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I.1. Background

There are currently 7 political groups in the European Parliament (EP). The EP has five
governing bodies (The Conference of Presidents; The Bureau; College of Quaestors;
Conference of Committee Chairs; the Conference of Delegation Chairs).

The EP has three places of work – Brussels (Belgium), Luxembourg and Strasbourg (France).
The political groups and political bodies of the EP may however also meet outside the three
places of work (Brussels, Strasbourg and Luxembourg), in countries situated within the
European territory of the EU or in a country which has applied for accession to EU.

The secretariat of the EP is responsible for the organisation of these meetings and has a unit
dedicated specifically to the organisation of meetings and conferences of the above bodies
outside the three working places of the EP (Brussels, Strasbourg and Luxembourg).

The secretariat of the EP organises annually approximately 40 meetings outside the three
working places of the EP. The size of the meetings ranges from 6 to over 500 participants.

For the organization of these events, external services are required, which represent the
subject of this tender.

More at: http://www.europarl.europa.eu/portal/en

I.2. Objectives of this invitation to tender

The purpose of this invitation is to identify a successful tenderer who will provide the
Secretariat of the EP with the external services required in the organisation and management
of meetings within the European territory of the EU or in a country which has applied for
accession to EU.

While the Secretariat of the EP will remain in charge of its activities, the aim is to identify
professional and competent service providers in the area covered by this call for tender. No
public service tasks or discretionary powers will be delegated to the contractors.

In this context the successful tenderer will carry out the tasks and provide the services
requested by the Secretariat of the EP and will work taking into account the existing resources
of the EP.

In preparing their offers, the tenders are invited to take into account the following elements:

- the need to preserve the impartial image and transparent working of the EP in its dealings
with EU citizens;

- the need for absolute respect of the fixed deadlines;

- the very short deadlines for the execution of the different tasks.

Tenderers are advised to read attentively all of the documents relating to the invitation to
tender which 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.

To be successful, it is of crucial importance that tenders conform to the required structure,
respond fully and clearly to the information requested, and respect the administrative rules
governing the submission.

I.3. Subject of the contract

The services most usually engaged for the successful management of a meeting within the
broader mission of the EP meetings unit are:
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• Search and assistance in searching for a possible suitable venue.

• Rental of meeting rooms and office space.• Rental of conference and interpretation
equipment (cabins, microphones, headphones, etc.).

• Provision of IT services: supply of PCs, printers, , networks (dedicated line, modems,
switches,, etc and technical support during the conference.

• Provision of AV services: Camera coverage, streaming facilities, lighting, sound,
projectors, etc and technical support during the conference

• Provision of office services: copying, printing.

• Provision of telecommunications services (telephones, faxes, mobile telephones, local
SIM cards for international calls).

• Provision of coffee break & water services for participants.

• Provision of transport services for participants (mainly rental of busses and private
car(s)).

• Provision of service agents (movers, hostesses, drivers, etc).

These services are not exclusive and depend upon the exact requirements from the different
European Parliament political groups and bodies. Depending on the specific needs of the
meeting in question, the contracting authority may require some or all of these services.

The contracting authority may request assistance in one or more of the following forms:

(1) Direct negotiation with suitable venue & location (please see below subchapter 1.3.1);

(2) Search and negotiation  of all the other services requested by the contracting authority
and which are not provided in exclusivity by the venue (please see bellow subchapters
1.3.3 to 1.3.16);

Further information on requested services possibly at short notice, are detailed below:

1.3.1 Negotiate and secure meeting rooms, office space and associated services
provided exclusively by venue such as coffee breaks, technical equipment,
telecommunications services, etc).

The successful tender, based on specifications provided by the contracting authority, shall:

(1) Negotiate with the indicated venue(s) the best rates and contractual conditions
(including cancellation and payment policies) for the meeting space, office space,
rooms, halls, auditorium, etc and where necessary all associated services supplied by
the same (such as coffee breaks, technical equipment, telecommunications services);

(2) Secure the selected premises at the best given conditions (e.g. convene a holding
reservation); and

(3) Prepare a complete offer (detailed budgetary overview) covering the venue-rental and
the associated services provided exclusively by venue such as coffee breaks, technical
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equipment, and telecommunications services, etc. This successful tenderer’s complete
offer (detailed budgetary overview) must have therewith the venue(s)’ final offer(s).

1.3.2 Rental of interpretation equipment

For most meetings the EP will use staff interpreters and accredited freelance interpreters &
while the EP has its own interpretation logistics, the successful tenderer may be requested to
hire interpretation equipment, based on specifications provided by the contracting authority.
For reference, please note that the European Parliament uses the following systems:

I) Simultaneous Interpretation System which generally consists of: Interpreter booths
(with two or three interpreters per booth) ISO 4043 in elevated stage; Central control
unit; - Interpreter desks; IR Receivers/Headphones; Transmitter; Radiators with tripods;
Amplifiers; Loudspeakers with tripods; Mixing desk; Delegate table top microphones;
Wireless hand held microphones; Audio recording in mp-3; Cabling; Connectors; etc.

II) Mobile interpretation system: for special events (e.g. dinner speeches and visits)
generally use is made of a mobile interpretation system, such as the Sennheiser Tour
Guide system 6 channel microphone and wireless based system transmitting to mobile
delegates headsets or any other compatible system providing the same technical quality.

1.3.3 Rental of IT Equipment

If not included in the meeting venue and depending on the specific needs of the meeting in
question, the successful tenderer may be requested to hire IT equipment based on
specifications provided by the contracting authority. For reference, please note that generally
the European Parliament uses the following IT equipment:

- Laptops (with qwerty or azerty keyboards ) including: Power supply; Network
cables; Mouses; cable locks; Microsoft OS (Windows 7); antivirus; browser (IE +
firefox); MS office >= 2010 (word, excel); acrobat reader; etc.

- Network printers which include: cable; drivers; toner; etc

- Access Internet which allows: Page authentication: 900; HTTP : 80; HTTPS : 443;
ICA: tcp 1494; FTP :  20-21; Printer and file Sharing;

- Power strip and extension cord; Network cable; hub/switch; ports + router; etc.

1.3.4 Rental of audio visual equipment

If not included in the meeting venue and depending on the specific needs of the meeting in
question, the successful tenderer may be requested to hire audiovisual and technical
equipment (Camera coverage, lighting, sound, projectors, etc.) based on specifications
provided by the contracting authority.

1.3.5 Rental of Office Equipment

The successful tenderer may be requested to hire office equipment, based on specifications
provided by the contracting authority such as photocopy machine/s (+/- 45 copies per minute)
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with automatic feeder, sorter, stapler, recto-verso including the delivery of 5/10.000 paper
sheets A4 and the toner.

1.3.6 Rental of telecommunications services

If not included in the meeting venue and depending on the specific needs of the meeting in
question, the successful tenderer may be requested to hire telecommunication services based
on specifications provided by the contracting authority. For reference, please note that
generally the European Parliament uses the following systems:

- ADSL computer connections:  high speed internet lines of 3 mb as well as internet
access points;

- SDSL connection for TV transmission: a 3 mb internet line in upload and download
in the meeting room;

- International direct telephone lines + telephone handsets;

- Mobile phones with international local SIM card;

- Direct line fax machines.

1.3.7 Rental of Technical Support

If not included in the services hired and depending on the specific needs of the meeting in
question, the successful tenderer may be requested to hire technicians for the installation,
operation and support of all the equipment rented.

1.3.8 Rental of furniture

The successful tenderer may be requested to hire rental furniture (e.g. tables, chairs, chairs
with tablet, sofas, working chairs) based on specifications provided by the contracting
authority.

1.3.9 Coffee breaks

If not included in the meeting venue and depending on the specific needs of the meeting in
question, the successful tenderer may be requested to provide coffee breaks and soft drinks
(e.g. water, orange juice) for the participants of the meetings and based on specifications
provided by the contracting authority. All drinks will be paid according to consumption.

1.3.10 Organisation of local transport

The participants of the meeting may arrive in different flights from different origins and can
range from 6 to over 500 participants. The successful tenderer may be requested to hire
reliable transport provider for airport arrivals / departures local transfers, limousine services
with meet & greet etc. The EP expects the drivers to wait at the arrivals of the airport terminal
with an information logo (supplied by the European Parliament). Details of the number of
persons arriving, flight numbers and timings will be supplied when available by the
contracting authority.
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1.3.11 Equipment freight services

The successful tenderer might be requested to provide outbound and return freight transport
of the EP equipment and material to meeting venues. Equipment inventory & weights will be
supplied by the contracting authority. Insurance of the value of the equipment must be
included.

1.3.12 Mover/porter service

In order to help with the set-up and dismantling of the meeting rooms and installation of
interpretation booths & office IT services, the successful tenderer may be requested to provide
movers/porters in accordance with the specifications provided by the contracting authority.

1.3.13 Registration Management System

Independently or linked with the search of venue, the successful tenderer may be asked to
offer a service for the registration of participants.

All collecting and processing of data should respect the:

- Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December
2000 on the protection of individuals with regards to the processing of personal data by the
Community institutions and bodies and on the free movement of such data; and

- Bureau decision of 22 June 2005 on the implementing rules relating to European Parliament
and Council Regulation (EC) No 45/2001.

The Contractor is responsible for the data protection of the individuals, and with the guidance
of the EP, should ask each participant to agree (or not) with the data protection policy specific
to each event (taking into account web streaming, filming, statistics, etc.).

At the time of the registration of participants, the successful tenderer may also asked to
provide badges or/and to deliver and collect interpretation equipment (e.g. headphones and
receivers) to each participant. Participants should not wait for more than one minute for
registration.

The EP must have the possibility of consulting the registrations list. After the event, the
successful tender is entitled to produce participant's statistics.

I.4. Ordering of services by the European Parliament

A workflow description of the steps for the organisation of the ordering of the services can be
found in section I.7 of this document.

In the event that the contracting authority will need assistance for the identification of the
most suitable location through a site visit, mostly organised between the EP and the political
group, to one or more of the potential venues (see above subchapter 1.3.1), the contracting
authority will sent an order form (see model attached to the model contract) to the successful
tender based on the price schedule filled in by the successful tenderer (see annex IXa). If so
requested, the travel cost of the successful tenderer will be reimbursed, based on the
provisions in annex X.
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For the other forms of required assistance, the contracting authority will request, at short
notice, via e-mail, to the successful tenderer a quote on the envisaged services. A specific
form for communicating this request can be found in annex IX b. For each type of service (IT
equipment, audio-visual equipment, local transport, etc.), which cannot be provided by the
selected venue, a management fee will be applied for the search of the requested service.

The successful tenderer, based on specifications provided by the contracting authority, will
submit a first financial offer that will cover not only booking the venue but also the
associated services requested by the contracting authority and provided exclusively by the
hotel, conference centre or other venue (such as coffee breaks, technical equipment,
telecommunications services). This first successful tenderer’s offer should detail the price of
all the services offered and should have therewith the final offer(s) received from the
venue(s).

As soon as the contracting authority has made the selection among the venues proposed, a
contracting authority’s order form (see model attached to the model contract) and, on request
by the successful tenderer, an advance of maximum 80% of the total price without VAT will
be sent to the “contractor " which will ensure then, at the best possible conditions, the
contracting of the venue chosen and of related services provided in exclusivity by that venue.
The order form is based on the best estimate regarding quantities and on unit prices as per
contractor’s first financial offer. The final invoice will be calculated strictly on actual
consumption.

Subsequently, the "contractor" will prepare a complementary offer, which must include
offers of at least 3 different suppliers, to cover all the other services requested by the
contracting authority and which are not provided in exclusivity by the venue. Those 3
different suppliers’ offer(s) should be reasonably comparable. This complementary offer
should detail the price of all the services offered and should have therewith those 3 different
suppliers’ offer(s).

After the contracting authority has made its selection among the offers of different suppliers
presented, a contracting authority’s complementary order form without pre-financing will
be sent to the "contractor". The order form is based on the best estimate regarding quantities
and on unit prices as per the tenderer’s offer, while it is agreed that the final invoice will be
calculated strictly on actual consumption. The "contractor" will ensure then, at the best
possible conditions, the contracting of the services ordered which are not provided in
exclusivity by the venue.

I.5. Changes to the services ordered by the contracting authority and last minute
requests.

Depending on the specific needs of the meeting in question and depending upon the exact
requirements from different European Parliament political groups and bodies, the contracting
authority may require, possibly at short notice, changes to the services ordered through an
amended contracting authority’s (complementary) order form.

In case of additional services which have not been previously quoted by the contractor, the
contracting authority will request,  via e-mail, an “amended” offer on the envisaged services.
The contractor shall then:
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(1) Negotiate, with the local service providers the best rates and contractual conditions
(including cancellation and payment policies) for the additional services requested by the
contracting authority;

(2) Prepare an “amended” offer (detailed budgetary overview) and submit it to the
contracting authority within 5 days. This offer must have therewith the local service
provider(s)’ final offer(s).

After the contracting authority has received the contractor’s “amended” offer, an additional
contracting authority’s (complementary) order form for each demand sent as a package
without pre-financing will be sent to the "contractor". The amended order form is based on
the best estimate regarding quantities and on unit prices as per tenderer’s offer, while it is
agreed that the final invoice will be calculated strictly on actual consumption. The
"contractor" will then ensure the contracting of the “additional” services ordered.

In the case that additional services are needed in less than 5 days (e.g. request on the day of
the meeting), those services may be ordered by an e-mail from the contracting authority
which will give raise as soon as possible to an (amended) order form.

I.6. Cancelation of the services ordered by the contracting authority

Depending on the specific needs of the meeting in question and depending upon the exact
requirements from different European Parliament political groups and bodies, the contracting
authority may decide, possibly at short notice, to cancel the services ordered through an
official letter.

The contracting authority is still responsible for payment in accordance with the cancellation
policy negotiated by the contractor with the service providers and agreed by the contracting
authority. The contracting authority will sign/agree to the cancellation policy, together with
the order form of the requested services.
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I.7 Workflow for the organisation of a conference meeting
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Workflow for the organisation of a conference meeting
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Workflow for the organisation of a conference meeting
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