM and DVD)

Buy spaces when
and where relevant
Distribute posters
Affix "opening"
stickers where
when relevant
Taken them off
where when
relevant

24

17 Campaign
general museum
leaflets (24
languages)

D-30 to
D+...

Brussels +
200 km area
/Europe via
Tourist
offices and
partners

Design and produce leaflets.
Disseminate leaflet to non-
commercial network + follow
up

Organizing
commercial
network
distribution
(ACKA,
Boomerang etc.) for

24
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Brussels +/ 200 km

18 Promoting in the
airports

D-15 to
D+15

Zaventem
and
Charleroi
airports

Design and produce banners 24

19 Decorating tram,
buses and
bus/tram/metro
stations

D-15 to
D+15

Brussels
Region

Design and produce tram and
buses decoration.
Design and produce poster
(paper/video) for stations.

Buy space on the
back of buses and
tram. The bus 12 to
be fully covered.
Affix "opening"
stickers where
when relevant
Remove them after
the event. The same
is needed for the
stations

4

20 Shop windows
action

D-15 to
D+15

Brussels
Region

Design and produce window
decoration

4

21 On line
campaign

D-30 to
D+...

Producing and placing banners
on websites (bought and earned
media).

Purchasing of
internet space
where when
relevant

24 for
banners

22 Members of
European
Parliament
(MEPs)

D + 5 HEH Design and production of ad hoc
invitations  (and send if
relevant)

24

* Services are defined in 3.3



3.5 Approval procedure

The HEH has to review and approve the preliminary and final version of them items. The
Contractor will have to improve all elements until they receive the approval.

In order to allow a quick and flexible follow up and sign-off of the services by the HEH, all
necessary travels (and accommodations, if relevant) of the HEH representative to the
Contractor (or sub-Contractor)'s venue during the production in workshop period will be
organized by the Contractor. All the related costs will be reimbursed by the European
Parliament to the Contractor.

3.6 Reporting

The Contractor will provide a monthly report describing the progress of the services by
category of services. This report will also stress all inputs needed from other parties as well as
deadlines for the delivery of those inputs.

An interim report will be made at the end of each significant step of the works (according to
the steps defined in the table in point 3.10). This interim report will summarize the
achievements/services performed during the corresponding step. All relevant documents
(drawings, notes, studies, etc.) will have to be annexed to this interim report. The interim
report needs to be approved by the HEH and will serve as a basis for the payment. If
applicable, supplementary information and/or corrections shall be provided within 10 calendar
days.

3.7 Meetings

Throughout the duration of the contract intensive co-operation will be required.

Following the signature of the contract, a kick-off meeting will be organised. During the kick-
off meeting all questions related to the methodology, planning and the administration of the
contract will have to be raised. The Contractor will then receive additional information about
the project as required. The kick-off meeting will be followed by an Inception Phase when all
materials produced by the European Parliament, not already included in this tender file, will
be analysed by the Contractor and discussed between the Contractor and the HEH team to
clarify all aspects of the project.

After the signing of the contract, there will be, on average, one project meeting every two
weeks. The last month before the opening, the project meeting will take place every week or
even more frequently, if required. The Contractor's Project Manager must always participate
in those meetings. Other participants will be regularly invited to attend the meeting according
to the issues under discussion and the specific expertise necessary.

The agenda of those meetings will be drafted by the Contractor's Project Manager (after
request for input of the HEH team). This agenda will be sent to all participants at least 2
working days before the meeting.

The Contractor's Project Manager will draft the minutes of the meetings, collect participants'
comments - at least 2 working days before the next meeting - and finalize the minutes. The
final minutes will be confirmed. The minutes are complementary to the reports to be
established by the Contractor. They summarize the main points of discussion and explain the
decisions taken as well as the responsibilities and input needed to carry out the required
actions.
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The staff responsible for Project Management (HEH Project Manager, and Contractor's
Project Manager) must be reachable during working hours by mobile phone and be available
for ad-hoc meetings via videoconference/Skype.

The meetings with the HEH will be held on the premises of the European Parliament in
Brussels.

3.8 Place of performance of services

The contractor's services will be performed on the contractors' premises, at the European
Parliament (Brussels) and in the Member States.

3.9 Access to Parliament and infrastructure

During the performance of the contract the European Parliament will provide access to the
European Parliament to staff of the Contractor during the opening hours of the European
Parliament (office hours). If extra-hours are needed to respect the execution deadline a special
procedure will be established. This has to be requested at least one week in advance. The
Contractor will be asked to draw up lists of staff for which they request access to the premises
of the European Parliament. Details will be agreed during the kick-off meeting.

During the performance of the contract the European Parliament will not make available any
office space, nor equipment nor technical means.

3.10 Duration, estimated time and payment schedule, Budget

The duration of the contract shall be until 3 months after the opening of the HEH. It is
estimated that the opening will take place in Summer 2016. Performance of the contract shall
not begin until the contract is signed.

3.10.1 Estimated time schedule (incl deliverables) and payment schedule

This schedule will be finalized during inception phase.

INVOICE
NUMBER

Estimated
schedule

Deliverable PAYMENT
%

1

1 month
after

contract
signature

- Inception phase 35%

2
4 months

before
opening

- Opening campaign strategy ready
- All visuals of the campaign ready
- Visual guidelines ready
- Post cards delivered
- Final programming of each of the events incl. logistics
- Final project for design incl support and anchorage system
- Final lay out of the visitors' leaflet and guidebook
- Final media buying

25%

3
2 months

before
opening

- All communication material ready
- Signage elements delivered (ready to be installed) 20%

4 Opening
- Visitors' leaflets and guidebooks printed and delivered
- Signage elements installed
- Copyrights report delivered

10%

5 2 months
after opening

- Follow up of the events preformed
- Guidelines for evaluation
- As-built documents related to the signage delivered
- Organization and risk audit

10%
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3.10.2 Budget

The estimated budget available for the implementation of the opening (see also Form 3)
including e.g. intellectual property rights (incl. payment of royalties) is

€ 750 000

It is the Contractor's responsibility that the actual implementation can be achieved within this
budget. If at any point during the contract it becomes clear that the implementation costs will
exceed the estimated budget available, the Contractor will have to adjust the project, in
cooperation with the HEH team, in order to implement within the financial framework
without any additional financial compensation.

3.11 Intellectual Property Rights

Please note that specific conditions concerning the ownership of the results, works or rights
thereto (hereinafter referred to as “the Deliverables”) and their subsequent re-use by the
House of European History shall apply. All Deliverables created solely by the Contractor or
any of his/her subcontractors without reuse of prior existing works (so-called Prior Rights)
during the performance of the contract shall become exclusive property of the European
Parliament.

In addition, the Contractor must ensure that the European Parliament has the adequate rights
for all the implemented actions and items. All licences have to be provided to the European
Parliament at the end of the contract. For more details, please refer to the draft contracts
(Article I.15).

4 PARTICIPATION IN THE TENDER PROCEDURE

Participation in this invitation-to-tender procedure is open on the same terms to all natural or
legal persons and public entities in a European Union Member State and to all natural and
legal persons and public entities of a third country which has concluded a specific public-
procurement agreement with the European Union giving them access to the contract which is
the subject of this invitation to tender and on the terms laid down by that agreement.

In order to ascertain the eligibility of tenderers, they must indicate in their tenders the country
in which they have their registered office or in which they are domiciled. They must also
submit the evidence required under their national law or other, equivalent proof enabling the
European Parliament to check where they come from.

5 CONSORTIUMS OF ECONOMIC OPERATORS

Consortiums of economic operators may submit a tender. In this case Form 1 must be
completed and submitted.

The European Parliament reserves the right to require the consortium selected to have a given
legal form if this is necessary for the proper performance of the contract. This requirement
may be communicated by the European Parliament at any time during the contract award
procedure, but at all events before the contract is signed.

The consortium of economic operators shall provide proof of its legal form by the time the
contract - if awarded to it - is signed. This may take one of the following forms:
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 an entity with legal personality recognised by a Member State;

 an entity without legal personality but offering sufficient protection of the European
Parliament's contractual interests (depending on the Member State concerned, this
may be, for example, a consortium or a temporary partnership);

 the signature by all the partners of a type of ‘power of attorney’ or equivalent
document confirming a form of cooperation.

The consortium’s actual status shall be established by any document or agreement signed by
the members of the consortium, which shall be appended to the tender.

Those documents or agreements may exceptionally be modified and/or submitted after the
time limit for submission of a tender, but under no circumstances after the outcome of the
invitation to tender has been communicated to the tenderers concerned. The European
Parliament reserves the right to reject a tender if the terms of agreements between the
members of a consortium are modified during the procedure, if those terms make no provision
for the joint and several liabilities of the consortium's members or if no agreement with legal
force has been submitted with the tender.

The European Parliament may accept other legal forms not referred to above, provided that
they ensure the parties' joint and several liabilities and are compatible with performance of the
contract. At all events, it should be noted that, in the contract to be signed with the
consortium, the European Parliament will refer expressly to the existence of such joint and
several liability. In addition, it reserves the right to require, contractually, the appointment of
an authorised representative who may represent the members and who is empowered, inter
alia, to issue invoices on behalf of the other members.

Tenders from consortiums of economic operators must specify the role, qualifications and
experience of each of the members of the consortium. The tender shall be submitted jointly by
the economic operators, who shall also assume joint and several liability for the tender
submission.

In the case of a consortium of economic operators, each member shall furnish proof of right of
access to the contract (see point 4 above), as well as proof concerning compliance with the
exclusion and selection criteria. With regard to the selection criteria, the European Parliament
may rely on the capacity of the other members of the consortium in order to establish whether
the tenderer will have the resources needed to perform the contract. In this case an
undertaking shall be required from those members stating that they will make available to the
other members the resources needed to perform the contract.

6 SUBCONTRACTING

Subcontracting is permitted. In this case Form 2 must be completed and submitted.

The tender shall give details, as far as possible, of that part of the contract which the tenderer
proposes to subcontract and the identity of the subcontractors. During the contract award
procedure or performance of the contract the European Parliament reserves the right to require
tenderers to supply information about the financial, economic, technical and professional
capacity of the proposed subcontractor(s). Likewise, the European Parliament may demand
the requisite proof to establish whether the subcontractors comply with the requisite exclusion
criteria. Tenderers are hereby informed that proposed subcontractors may not be in one of the
situations described in Articles 106 and 107 of the Financial Regulation, which entail
exclusion from participation in a procurement procedure issued by the European Union.
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The European Parliament is entitled to reject any subcontractor who does not comply with the
exclusion and/or selection criteria (see points 12 and 13 respectively).

Furthermore, the European Parliament must be informed by the Contractor of any subsequent
use of subcontracting not provided for in the tender. The authorising officer responsible
reserves the right to accept or reject the proposed subcontractor. In order to do so he may
demand the requisite proof to establish whether the subcontractor(s) complies/comply with
the requisite criteria. The European Parliament’s authorisation will always be granted in
writing.

If the contract is awarded to a tenderer who proposes a subcontractor in his tender, this
equates to giving consent for the subcontracting.

7 VARIANTS

Variants are not permitted.

8 PRICES

Prices shall be firm and not open to revision.

Pursuant to Article 3 of the Protocol on the privileges and immunities of the European Union,
the price quotation shall be submitted excluding VAT and other equivalent indirect taxes.

The prices quoted in Form 3 shall be all-inclusive and shall cover the costs borne by the
contractor in performance of the services, including e.g. intellectual property rights and
attendance at the required meetings. These must be expressed in euros, including for countries
which are not part of the euro zone. For tenderers in those countries, the amount of the tender
may not be revised in line with exchange rate movements. It is for the tenderer to select an
exchange rate and accept the risks or the benefits deriving from any variation.

The costs for the implementation of the project shall be reimbursed, excluding VAT, on
production of supporting documents, including invoices, receipts and proof of payment.

In order to register your bank account in the European Parliament Database, please fill in the
Financial Identification Form (Form 4).

9 FINANCIAL GUARANTEES

Not applicable.

10 ENVIRONMENTAL ASPECTS

The European Parliament's environmental policy

Tenderers shall undertake to comply with the environmental legislation in force in the field of
the contract, should it be awarded to them. It should be noted in this connection that the
European Parliament applies the EMAS environmental management system in accordance
with Regulation (EC) No 1221/2009 of the European Parliament and of the Council of 25
November 2009. Information about EMAS is provided by the authorising department in
Annex XII to these specifications. The successful tenderer will be required to ensure that the
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information provided by the European Parliament on the EMAS programme in general, and
more specifically on the implementation of environmental measures in practice, is known by
all his staff working for the European Parliament. At the European Parliament's request the
successful tenderer may be required to certify that anyone assigned to work under the contract
has received the appropriate professional training required (technical, safety and
environmental training) concerning compliance with safety rules and correct handling of the
equipment and products to be used, including action to be taken in the event of incorrect
handling or any other incidents.

11 POLICY ON THE PROMOTION OF EQUAL
OPPORTUNITIES

Tenderers shall undertake to observe a policy on the promotion of equality and diversity in the
performance of the contract, should it be awarded to them, by applying the principles of non-
discrimination and equality set out in the Community Treaties in full and in their entirety.
More particularly, the tenderer awarded the contract shall undertake to establish, maintain and
promote an open and inclusive working environment which respects human dignity and the
principles of equal opportunities, based on three main elements:

 equality between men and women;

 employment and integration of disabled persons;

 the removal of all obstacles to recruitment and all potential discrimination based on
sex, race or ethnic origin, religion or convictions, disability, age or sexual orientation.
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PART II – EXCLUSION, SELECTION AND AWARD CRITERIA

12 EXCLUSION CRITERIA

Article 106 of the Financial Regulation

1. Candidates or tenderers shall be excluded from participation in procurement procedures if:

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

b) they or persons having powers of representation, decision making or control over them
have been convicted of an offence concerning their professional conduct by a
judgment of a competent authority of a Member State which has the force of res
judicata;

c) they have been guilty of grave professional misconduct proven by any means which
the contracting authority can justify including by decisions of the EIB and
international organisations;

d) they are not in compliance with their obligations relating to the payment of social
security contributions or the payment of taxes in accordance with the legal provisions
of the country in which they are established or with those of the country of the
contracting authority or those of the country where the contract is to be performed;

e) they or persons having powers of representation, decision making or control over them
have been the subject of a judgment which has the force of res judicata for fraud,
corruption, involvement in a criminal organisation, money laundering or any other
illegal activity, where such illegal activity is detrimental to the Union’s financial
interests;

f) they are subject to an administrative penalty referred to in Article 109(1)1.

Points (a) to (d) of the first subparagraph shall not apply in the case of the purchase of
supplies on particularly advantageous terms from a supplier which is definitively winding
up its business activities or from the receivers or liquidators of a bankruptcy, through an
arrangement with creditors, or through a similar procedure under national law.

Points (b) and (e) of the first subparagraph shall not apply where the candidates or
tenderers can demonstrate that adequate measures have been adopted against the persons
having powers of representation, decision making or control over them, who are subject to
a judgment as referred to in points (b) or (e) of the first subparagraph.

1 Article 109(1):
The contracting authority may impose administrative and/or financial penalties on the following:
(a) contractors, candidates or tenderers in the cases referred to in point (b) of Article 107(1);
(b) contractors who have been declared to be in serious breach of their obligations under contracts covered
by the budget.
In all cases, however, the contracting authority shall first give the person concerned an opportunity to
present his or her observations.
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Article 107 of the Financial Regulation

2. A contract shall not be awarded to candidates or tenderers who, during the procurement
procedure for that contract:

a) are subject to a conflict of interests2;

b) are guilty of misrepresenting the information required by the contracting authority as a
condition of participation in the procurement procedure or fail to supply that
information;

c) find themselves in one of the situations of exclusion, referred to in Article 106(1), for
the procurement procedure.

Evaluation of the exclusion criteria

All tenderers must submit the declaration on the tenderer’s honour (Form 5), duly dated and
signed.

The tenderer to whom the contract is to be awarded will be required, within 10 calendar days
of the date of notification of the provisional award of the contract and before the contract is
signed, to supply the following documentary evidence:

 a recent extract from the judicial record or, failing that, a recent equivalent document
issued by a judicial or administrative authority in the country of origin or provenance
showing that the tenderer to whom the contract is to be awarded is not in one of the
situations referred to in Article 106(1)(a), (b) or (e) of the Financial Regulation; for
the instances referred to in Article 106(1)(b) and (e), the same shall apply to persons
having powers of representation, decision making or control over the tenderer;

 a recent certificate issued by the competent authority of the State concerned proving
that the tenderer is not in the situation referred to in Article 106(1)(d) of the Financial
Regulation;

 where the documents or certificates referred to above are not issued in the country
concerned, and in respect of the other exclusion situations referred to in Article 106 of
the Financial Regulation, they may be replaced by a sworn or, failing that, a solemn
statement made by the interested party before a judicial or administrative authority, a
notary or a qualified professional body in his country of origin or provenance.

The tenderer to whom the contract is to be awarded shall be exempt from the requirement to
submit the documentary evidence referred to above if that evidence has already been
submitted for the purposes of another European Parliament procurement procedure and
provided that the documents in question were not issued more than one year previously and
are still valid. In such cases, the tenderer shall attest on his honour that the supporting
documents have already been provided in a previous procurement procedure, which he shall
identify, and that no changes in his situation have occurred.

2 Tenderers must declare that they do not have any conflict of interest in connection with the contract
(economic interests, political or national affinities, family or emotional ties, or any other relevant connection
or shared interest).
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13 SELECTION CRITERIA

Any tenderer must furnish proof of his authorisation to perform the contract under his national
law. To do so, he shall submit one or more supporting documents substantiating that
authorisation. The European Parliament accepts, as supporting documents:

 registration in the business or professional registry,

 a sworn statement or

 a certificate substantiating membership of a specific organisation or

 registration in the VAT registry.

If none of these documents provides the requisite proof to substantiate and assess the
existence of such authorisation, the European Parliament may accept other equivalent official
documents furnished by the tenderer.

In the case of consortiums of economic operators, each member will furnish proof of
authorisation to perform the contract.

Proof of status and legal capacity

As proof of their status and legal capacity, tenderers must append to their tenders

 a copy of their articles of association or equivalent document

enabling the European Parliament to determine their form and legal capacity to perform the
contract. Should the proof submitted not be sufficient for that purpose, the European
Parliament may demand other proof during the tender assessment process. Where no such
proof is submitted, the European Parliament reserves the right to deem the tender
inadmissible.

13.1 Financial and economic capacity

Tenderers shall have sufficient economic and financial resources to enable them to perform
the contract in compliance with the contractual provisions, given the value and scope thereof.
If these resources are insufficient for the performance of the contract, the tender may be
rejected without the tenderer being entitled to claim any financial compensation.

Required capacity

In respect of the contract which is the subject of this invitation to tender the
European Parliament requires tenderers to have a minimum economic and
financial capacity which will be assessed on the basis of the following information

Assessment of capacity

Economic and financial capacity will be
assessed on the basis of the information
included in the following documents to
be supplied by the tenderers:

Tenderers must demonstrate a minimum average turnover of € 750.000 relating to
the services associated with the field covered by the contract over the last three (3)
financial years for which accounts have been closed.
For tenderers from Consortiums/Subcontractors the turnover will be consolidated.

Financial statements (balance sheets,
profit and loss accounts and any other
related financial information) for the last
three financial years for which accounts
have been closed.

A statement of overall turnover
and turnover concerning the services
covered by the contract for the last 3
financial years for which the accounts
have been closed (Form 6)
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If the tenderer is unable to provide the references requested, he may prove his economic and
financial capacity by any other means which the European Parliament considers appropriate.

The tenderer may also rely on the capacity of other entities, irrespective of the legal nature of
the links between him and those entities. In that case, he must prove to the European
Parliament that he will have the resources needed to perform the contract, for instance by
providing an assurance of the undertaking by those entities to make them available to him.
Parliament may require the tenderer and those other entities to be jointly liable for
performance of the contract.

On the same basis, a consortium of economic operators may rely on the capacity of members
of the consortium or of other entities.

Tenderers may also rely on the economic capacities of one or more subcontractors in so far as
they undertake to take part in the process of performing the contract. In such instances, the
European Parliament will assess the capacities of the subcontractor(s) in the light of the extent
to which the latter is/are involved in performing the contract.

13.2 Technical and professional capacity

Tenderers must have sufficient technical and professional capacity to enable them to perform
the contract in compliance with the contractual provisions, taking into account its value and
scale. If this capacity is clearly insufficient for the performance of the contract, the tender may
be rejected without the tenderer being able to claim any financial compensation.

Required capacity

In respect of the contract which is the subject of this invitation to tender the
European Parliament requires tenderers to have the following technical and
professional capacity

Assessment of capacity

Technical and professional capacity will be assessed on
the basis of the information included in the following
documents to be supplied by the tenderers

At least 5 years of experience in the
conception and development of
communication campaigns similar
to the services required by the
contract

At least five (5) communication
campaigns in the past 5 years of
which:

 At least two (2) with a total
value for communication of
minimum € 400 000;

 At least one (1) for publicly
founded institution

 A least two (2) for the launch of
a new project

 List of the principal services provided in the past 5
years, with the sums, dates and recipients, public or
private (Form 7)

 Short description of the reference projects (Form 8)

At least 5 years of experience in the
conception, development and
realization of events similar to the
services required by the contract

Conception development and
realisation of events in the past 5
years of which

 At least two (2) with a total
production value for events of
minimum € 500 000

 List of the principal services provided in the past 5
years, with the sums, dates and recipients, public or
private (Form 7)

 Short description of the reference projects (Form 8)

At least 5 years of experience in
graphical design both for
publications and for signage, similar
to the services required by the
contract

Graphical design for:

 At least 5 publications in the last
3 years

 At least 3 external signage of
buildings in the last 5 years

 List of the principal services provided in the past 5
years, with the sums, dates and recipients, public or
private (Form 7)

 Short description of the reference projects (Form 8)

At least 5 years of experience in
media planning and purchasing of
advertising space similar to the
services required by the contract.

Media planning and purchasing of
advertising space, of which:

 Minimum five (5) relevant
services carried out in the past
five years for minimum five
different key clients giving proof
of the media placement services
(number of viewers, types, etc)

 List of the principal services provided in the past 5
years, with the sums, dates and recipients, public or
private (Form 7)

 Short description of the reference projects (Form 8)
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NB: The EP reserves the right to contact all indicated reference points for information
on the project/contract by any means (e.g. the internet). The recipients' permissions need
to be assured.

The tenderer or candidate may also rely on the capacity of other entities, irrespective of the
legal nature of the links between himself and those entities. In that case, he must prove to the
European Parliament that he will have the resources needed to perform the contract, for
instance by providing an assurance of the undertaking by those entities to make them
available to him.

At all events, tenderers may always rely on the economic capacities of one or more
subcontractors in so far as they undertake to take part in the process of performing the
contract. In such instances, the European Parliament will assess the capacities of the
subcontractor(s) in the light of the extent to which the latter is/are involved in performing the
contract.

geographical and linguistic
coverage

Key persons

Campaign strategy manager

who will be in charge of the
development of the communication,
events and media strategy

 with at least 10 years of relevant
experience

 with at least 3 integrated
communication, event and
media strategies of a size and
complexity similar to the
services required by the
contract;

 having the capacity to work in
English

 Overview of educational and professional
qualifications (CV's) - (Form 9)

 The educational and professional qualifications (CVs -
Europass model - Form 10). The CVs should contain
references of the projects (incl. contact points) in
which the expert has participated detailing his/her
role as well as evidence that the experts are able to
work in English.

Art director

who will be in charge of the
development of the Communication
campaign.

 with at least 10 years of relevant
experience

 with at least 3 communication
campaigns of a size and
complexity similar to the
services required by the
contract;

 having the capacity to work in
English

Project Manager

who will be responsible for the
management and coordination of all
the services required by the
contract.

 with at least 10 years of relevant
experience

 with at least 3 projects of a size
and complexity similar to the
services required by the contract

 having the capacity to work in
English

Event manager

who will be responsible for the
development, the planning and the
realization of the events

 with at least 8 years of relevant
experience

 with at least 3 events of a size
and complexity similar to the
services required by the contract

 having the capacity to work in
English

Technical manager

who will be responsible for the
planning, provision and installation
of all technical equipment required

 With at least 10 years of relevant
experience

 having the capacity to work in
English

Graphic-Designer

who will be responsible for the
graphic design of the publications,
signage, etc.

 with at least 5 years of relevant
experience

 having the capacity to work in
English
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14 AWARD CRITERIA

The contract will be awarded to the tender offering the best value for money.

14.1 Quality Criteria (maximum 100 points)

Criterion 1: Quality of the development of the concept for the communication campaign
(max 30 points)

 Adequate reflection of the spirit of the opening programme based on the concept set
out in Annex I

 Appropriateness of the campaign to reach the different target groups of the HEH

Documents/Material to be provided for the evaluation of the criterion:

 Messaging for external audiences for the campaign and explanation of the rationale
behind

 Mood board for the development of the general visuals for the communication
campaign

 Development of the mirror concept in various objects/installation which could be used
in the opening programme

Criterion 2: Quality of the general concept for the Case study - Post cards action, see
Annex VIII (max 20 points)

 Impact of the dissemination action and the visual to deliver a ‘Wow factor’
 Realism of the proposal
 Coverage of all aspects of the action
 Solution for alternative options in case of bad weather conditions
 Sustainability (waste, energy, material, sources)

Documents/Material to be provided for the evaluation of the criterion:

 Development of the idea of the Post card action (item 1 and 3 in Annex III). See
Annex VIII for the description of the action: detailed scenario, visuals for a postcard

 Description of the implementation of the event incl. Equipment, Personnel, Permits,
Risk assessment, etc

Criterion 3: Quality of the media planning and buying for the Case study - Post cards
action, see Annex VIII (max 10 points)

 Understanding of possible media opportunities (best value for money) both for paid-
for and earned placed ads

 Impact on the target audience
 Recommendations which space needs to be bought and which space can be earned

through proactive outreach/partnerships etc.

Documents/Material to be provided for the evaluation of the criterion:

 Proposal of a schedule and budget for promotion, paid-for and earned coverage
 Proposal for the use of advertorials and targeted online publicity on social media

channels
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Criterion 4: Quality of the methodology, project management, planning and as well as
the composition of the team(s) (maximum 30 points)

 Suitability of the proposed methodology, project management and planning
 Suitability of the composition of the proposed team(s)

Documents/Material to be provided for the evaluation of the criterion:

 Description of the Tenderer's proposed general methodology at all stages and for all
services of the project and methodology for defining risk assessment

 Project plan: planning and critical path method chart showing different tasks,
interrelations of tasks

 Human resource plan: deployment of the team(s) to perform the services for the
different steps, including organizational charts. The tenderer has to present this plan
considering all elements of the team as a single organisation (even if sub-contractors
or members of a consortia);

Criterion 5: Understanding of the mission (maximum 10 points)

 Understanding of the specificity of the contract and the content of the mission

Documents/Material to be provided for the evaluation of the criterion:

 Detailed description of the proposed approach, along with a more detailed description
of the services envisaged to reach the objectives of the contract (max 2 pages);

 Identification of the potential problems in the performance of the contract and
proposed solutions.

It is understood that all proposals in the Tenderer's offer are open to revision during
the implementation of the contract.

To be selected for the price evaluation stage, candidates will be required to obtain at
least 60 points for the quality criteria.

14.2 Contract Awarding

The price (total price of the contractor's fee of Form 3) will be divided by the number of
points obtained during the evaluation of the qualitative criteria. The tender ranked first will be
the one obtaining the lowest quotient.


